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HOW TO USE THIS BOOK

This directory was compiled to facilitite the Small Enterprise Education and Promoiion (SEEP)
Network agencies’ access to the training materials that each has developed and finds usefui in small en-
terprise development projects. In the overview, we will clarify our objectives ancl rationale for creating
the directory. But first, some guidelines for finding and using the information included here:

Locating information in this directory:

1.

Publications are divided into three sections: those that deal primarily with business management,
those that deal primarily with credit management and those that concentrate on group building and
training of trainers. There is a great deal of cross-over, so frequently a publication that deals primari-
ly with small business management will also include credit information. This will be indicated in the
description.

. Within each section, publications are arranged alphabetically by the title of the publication.

. If you are trying tc locate a material by its publisher, refer tc the first index (page D-1). There are ad-

ditional indices in the D Section to help you locate materials by a variety of criteria and uses.

Understanding information for exch entry:

1.

2.

Each training material is covered by a 2-page description.

To the right of the title and publisher of the book, is information about gaining access to the material
(see following section).

. Each entry contains a narrative describing the contents and methodology of the training material. We

have attempted t0 be both thorough and concise in describing the contents. In the section on method-
ology, we have included information about: a) the methodology de <cribed in the material (i.e., a par-
ticipatory approach, a8 community banking model, etc.); as well as b) the methodology used by the
authors within the training material itself (i.c., use of graphics and line drawings to facilitate work
with illiterate groups, etc.).

. The section on adaptability includes some comments on the types of adaptations users might consid-

er t0 make this material more suitable in their own contexts. It also includes comments related to
constraints to adaptation.

. In the upper right-hand comer of the second page for each entry is a 4-part box with graphic sym-

bols. Refer to page iii for a guide to these symbols.



6. Each entry contains a chart with 3 sections on its second page. This chart is intended to provide a vi-
sual image of what the material can and cannot be used for, what it does and does not contain. Boxes
that are blackened in provide information about use and contents. Please note, however, that in
choosing which boxes to blacken, we are attempting to convey the overall intent or design of the ma-
terial. That is, where we have blackened in ‘client training’ instead of ‘staff training,’ we are indicat-
ing that it is betrer suited for client training. In many cases, however, with minor adaptations or in
different cultural settings its use would be modified.

In the chart, the section entitled ‘Notes’ contains information about the countries or regions in which
the material was developed or fieldtested. This section also contains information about the common-
alities between or links to other member agencies’ materials. We include this information because
there is already a significant amount of sharing and building on ideas and approaches between agen-
cies.

Gaining access to materials:

1. One of the criteria for inclusion in this directory was that the material would be accessible to those
who wrote to the publisher or distributor for it. Please note, however, that not all of the materials take
the form of printed, published books. The form in which they are available is indicated on the first
page of the entry in the section designated ‘Format.” Some are photocopied sheets stapled together,
others are photocopied sheets in a report binder with a vinyl cover. Agencies have indicated that they
would be willing to fulfill requests and copy materials that are not published books.

2. We have tried to gather as much information about prices of materials as possible. Where we were
unable to gather the information, we have suggested that you contact the distributor for exact price
information.

3. Please note, also, that the publisher is not always the distributor, and that some of the materials can
be acquired from more than one source. Check the area designated ‘Available from’ for addresses
and telephone/fax numbers of distributors.

Keeping current on the availability of
training resources for small enterprise develnpment:

We decided to publish this in loose-leaf binder form so that you can continue to add information about
available materials. We hope to be able to send updates periodically, and would like to know if you
would find this useful.

The final page of this directory contains a form for you to fill out and return t0 us. This form will func-
tion as a cover sheet for sending us any new publication that you develop for inclusion in inserts to this
directory. It also includes space for you to comment on the format and content of this book. Your feed-
ba.: will be much appreciated!
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Guide to symbols in 4-part box for each entry

Each quadrant in the four-part box contains images that represent different elements of the material.
Below is a guide to these images:

Upper left-hand box Upper right-hand box
The material is de-
signed for use with
1 G groups/individuals
’—E . with little or no
The material is self- 1 business experience
instructional or an opera- PRE ENTERPRIE FORMATION
tional manual
=] il |
The material is designed MICRO-ENTERPRBE SMALL SCALE BUSINESS
f i orksh :
oting | T The material is designed for The material is designed for
use with micro-enterprise  use with groups/individuals
groups or individuals engaged in small/medium-
sized enterprises
Lower left-hand box Lower right-hand box
The material is
’ ' ' ' é % in written form
’ The material is designed ' —V2 |
for use with women's
groups
The material is designed
for use with illiterate or ‘ —— m—d

for use on s computer
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AN OVERVIEW

Introduction:

This directory of training resources that member agencies of the Small Enterprise Education and
Promotion (SEEP) Network have devcloped and use in their programs has several objectives:

1. To encourage sharing of training materials and training approaches beiween organi-
zations involved in similar endeavors;

2. To reduce duplication of effort and the amount of time that agencies spend in
searching for or creating training materials;

3. To provide, for all users of this directory, a sense of the gaps that currently exist in
types of training materials that member agencics are developing.

Below are some general comments about the strategies, approaches and trends in training for small en-
terprise development that emerge from a review of the training materials.

Collaboration with diversity:

Training project managers, extension staff, entrepreneurs and fledgling entrepreneurs working in  Third
World small enterprise development and credit programs is a challenge faced by all of those who con-
tributed material to this directory. The picture tiiat emerges from reviewing the training materials is that
diverse approaches and strategies are being employed to respond to the challenge. At the same time,
there is'a significant amount of replication and adaptation, with models being created and modified, and
knowledge being shared and expanded.

Thirty-four materials were reviewed for this directory. The two major rubrics under which we consid-
ered all but 3 of the materials were credit management and business management. The chart on the fol-
lowing page illustrates the distribution of some of the areas of emphasis in the materials.



Business management Credit management

No. of materials No. of materials

Designed for workshop setting 10 7
Designed as operational or self-instructional 7 7
Oriented toward women and/or illiterate groups S 5
Geared toward:

Pre-entrepreneurs 5 4

Micro-entrepreneurs 9 9

Small or medium-sized business 7 3
Geared toward:

Individuals 5 4

Groups 11 11

As one can discem, there is a fairly even breakdown between those manuals that are oriented toward
workshop settings or group training and those that are oriented toward self-instruction or use as an oper-
ational manual. Likewise, there are similarities between the numbers in both categories that cater to the
needs of women and illiterate or newly literate groups (these tended to occur in tandem). Readers inter-
ested in materials for the micro-enterprise level will find 18 of these, evenly divided between categories
of business and credit management, 10 materials for small and mid-sized business levels (of which only
3 are in the credit section), and 9 for pre-entrepreneurs, Finally, there is a definite concentration on de-
signing training and programs to reach groups. While these may not always be collective enterprises,
there is an emphasis on formation of solidarity groups or other kinds of associations that provide a com-
munity of support as well as, in the case of credii extension, pressure.

The review demonstrated that a fair amount of sharing of approaches and models seems to be taking place.

* Over half of the manuals on credit extension describe group-oriented, community-
based approaches, relying either on the community/village banking model or the
solidarity group model.

* OEF International’s methodology, emphasizing participatory methods which build

_ self-confidence, decision-making and basic business skills, is adapted in Save the
Children’s material on savings groups and CARE utilizes a marketing board game
in its Asian SEAD Workshop: Facilitator's Manual similar to the one presented in
OEF's marketing handbook.

* Basic steps in organizing participatory workshops for entrepreneurs and trainers of
entrepreneurs — facilitator preparation, development of a training agenda, wamm-up
activities, developing questions to stimulate discussion — are described in materials
by CARE, the Trickle-Up Program, OEF International, Save the Children, Freedom
from Hunger, Pan American Development Foundation (PADF), and World
Education in this directory. In some, a concise background to the theory of non-for-
mal education approaches is also provided.



* ACCION's methodology, described in An Operational Guide for Micro-enterpri:-
Projects, is adapted in MEDA’a Small Business Development Program Operation
Manual, '

* ATI's Manual for Commercial Analysis of Small-Scale Projects becomes the basis
for the computer applications developed in CARE's Computer Analysis of Small-
Scale Production Projects. The approach of the ATI manual is available, as well, in
the videotape, Loan Appraisal Techniques, featuring the author of the manual,
Henry Jackelen, discussing many of the techniques and principles from the book.

* Finally, at least 11 of the manuals contain guides to undertaking standard financial
analysis — cash flow, break-even, profit/loss statements, balance sheets, sensitivity
analysis — utilizing “fill-in-the-blank” forms, examples from hypothetical rural and
urban businesses, and a variety of formulae and approaches.

Training methodologies:

There is a noticeable trend toward employing participatory and experiential methodologies in the mate-
rials designed for workshop settings. A wide range of techniques (case studies, board games, site visits,
role plays, poster stories, sociodramas, and simulations) are employed and described to build skills in
problem-solving, goal setting, group management, performing needs assessments and raising awareness
about business management issues such as marketing and profitability. An occasional ‘lecturette’ ap-
pears in some materials, but generally within a participatory framework.

However, when financial record-keeping, financial management and/or financial analysis is introduced
— particularly when these are geared toward advanced micro-entrepreneurs or small to medium-sized
businesses — the methodology employed tends to be more traditional. The manuals that deal with these
topics are, for the most part, self-instructional or operational, and the training material concentrates on
taking the user through a standard step-by-step process. These are occasionally supplemented by case
studies or examples, but rarely are they accompanied by any participatory or experiential activities.

What comes next? - Ideas for additional training inform:ation:

The 34 materials contained and reviewed in this directory represent only a fraction of the training mate-
rials available for small enterprise development work, yet their coverage of topics is broad.

The areas which received little attention in the training materials submitted for this directory include the
following:

There was little documented about how to do a training needs analysis by gathering
information from the community or potential participants, even in the ma:=rials orient-
ed toward training of trainers. Somie manuals contain brief descriptions of the process
that the technical assistance organization used to determine that a certain training
modality was required. But there were few participatory, action-oriented training ses-
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sions or even step-by-step instructions for creating training approaches and content to
match client-identified needs.

In spite of the attention given in reperts and studies of SED and credit programs to
the issue of cost recovery as it relates to training, there was little available that de-
scribed a step-by-step approach to incorporating cost-recovery strategies. More prac-
tical information about "how-to-do" this, from agencies that have lcarned lessons
about cost recovery, would be very valuable.

Virtually no manuals were received, in response to SEEP’s request, that dealt with
forming businesses around and commercialization of specific industries (i.e., palm oil
processing businesses, bakeries, etc.). The closest example of an industry-specific
manual would be Manuel de Formation des Paysans (CARE) which describes a train-
ing workshop for farmers in Togo. The failure to receive materials of this type may
have been due, in part, to the fact that industry-specific manuals tend more to be de-
veloped “‘on-the-spot,” in local languages and in response to specific technical capa-
bilities and markets.

There seemed to be a lack of training oriented toward values clarification, with the cx-
ception of those materials that were designed for women’s groups. This is noteworthy,
in particular, in light of the roles that extension agents sometimes acquire in the pro-
cess of credit extension. The importance of understanding values and how these affect
one’s perceptions of people’s abilities and needs would seem an appropriate skill for
an individual charged with making the kinds of decisions that promoters and exten-
sion agents need to make in loan programs.

Finally, while the materials, considered as a whole, represent a significant advancement
in recognizing and expanding the roles of women in business and credit programs, sev-
eral persist in adopting a tone or utilizing language that effectively excludes women.
One manual states, at its outset, that it acknowledges women's participation, but will
use all male pronouns. In several others, women fail to appear in any of the cxamples or
case studies, or in any of the references to extension workers or clients. Whether this is
a result of language choice (i.c., are these agencies including women in their programs,
and simply failing to include them in their manuals?), or whether it reveals a continuing
inability to design programs that are inclusive is difficult to ascertain.

Prospects for the future:

Approaches to small enterprise development and credit extension will continue to evolve, as will the
training materials that reflect the types of activities being implemented. It is our hope that this directory
provides some sense of the ‘state of the art,’ at least amongst member agencies, and that it will con-
tribute to continued exchange and sharing of training materials and approaches amongst organizations
involved in small enterprise development.

vii



TRAINING RESOURCES FOR
BUSINESS MANAGEMENT

introduction

The training materials in this section represent a variety of approaches and frameworks for building
skills and capabilities in financial analysis and financial management, marketing and feasibility studies,
business planning. project management, and monitoring and evaluation. They offer, as well, methodolo-
gies and materials suited tc a diverse client group, ranging from collective enterprises composed of pri-

marily illiteratc or newly literate community members with no business experience to individual small

or medium-sized mai;..facturing businesses run by experienced entrepreneurs.

Developing skills in analysis and problem-solving is a theme that runs throughout the manuals in this
section. Methodologies for building these skills in relation to financial management and forecasting are
described, as are methodologies for employing these skills to improve group dynamics and service de-
livery. The methodologies employed range from those that are participatory and experiential to step-by-
step instructions for collecting and analyzing data. There is a mix in the manuals of those that are de-
signed for use as operational or self-instructional materials, and those that provide information in a
workshop context.

While this section concentrates on business management, several of the manuals also include sections
that deal with the need for and delivery of loans. The manuals produced by CARE, PADF, ACCION,
and MEDA all include sections pertinent to credit delivery. They are included in this section because
they also contain a significant amount of information about other business management issues. They
represent the tendency, docuraented in various reports and studies of small enterprise development train-
ing, to mix credit with other forms of financial and non-financial technical assistance.

Business Management A-1




APARTANDO

L AS OVE J AS DE Author: Asociacion Nacional de Industriales de Honduras
LOS CABROS: Available from: .

UN MANUAL 7;:9*‘;“;3::: E;V;elopmem Foundation

PARA ANALIZAR Washington, D.C. 20006 USA

SUS ESTADOS Telephone: 202-458-3969  Fax: 202-458-6316
FINANCIEROS Contact person: Lewis Townsend

Number of pages: 145pp.  Publication date: 1986
Languages: Spanish

Published by:
Pan Amenican Development Price: US$8.70
Foundation (PADF)

Format: Spiral-bound book

Description

Written as a guide or reference manual for owners of small businesses, the first two sections of this
book describe how to read and create balance sheets and profit and loss statements. Detailed explana-
tions and formulae, demonstrating why these are important and how to they can be used for financial
analysis, are also provided.

A section on sources of financing for businesses follows, which delineates the advantages and disadvan-
tages of securing credit from banks, suppliers, existing creditors, and individuals. This section discusses
the way in which an analysis of one’s financial statements can reveal hidden assets that can be used as
working capital in lieu of borrowing.

Finally, the format for, elements and analysis of a projected and actual monthly income/expense budget
are presented.

Methodology

The manual is self-instructional. In addition to step-by-step instructions, the concept of creating and an-
alyzing financial statements is conveyed through use of the example of a shoe manufacturer. The exam-
ple runs throughout the text and is used whenever a new concept is introduced. Examples of other busi-
nesses are also used in the presentation of various analytical tools.
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To test understanding, the authors created a detailed financial ‘snap-
shot’ of two enterprises — the shoe manufacturer and a manufactur-
er of building materials — from which readers must extract infor-
mation and respond to questions about the financial situation of the

two examples.

Adaptability

The formats presented in the text are standard for financial state-

ments and income/expense budgets. While these can be used for any
size business, the work required to create these statements on a monthly basis, and the type of analysis
suggested, would be most appropriate for small or medium scale businesses.

Standard financial terminology is utilized, but requires some prior knowledge of business and account-

ing. Definitions of many terms are provided in the text, but there is no glossary.

FOR: CHARTS AND FORMS:

& Client training

@ Staff training O Loan applications O Training needs O Break-even analysis

O Loan agreeme:its assessmonts 0O Cash-flow analysis

TO: 0O Communtity surveys O Training course B Balance sheuts

O Raise awareness of O Feasibility stucivs evaluations B Profitioss
business skills @ Performance analysis O Training plans statements

O Support group
formation INFORMATIONON:  TRAINING TOOLS:

@ Develop financial
management skills 8 Financial O Line drawings O Poster stories

O Encourage business management D Charts and graphs O Board games
expansion O Business planning B ‘Fill-inthe-blank’ B Case studies

O Train trainers C) Marketing forms O Bibliography

@ Strengthen project @ General small O Hand-outs
management business skills

O Design and manage
crodhprograms BN

BY: Based on experience in: Latin America

O Trainers

@ Fieid staff

@ Client groups
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BOOKKEEPING

MANUAL Author: Technoserve, Inc.

Available from:

Technoserve, Inc.

49 Day Street

Norwalk, Connecticut 06854 USA

Telephone: 203-852-0377 Fax: 203-838-6717
Countact person: Peter Reiling

Number of pages: 63pp Publication date: 1990
Languages: English

Published by: Price: US$11.00
Tecnmsafve, inc.

Forreat: Photocopied pages (copy quality is difficult to read
on sonic pages)

Description

The emphasis, in this manual, is on the technical aspects of Lookkeeping, rather than on accounting theory.

The first chapter of the book contains illustrations and explanations of documents that support the book-
keeping system and which provide evidence of transactions. Documents provided include: Purchase
order, delivery note, invoice, payment vouchers, credit note, debit note, statement of account, goods re-
ceived note, petty cash voucher, ard receipt for goods/services supplied. The following chapter explains
the purpose of a schedule of accounts and provides a sample.

Chapter 3 provides details related to the maintenance of books of accounts, including cash books, day
books (for purchases and sales), joumals, general ledger and subsidiary ledgers. Within this chapter is
also a discussion of such issues as depreciation, payroll, and credit sales and purchases. A short section
describes the process for arriving at a trial balance.

The creation of a balance sheet and profit and loss 2account is discussed, demonstrating how these are
derived from the general ledger. Following is an illustration of how a cash-flow statement is construct-
ed, using the cash books. The final chapter discusses records needed for an audit, including stock sum-
maries, fixed assets registers and schedules and depreciation.

One appendix contains flow charts, showing how different records and transaction documerits flow into
the filing system. The final appendix is a glossary of bookkeeping terminology.

A4 Business Managemei:t



Methodology

This is a self-instructional, operational manual, with step-by-step in-
structions and explanations of various concepts. The many charts
and sample forms provide the reader with a clear sense of the ele-
ments of the bookkeeping system (these are filled-in samples, rather

than blank forms for the reader’s use).

The case examples use éxperiences from a women’s group enter-

prise.

The instructions are precise and easy to understand. However, with-

out more explanation regarding the timing, personnel and ‘special situations’ that may arise, it would be
difficult for an individual with no bookkeeping experience — or minimal experience — to undertake all
of the tasks described. For instance, it is doubtful that a user could arrive at a trial balance simply using

the instructions in the manual without receiving some outside assistance.

Adaptability

As the authors point out in the introduction, adaptations that conform to specific businesses and
accounting principles will have to be incorporated. More than likely, a professional bookkeeper or
accountant will be needed to make these revisions.

FOR: CHARTS AND FORMS:
B Client training ) .
O Staff training O Loan applications (] Training needs O Break-even analysis
O Loan agreements assessments B Cash-flow analysis
TO: O Community surveys ([ Training course O Balance sheats
O Raise awareness of O Feasibility studies evaluations O Profiticss
bu:siness skilis O Performance analysis (0 Training pisns statements
O Support group
form:ation INFORMATIONON:  TRAINING TOOLS:
@ Deve'op financial
management skills ® Financial OJ Line drawings O Poster stories
O Encourage business munagement @ Charts and graphs T Board games
expansion O Business planning O ‘Filkin-the-blank’ ] Case studies
O Train trainers 0O Marketing O Bibliography
O Strengthen project O General smail O Hand-outs
management business skilis
O Design and manage
credit programs _
BY:
O Trainers
O Field staff
@ Client groups
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COMPUTER

ANALYSIS OF Author: Hugh Allen

SMALL-SCALE :Xglll":;::av 'Sne:w'ces

PRODUCTION PACT Med'a Scrvice

PROJECTS New ‘}:'l)rk ,, N::ro;;rk a1205:)17 USA

(F ORMAT P RO) Telepl.civ:: 212-697-6222  Fax: 212-692-9748

Cuitact person: Robert Sutherland
Number of pages: 111pp.  Publication date: 1989
Languages: English

Published by: Price: US$18.00
CARE, Inc.

Format: Spiral-bound manual
Option of accompanying 3.5" or 5.25" diskette

Description

The computer diskette that is the essential part of this kit has been formatted to permit users to enter
their own data and perform a financial analysis on the feasiblility of their production enterprises. It is
not useful for retail or service enterprises.

The computerized formats on the diskette that comes ‘with the manual are to be used with Lotus 123
(release 2.01 or later). A basic familiarity with Lotus is vital if the user is to make effective use of this

program.

The formats can be used for 3 purposes. One format is designed t help analyze the profitability of an
enterprise which produces a single item for sale. Another format is of use for small income-generating
activities, which usually have one item for sale and where all of the profits are usually consumed as in-
come by the business owner. The third format is designed to help analyze the profitability in manufac-
turing a single product in an enterprise which is producing many different items for sale.

The manual provides step-by-step instructions on using the computer formats. It also contains defini-
tions of key financial terms (fixed assets, variable costs, etc.). Definitions of hinancial concepts which
must be entered onto the computer program can also be called up on the screen. By going through the
steps of the program and entering data, the user arrives at calculations for fixed asset values and start-up
costs, annual depreciation costs, total annual fixed costs, variable costs per production cycle and per
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unit, capital requirements for selected product, product selling price,
sensitivity analysis, net profit, simple rate of retum and payback pe-
riod. There is also a provision for calculating cash flow, internal

rates of retum and loan repayment schedules.

Methodology

As stated above, the use of the diskette relies both on the user’s ex-
perience with computers, with Lotus 123 and with financial man-
agement. Without experience in all of these, it would be difficult to

make use of this material.

With experience, th: manual and diskette can be used for self-instruction, or can be used in a workshop
setting where participants are leaming financial concepts for small business management on computer.

Adaptability

This is a fairly straightforward application, without much room for adaptation.

FOR:
B Client training
@ Sta#! iraining

TO: ‘

O Raise awareness of
business skilis

O Suppont group
formation

@ Develop financial
management skills

@ Encourage business
expansisn

O Train truiners

@ Strengthen project
management

O Design and manage
credit programs

ay:

@ Trainers

B Field staff

( Client groups

M

CHARTS AND FORMS:

O Loan applicatio®.

O Loan agreements

O Communtty surveys
O Feasibility studies

O Performance analysis

INFORMATION ON:

@ Financial
management

@ Business planning

O Marketing

O General small
business skilis

O Training needs
assessments
O Training course
evaluations
O Training plans

TRAINING TOOLS:

O Line drawings

B Charts and graphs

B ‘Fill-in-the-blank'’
forms

O Hand-outs

O Break-even analysis

@ Cash-flow analysis

O Balance sheets

@ Profitioss
statements

O Poster stories
O Board games
O Case studies
O Bibliography

IEOSOE

18).

Adaptations: The computer applications in this kit are based on ATI's
Manual for Commercial Analysis of Smal Scale Projects (see page B-
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Author: Suzanne Kindervatter (Ed.)
DOING A 1able fro
Available from:
FEASIBILITY OEF International PACT Media Services
STUDY: 1815 H Street, NW, 777 United Nations Plaza
TRAINING 11th Floor New York, New York 10017
Washington, D.C. 20006 USA
ACTIVITIES FOR USA Telephone: 212-697-6222
STARTING OR Telephone: 202-466-3430  Fax: 212-692-9748
REVIEWING A Fax: 202-775-0596
SMALL Contact person: Nena Terrell (OEF)
BU SINE S S Roben Sutherland (OEF)
Number of pages: 170pp. Publication date: 1987
Published by: Languages: English, Spanish and French
OEF International
Price: English - US$16.00; Spanish and French - US$17.00
(See page D-S for shipping charges)

Format: Bound book

Description

Part of OEF's Appropriate Business Skills for Third World Women series, this manual provides 27
training activities that can be used to teach workshop participants the steps of a feasibility study, and
then offers instructions and forms that the group can follow to put their leaming into practice by actual-
ly undertaking the study.

In the introduction, useful ideas for organizing a workshop around the tcpic of doing a feasibility study are
provided. These includc: Sample schedules, depending upon the time available to participants; hints for fa-
cilitation techniques; warm-up and closing activities. The first major section of the book, the steps of a feasi-
bility study, includes six steps: Choosing the product or service to sell; Finding out if a market exists;
Determining how the business will operate; Calculating business expenses; Estimating sales income;
Deciding whether to proceed with the business. Techniques used to convey information about these points
are diverse and highly participatory, involving a great deal of group discussion, anecdotes, structured activi-
ties, field visits and other interactive methods. The second major section involves the group in actually un-
dertaking the feasibility study. Instructions and advice for the manner in which facilitators can help groups to
plan a schedule for the collection of information, assess information and calculate financial needs are provid-
ed. The final activity is a brief meeting to discuss next steps for actua!'y starting a business.

Methodology

The manual is based on the concept that people ‘lcam by Jdoing.” As such, each leaming objective is
achieved through a training activity that involves participants in analyzing, discussing and coming to
conclusions about a business skill or issue.
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Detai.ed instiuctions and advice for the facilitator are provided.
Each description of a training session includes the purpose, time, ra-
tionale, steps and preparation needed for the activity. When needed,
notes to the facilitator supplement instructions.There is a strong em-
phasis on group work for leaming, but the training is applicable to
both group and individual micro-enterprises.

Instructions to the different sessions encourage use of the
community in a variety of ways. In one activity, a community busi-
ness person, with experience in the type of business being consid-
ered by the group, is invited to answer questions. In another activity,
participants visit community businesses, taking photographs of
products with a Polaroid.

Adaptability

Ul bt

MICRO-ENTERPRISE

88

Notes and ideas on adapting the training plan and activities to different groups are provided throughout

the book.

While the manual is written to be used with women's groups, the concepts and methodologies are appli-
cable to any group in the first stages of micro-enterprise deveiopment. The material can also be adapted
so that groups already involved in a business endeavor can use the activities to re-evaluate their product
or service choices. Activities are designed to be used with groups who cannot read, groups who can read
but cannot write, or groups who can read and write. Notes to the facilitator in various activities offer
ideas on what might be done to make the session more useful for literate or non-literate groups.

W

: - CHARTS AND FORMS:
@ Client training . )
O Staff training O Loan applications O Training needs O Break-even analysis
O Loan agreements assessments B Cash-flow analysis
TO: O Community surveys O Training course O Balance sheets
W Raise awareness of B Feasibility studies evaluations O Profit/loss
business skills O Performance analysis B Training plans statements
& Support group
formation . .
O Develop finandial INFORMATION ON: TRAINING TOOLS:
management skills O Financial O Line drawings & Poster stories
B Encourage business management O Charis and graphs  J Board games
expansion @ Business planning @ ‘Fill-in-the-blank’ O Case studies
@ Train trainers I Marketing & feasibility  forms O Bibliography
O Strengthen project O General small B Hand-outs
management business skills
O Design and manage
credh programs m
ay: Based on experience in: Costa Rica, Honduras, Peru, Senegal and
B Trainers Somalia
O Field staf!
O Client groups

Business Management
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FACILITATOR'S

GUIDE: FIRST Author: CARE

AFRICAN SMALL é““""’ from:

ECONOMIC 660 Fimt v

ACTIVITY New York, NY 10016 USA
VDVEOVREPL-SO:CB)APENT Telephone: 212-686-3110 Fax: 212-696-4005

Contact person: Alexa Berghager
Number of pages: 368pp. Fublication date: 1988

Languages: English
Published by: Price: US$15.00
CARE, Inc.
Format: Spiral-bound book

Description

An in-depth guide to running a 9-day workshop, comprised of 45 sessions related to providing technical
assistance to small enterprise development projects, is included in this marual. The workshop is de-
signed to train managers of small enterprise development assistance programs.

Topics covered include: An overview of small enterprise development; purposes and procedures for under-
taking a situation analysis, feasibility analysis, and financial analysis; marketing and sales; credit programs
and issues; technology choice; management training; and extension services and delivery systems.

One of the appendices is a reprint of a training handbook, “Planning Income Generating Projects,” pro-
duced by Voluntary Organizations in Community Enterprise (VOICE), Zimbabwe. It includes a step-by-
step guide to marketing, production, financial and management analysis, as well as feasibility study
guidelines and 14 small group activities.

Methodology

The manual contains detailed instructions to coordinators and a wide range of hand-outs, readings, ques-
tionnaires, forms and other background information. The purpose of the activity, materials needed, sug-
gested questions and learning objectives, ideas on the content of presentations and time needed are pro-
vided for each session. The information is so detailed that the manual is a useful guide for individuals or
groups who have little experience in preparing and coordinating workshops.
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From the carly sessions, a form is provided for each participant to
work on a personal action plan throughout the workshop, which will
help the participant apply lessons leamed to their own situation, as
well as suggesting in which areas the participant needs additional

follow-up training and information.

The manual concentrates on highlighting issues and needs of small
enterprise development projects, rather than providing detailed in-
structions for acquiring specific business or financial management

skills.

Adaptability

The majority of case material utilized is based on experience in African countries, so users in other re-
gions may want to incorporate their own case materials. However, the rest of the information is generic
and can easily be plugged into SED training programs.

Many of the activities involve participants in presenting and analyzing their own experiences. These can
casily be used witl. training projects in different regions, and for participants with varying levels of edu-
cation and experience. However, the readings and forms included in the manual require good reading

and comprehension ability.

FOR:
O Client training
@ Staff training

TO:

@ Raise awareness of
business skills

O Support group
formation:

O Develop financial
management skills

O Encourage business
expansion

O Train trainers

@ Strengthen project
management

O Design and manage
credit programs

BY:

@ Trainers
O Field staft

O Client groups

CHARTS AND FORMS:

@ Loan applications

O Loan agreements

B Community surveys
B Feasibility studies

O Performance analysis

@ Financial
management

O Business planning

@ Marketing

@ General small
business skilis

O Training needs
assessments
O Training course
evaluations
@ Training plans

INFORMATIONON:  TRAINING TOOLS:

O Line drawings

B Charts and graphs

@ 'Fil-in-the-blank’
forms

B Hand-outs

O Break-even analysis

O Cash-flow analysis

O Balance sheets

O Profitioss
statements

O Poster stories
0O Board games
B Case studies

@ Bibliography

I

Based on experience in:

The workshop upon which this book is based is the precursor to CARE's
Asian regional workshop and Small Economic Activily Development
(SEAD) Workshop: Faciltator's Manual, 1989 (see page A-30).

Africa

Business Management
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Author: Developed by Kevin Kane and the staff of Tototo

FAIDIKAL!: Home Industries. Edited by Candace Nelson and Martin
BUSINESS TRAINING Walsh
FOR WOMEN'S
GROUPS THE TOTOTO Available from:
WAY World Education
210 Lincoln Street

Boston, Massachusetts 02111 USA
Telephone: 617-482-9485 Fax: 617-482-0617
Contact person: Candace Nelson

Number of pages: 80pp. (approx.)
Publication date: 1990

Published by: Languages: English
World Education, Inc.

Price: Contact World Education for price information

Format: Bound book

Description

The Swahili title of this training manual, FAIDIKA! means “Make A Profit!” The 14 training sessions
described in this publication are, for the most part, designed to raise awareness of women's groups
about financial concepts and the factors to take into account if their business efforts are to be profitable.

The book begins by describing how the methodology has grown out of the work of Tototo Home
Industries and World Education. The methodology is based on a training program designed to translate
women's existing knowledge of household enterprises into basic management practices of running suc-
cessful group businesses. It is also based on non-formal education approaches, used primarily in a rural
setting.

The training sessions that follow the introduction cover the following topics: Initial considerations in se-
lecting a business activity; The concept of profit and loss; The concept of cash control; Analysis of the
internal and extemal business environment; Marketing; Feasibility analysis; Basic concepts of book-
keeping; Using symbols/colors for financial record-keeping; Reducing costs; Wages; Dividends; and
Business planning.

Methodology

FAIDIKA! is designed for trainers or extension workers to use in their work with women’s micro-enter-
prise groups, although it can also be used to train trainers. The manual provides the facilitator with step-
by-step directions for each session. An introductory paragraph explains the concepts and the purpose of
each session. Matcrials needed and the amount of time necessary for undertaking each activity are also
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indicated. Finally, each activity includes suggested questions that
the facilitator might pose to check participants’ understanding and

stimulate discussion.

Each session employs participatory training techniques, focused on
collective problem solving and decision-making, to raise issues and
convey concepts. During the first session, participants imagine a
business activity in which they might engage and then evaluate their
choices based on a variety of criteria provided in subsequent sessions.

Adaptabillity

/.

:

MICRO-ENTERPRISE

B8

While written for work with women'’s groups, and developed from the method that Tototo Home
Industries used with its groups on the Kexyan coast, the techniques and content of the manual are adapt-
able to a variety of situations.

At least 4 of the 14 activities incorporate ideas and techniques for working with non-literate or newly
literate group members, three of which deal with color coding money and financial symbols to create
usable financial statements for illiterate groups. However, the remaining activities include hand-outs cr
other information that would require reading ability if the steps are followed without modification.

A significant pant of the content of training sessions grew out of a study that concluded that women’s
groups run their businesses like household enterprises and that demands of family members adversely
affect women's abilities to invest necessary time and energy. In situations where this is not a factor,
some of the training sessions may stress points that are not relevant to your specific group.

FOR: CHARTS AND FORMS:
@ Client training .
O Staff training O Loan applications O Training needs O Break-even analysis
0 Loan agreements assessments O Cash-flow analysis
TO: 0O Community surveys (3 Training course OO Balance sheets
@ Raise awareness of O Feasibility studies evaluations O Profitloss
business skills O Performance analysis OJ Training plans statements
8 Support group
formation INFORMATIONON:  TRAINING TOOLS:
B Develop financial
management skills @ Financial B Line drawings B Poster stories
O Encourage business management W Charts and graphs O Board games
expansion @ Business planning @ ‘Fill-in-the-blank’ @ Case studies
@ Train trainers @ Marketing forms O Bibliography
@ Strengthen project @ General small B Hand-outs
management business skills
O Design and manage ey
credit programs
BY: Based on experience in: Kenya
@ Trainers
W Field staff
O Client groups
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HERRAMIENTAS
DE ANALISIS FI- N o o
N ANC'ERO PARA Author: Asociacion Grupos Solidarios de Cuitmbia
ASESCRES DE Availabi: from:
e | B

o Cambridge, MA 0239 USA
SEEBOSSVSFOA%A'-'- Telephone: 617-492-4930 Fax: 617-876-9509
EMPRESAS Contact person: Elizabeth Rosenberg
INDIVIDUALES: Number of pages: 60pp.  Publication date: 1989
MANUAL Languages: Spanish
Grupos Solidaros s Goompia [ Friet: USS1000

WACC’ONT a’gf'f&fﬁg‘c’ Format: Photocopied pages in 3-ring report with vinyl cover.

Description

This manual was designed to help fieldworkers to use financial data in order to analyze the viability of
and types of services needed by the businesses of individual informal sector entrepreneurs.

After introducing some fundamental financial concepts related to production upon which a business is
based (i.e., the relationship of fixed to variable costs, and the relationship of sales and expenses to prof-
its), the manual introduces financial tools — Balance Sheets and Statements of Revenue and Expenses.
It explains how to create these, with detailed notes on each element in the statement. Sections on using
these tools for analysis follow. Analysis of the balance sheet concentrates on a consideration of liquidity
and solvency. Analysis of the statement of revenue and expenses concentrates on a consideration of
profitability and retum on investment. For each, a series of equations are provided, as well as a sugges-
tion of standards that can be established for determining whether the ratios derived are indicators of a
viable business.

Instructions for undertaking an analysis of cash flow are given, followed by guidelines for using the
cash flow statement to determine whether, when, and how much credit should be secured.

Methodology

The balance sheet, statement of revenue and expenses and cash flow statement of 8 manufacturer of sheets
and pillows is used throughout the book to demonstrate how to complete each of the financial tools.
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The manual is self-instructional, using a step-by-step method. [
Definitions of many terms and concepts are provided, although
there is no glossary. There is an assumption that the reader has some

familiarity with financial ierms and concepts.

Adaptability

Each of the three major sections — balance sheet, statement of rev-
enues and expenses and cash flow — can be used independently.

MCAO-ENTERPRISE

EJE]

However, it would take significant work to transform the informa-
tion for use by inexperienced clients with little formal training.

The blank formats for balance sheets, statement of revenue and expenses and cash flow could be used in
workshops, and group cr individual on-site training to assist clients or fieldworkers in grasping these

concepts.

FOR: CHARTS AND FORMS:
3 Client training . . .
@ Staff training O Loan applications [ Training needs O Break-even analysis
O Loan agreements assessments @ Cash-flow analysis
TO: O Community surveys ([ Training course @ Balance sheets
0 Raise awareness of O Feasibility studies evaluations @ Profitloss
business skills O Performance analysis O Training plans statements
O Support group
formation INFORMATIONON:  TRAINING TOOLS:
8 Develop financial
management skills @ Financial O Line drawings O Poster stories
O Encourage business management [ Charts and graphs  [J Board games
expansion O Business planning B ‘Filk-in-the-blank'’ 1 Case studies
@ Train trainers O Marketing forms B Bibliography
O Strengthen project O General small O Hand-outs
management business skills
O Design and manage h
credit programs
8y: Based on experience in: Colombia
O Trainers
8 Field staff
0O Client groups
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MANUEL DE
FORMATION DE S Author: Peter Nerone

PAYS ANS Available from:
CARE, Inc.

660 First Avenue
New York, New York 10016 USA

Telephone: 212-686-3110 Fax: 212-696-4005
Contact person: Alexa Berghager

Number of pages: 121pp. Public:.ation date: 1987
Price: Contact CARE for exact price information.

Languages: French

Published by:
CARE, Inc.

Format: Photocopied pages

Description

This manual is written for extension agents that work with farmers on planning and management of a
farm of less than 10 acres. It describes 19 training sessions, based on participatory and experiential tech-
niques, that can be used to strengthen group formation, educate participants about various agricultural
techniques, and provoke discussion about profitability and marketing issues.

The introductory sections of the manual provide background to the training philosophy and practices
that will be employed. It discusses the 6 steps that participants experience in working toward a change
or improvement in working practices: Sensitization; Interest; Desire; Experimentation; Satisfaction;
Adoption. In this section, the various roles played and skills needed by the extension agents are also
presented.

The training sessions that follow cover the following topics: Planning the agricultural strategy; Group
formation; Planting techniques; Use of fertilizer; Reconstituting soil; Crop rotation; Use of preventive
and maintenance techniques; Profitability of fields and farms; Better storage techniques: Group market-
ing; Placing an economic value on work time; Calculating the role and value of family labor; Assessing
the cash flow of the farm; Reflection on and revision of the agricultural strategy.

Methodology

A participatory methdology, oriented toward group work, is employed. Training sessions described in
the manual are designed for no less than 5 and no more than 15 participants. Each session builds on
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leamning from the previous activities, s the exercises are best used
consecutively. The description of cach session includes its goal, du-
ration, objectives, methodology, materials nceded and specific steps
to be undertaken. Some sessions contain specific notes to the facili-
tator and lists of questions that the facilitator could pose to stimulate

discussion.

There are several blank forms and charts. However, these would
need to be re-typed since the copy quality is poor. There are no il-

lustrations or hand-outs.

Adaptability

;

PR OITEAPARE F ORUATON

The crops and currencies used in the ook are specific 10 Togo; however, these could be changed to suit
the realities of other rural farming areas if needed.

The participatory approach used is adaptable to a wide range of situations. The first section, describing
the philosophy and objectives of the approach, would be useful for general training of extension work-
ers in employmen: of participatory, experiential methodologies.

FOR: CHARTS AND FORMS:

@ Client training .

O Staff training O Loan applications [ Training neads O Break-even analysis

O Loan agreements assessments @ Cash-fiow analysis

TO: 0O Community surveys [ Training course O Balance sheets

@ Raise awareness of O Feasibility studies evaluations O Profitioss
business skills O Performance analysis @ Training plans statements

@ Support group
formation INFORMATIONON:  TRAINING TOOLS:

B Develop financial
management skilis B Financial O Line drawings O Poster stories

O Encourage business management O Charts and graphs L] Board games
expansion @ Business planning @ ‘Fill-inthe-blank'’ O Case studies

O Train trainers @ Marketing forms O Bibliography

O Strengthen project ® General small O Hand-outs
management business skills

O Design and manage
credit programe _

8y: Based on experience in: Togo

@ Trainers

O Field statf

O Client groups
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Author: Suzanne Kindervatter with Maggie Range
Available from:

MARKETING OEF International PACT Media Services
STRATEGY: 1815 H Street, NW, 777 United Nations Plaza
TR A INING :xll:hf:,:.;n. 0.C. 20006 IJ;\.Z York, New York 10017
ACTIVITIES FOR USA Telephone: 212-697-6222
ENTRE- Telephone: 202-466-3430  Fax: 212-692-9748

Fax: 202-775-0596
PRENEURS

Contact person: Nena Terrell (OZF)

Robert Sutherland (PACT)

Number of pages: 9%6pp + game board
Publication date: 1986

Published by: Languages: English, Spanish and French
OEF Internatione!

Price: English - US$13.50; Spanish and French - US$15.50
(See page D-S for shipping charges)

Format: Bound book

Description

The 10 training activities in this manual enable micro-entrepreneurs to leam basic marketing concepts
and use them in their own busiresses. It is designed to use with micro-enterprise groups that are already
operating a business, and is part of OEF's series on Appropriate Business Skills for Third World ‘Women.

The marketing training begins with participants playing a game called The Marketing Mix, which uses a
board game to introduce marketing concepts. The focus of the game — and of the sessions that follow
-— is on understanding four components of marketing: price, product, distribution and promotion.

The sessions that follow involve participants in a variety of participatory activities to define and under-
stand effective marketing, visit community businesses, create promotional materials, practice problem
solving, explore ways of expanding or diversifying businesses, and develop a marketing plan.

The 10 training activities provided require approximately 18 hours to complete. The authors state that
the traiiiing is most effective if it is conducted over several consecutive days, but if this is impossible,
the sessions can be spread over a longer period.

Methodology

The manual utilizes a participatory methodology, and relies on participants’ experiences and perspec-
tives to solve problems presented and to enhance the training. There are no lectures;, nor are there back-
ground readings, although these can be added by the trainer to supplement information if desired.
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The manual functions best as a vehicle for raising awareness about
the importance of marketing tasks in an enterprise. For step-dy-step
skill training in, for instance, pricing, additional activities would
have to be developed.

A great deal of information is given to help facilitators prepare. A
comprehensive list of mateiials needed for the 10 excrcises, ideas
on scheduling and location, and tips for facilitators are all clearly
delineated. Also, interspersed throughout the iext, are notes on how
women from the countries in which OEF fieldtested the material re-

=
i

MICRO-ENTERPRISE
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L1

sponded.

For the most part, only simple materials are required: newsprint and markers. A few activities, such as
the “Marketing Game" require several hours of preparation.

The activities are designed so that they can be used with illiterate groups or literate participants.

Adaptability

The authors have included various suggestions related to ways of adapting the materials to different
groups and settings. Numbers of participants, level of education of participants, types of business :xpe-
rience are all flexible. The most important criteria is that participants have some business experience.
However, the authors suggest that, if you want to invite some new businesswomen, make sure to mix
them with more experienced participants in the small group work.

FOR: . CHARTS AND FORMS:

@ Client training . .

O Staf training O Loan applications [ Training needs O Break-even analysis

O Loan agreements assessments O Cash-flow analysis

TO: 0 Community surveys O Training course O Balance sheets

@ Raise awareness of O Feasibility studies evaluations O Profitloss
business skills O Performance analysis @ Training plans statemants

O Support group
formation . .

O Develop financial INFORMATION ON:  TRAINING TOOLS: '.
management skills O Financial W Line drawings O Poster stories

B Encourage business management O Chans and graphs B Board games
expansion O Business planning O ‘Fill-in-the-biank’ B Case studies

8 Train trainers B Marketing forms O Bibliography

O Strengthen project 0O General small @ Hand-outs
management business skilis

O Design and manage
credtprograme  REEIREE

By: Based on experience in: Sri Lanka, Latin America and Africa

@ Trainers

O Field staff

O Client groups

Business Management
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Editor: Shirley Buzzard and Elaine Edgcomb

MONITORING AND
EVALUATING Available from:;
SMALL BUSINESS [l 777 et Narons pias
PROJECTS: A New York, New York 10017 USA
STEP BY STEP Telephone: 212-697-6222  Fax: 212-692-9748
GUIDE FOR Contact
person: Robert Sutherliand

PRIVATE

Languages: Pages: Publication date:
DEVELOPMENT .
ORGANIZATIONS b e o8

Spanish 271pp 1989

Published by: French 293pp 1990
The Small Enterprise Education Price: US$16.00 (Eng); US$17.00 (Spanish); US$18.00
and P’°’"°a”:g gﬁf”: )A?;m (French) (See page D-5 for shipping charges)
Collaborating Together (PACT) Format: Bound book

Description

Written for field staff of NGOs, this manual is intendzd to assist technical assistance providers to estab-
lish a system to monitor the small enterprise projects that they assist.

An 8-step process for setting up a monitoring system is presented. The first 3 steps set the stage for es-
tablishing the system by presenting a series of guidelines, forms and questionnaires to help the reader
clarify staff and organizational resources available for the program, the type and extent of SED services
they offer or want to offer, to whom, and in what locations. This section also helps to clarify expected
res;ults, key decisions and decision-makers, and issues that might arise during the program.

Steps 4 and S provide a methodology for selecting economic and social indicators (i.e., changes in the
community or group) that will be monitored in the project. For each possible indicator, the manual con-
tains a concise definition and an example. It also describes the possible tools that can be employed to
assess each indicator, describing a range of ‘simple’ tools and ‘complex’ tools, so that the reader can
choose the level of complexity of the monitoring methodology. Step 6 uses the same process as the pre-
vicus two steps to help the reader select indicators and tools for monitoring the effectiveness of their or-
ganizations as technical assistance peoviders.

In Step 7, the user considers the personnel, costs and other inputs that will be necessary to carry out the
monitoring plan, and has an opportunity to revise the plan according to available resources. Finally, Step
8 guides the reader in thinking about how the data collected will be analyzed, how progress and success
will be measured, and how the information and knowledge gained will be presented and conveyed to
clients and staff.
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The manual contains a lengthy ‘tool kit' of 32 sample forms, work-
sheets and research methods, organized into economic, social, insti-
tutional and multiple use tools. Included in these tools are: Wealth
Index, Community Demand Analysis, Feasibility Studies,
Accounting for Non-literates, Balance Sheet, Break-Even Analysis,
Belcher Scale (for measuring quality of life), Critical Incident
Analysis, Time-Use Study, Institutional Development Worksheet,
Cost-Benefit Analysis, Net Benefits-to-Cost Ratio, Sample Loan

Forms, and Survey Questionnaire.

Methodology

This workbook is a comprehensive reference tool for individuals or teams of project planners involved
in monitoring small enterprise development projects. It is designed to be marked up, to pencil in your
own information and to use in conjunction with the actual planning process.

While the methodology for monitoring suggested here is adaptable to differently-sized enterprises, it is
designed primarily for work with group or family micro-enterprises or cooperative ventures involving
up to 20 - 30 people involved in small scale manufacturing and production.

Adaptabllity

The workbook is easily adaptable to a wide range of projects and technical assistance providers. While
suggesting steps, the authors have provided a wide range of choices in regard to specific methods and
tools employed, which enhance the flexibility and relevance of the manual.

w

FOR: = CHARTS AND FORMS:
O Client training . . .
@ Staff training O Loan applications O Training neads @ Break-even analysis
O Loan agre«ments assessments B Cash-flow analysis
T0: B Community surveys (3 Training course M Balance sheets
O Raise awarenaess of W Feasibility studies evaluations @ Profitloss
business skills B Performance analysis (J Training plans statements
O Support group
formation INFORMATIONON:  TRAINING TCOLS:
O Develop financial
management skills @ Financial O Line drawings & Poster stories
O Encourage business management B Charts and graphs T Board games
expansion O Business planning W 'Fill-in-the-blank’  TJ Case studies
pa h
QO Train trainers & Marketing forms O Bibliography
@ Strengthen project @ General small O Hand-outs
management business skills
O Design and manage
crockprograms AR
8Y: A guide to using the book in a workshop setting, entitied Monitoring
@ Trainers and Evalvating Small Business Projects: A Step by Step Guide -
@ Field staff Faciltator's Manual, is also available. (See page A-22 for more
O Clisnt groups information.)
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MONITCRING

AND EVALU- Author: Elaine Edgcomb

ATING SMALL Available from:
PACT Media Services

BUSINESS PRO- 777 United Nations Plaza

JECTS: A STEP New York, New York 10017 USA

BY STEP GUIDE - Telephone: 212-697-6222  Fax: 212-692-9748

!

FACILITATOR'S Contact person: Robert Sutherland

MANUAL
Number of pages: 73pp.  Publication date: 1988

Published by: . )
The Small Enterprise Languages: English
Eclucation and Promotion — ..
(SEEP) Network and Private Price: US$7.50 (See page D-5 for shipping
Agencies Collaborating information)
Together (PACT)

Format: Bound book

Description

This manual is designed for facilitators of a 2 1/2 day workshop to devzlop skills in planning internal
evaluation systems for small business projects. The workshop and manual are based on, and need to be
used with, Monitoring and Evaluating Small Business Projects: A Step by Step Guide (see page A-20).
Workshop participants would be staff of NGOs that implement projects in the Third World. The
trainer/facilitator who runs the workshop does not need to be an evaluation specialist, but would need
experience in evaulation and small enterprise development.

The workshop design was fieldtested with 35 mid-level managers and sector specialists from U.S.
PVOs and govemment agencies. It involves participants in a simulated experience, during which they
play roles of evaluation planners, meet with stakeholders to get an understanding of agency methods
and client businesses, and design a plan that staff can use to monitor their income generation program
on an ongoing basis.

Use of a case study is central to the workshop design. In this instance, the case of a hypothetical organi-
zation in Bangladesh is employed. PROMOTE has a staff of 43 and supports participatory development
among the landless and marginal landholders. In this case, PROMOTE is involved in a 3-year project to
promote income-generation. Role descriptions of the Executive Director, a field worker, a donor repre-
sentative and 2 clients are provided. The authors of the manual indicate that users have the option of de-
veloping a more suitable case study if needed. Guidelines for case preparation are supplied.

Descriptions of 10 sessions for working with the case and introducing participants to evaluation meth-
dologies are included. All of the forms needed to run the session are also supplied. Intesspersed in the
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text are examples of how participants in the fieldtest responded to

some of the situations.

Methodology

The focus of the workshop is to build skills in planning evaluations
and introduces a number of possible techniques. It does not provide
an in-depth study of all possible information-gathering tools that
can be incorporated into an evaluation plan. The agenda can be

modified to focus on specific evaluation techniques.

The manual provides comprehensive guidelines for employing the case study methodology. Notes on fa-
cilitator preparation, tips for facilitators and ideas on adapiations are included. For each scssion, the
time required, objectives and outcomes, tasks, and materials needed are included, as well as cross-refer-
encing 1o pages in the Step-by-St2p manual.

The authors indicate that the optimal facilitator to participant ratio would be approximately 1 facilitator

for each 10 participants.

Adaptability

As stated above, the authors have provided many helpful hints related to ways in which this workshop
design can be adapted to suit individual priorities and concerns.

FOR: , CHARTS AND FORMS:
O Client training L .
@ Staff training O Loan applications O Training needs O Break-even analysis
O Loan agreements assessments 0O Cash-tiow analysis
TO: 0O Community surveys [ Training course O Balance sheets
O Raise awareness of O Feasibility studies evaluations O Profitloss
business skills 7 Performance analysis [J Training plans statements
O Support group
formation INFORMATIONON:  TRAINING TOOLS:
O Develop financial
management skills O Financial O Line drawings O Poster stories
O Encourage. business management @ Charts and graphs O] Board games
expansion O Business planning O ‘Fill-inthe-biank’ B Case studies
QO Train trainers 1 Marketing forms O Bibliography
B Strengthen project @ General small O Hand-outs
management business skilis
0 Design ard marss®  RIN
credit programs
BY: This manual is a companion workshop guide to Monitoring and Evalu-
® Trainers ating Small Business Projects: A Step by Step Guide. See page A-20 for
O Field staff more information.
O Client groups
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NAVAMAGA:

TRAINING Author: Dian Seslar Svendsen and Sujatha Wijetilleke
Available from:
ACTVITIESFOR - gt
1815 H Street, NW, 11th Floor
BUILDING, Washington, D.C. 20006 USA
::jEC%:}; AND Telephone: 202-466-3430  Fax: 202-775-0596
GENERATION Contact person: Nena Terrell

Number of pages: 176pp. Publication date: 1983
Languages: English, Spanish, French and Singhalese

Published by: Price: English - US$13.00; Spanish and French - US$15.00
OEF International (See page D-S for shipping charges.)

Format: Bound book

Description

Designed for fieldworkers in rural areas of Sri Lanka, this book grew out of a project to train
development officers (80% of whom were male) assigned to support local income-generating and health
projects as employees of the National Womnen’s Bureau. It includes more than 60 training activities to
use with village level women'’s or mixed groups.

The book begins with general pointers and instructions for trainers or fieldworkers, with useful advice
related to developing training plans, conducting evaluations of training sessions, and understanding
basic concepts of non-formal education. The next section includes 24 training activities focused on clar-
ifying values, assessing community and personal needs, understanding group roles, looking at women’s
work in new ways and decision-making.

The section on ‘Exploring Resources and Projects for Health and Income Generation’ utilizes participa-
tory training activities based, for the most part, around information charts on specific themes. For in-
stance, sessions deal with such areas as nutrition, home gardening, sanitation, mushroom cultivation,
bee-keeping, soy bean product use and production, pig and goat raising, food preservation and dental
health. The charts on each subject, generally excerpted from other publications, provide basic informa-
tion in a clear and accessible format.

The final section, on planning, includes participatory activities for goal setting, determining what busi-
ness participants want, identifying and managing resources.
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Methodology

Activities in the manual are based on experiential and participatory
concepts, to be used with groups. The activities can be used in their
entirety in a workshop of consecutive days, or selected to use in
small group training as needs or issues arise.

The manual provides detailed information for facilitators and train-
ers in the first section, and in side bars throughout the book.

While not specifically designed for use with illiterate groups, the in-

teractive nature of the activities, along with the many illustrations
used, ensure that adapting the procedures will not be difficult.

Adaptability

22
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The wide coverage of topics in this book make it possible for individual activities to be selected as

needed and plugged into other training programs.

*Navamaga means ‘new path.’

T_—Fﬂm

B Client raini CHARTS AND FORMS:
O Staff traininrgv O Loan applications W Training needs O Break-even analysis
0 Loan agreements assessments O Cash-fiow analysis

TO: @8 Community surveys B Training course O Balance sheets

@ Raise awareness of O Feasibility studies evaluations @ Profitloss
business skills O Performance analysis B Training plans statements

@ Support group
formation INFORMATIONON:  TRAINING TOOLS:

O Develop financial
management skills O Financial @ Line drawings W Poster stories

O Encourage business management @ Charts and graphs O Board games
expansion CJBusiness planning  [J ‘Fill-inthe-blank' [ Case studies

@ Train trainers O Marketing forms O Bibliography

O Strengthen project B General small B Hand-outs
management business skils

" ok programs . IEEREE
credit programs

ay: Based on experience in: Sri Lanka

@ Trainers

@ Field staff

O Client groups
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PROGRAMME

' Author: Opportunities Industrialization Centers,
D'ETUDES Cote d'Ivoire

Available from:

OIC Cote d'Ivoire

04 B.P. 467

Bouake 04, Cote d’Ivoire

Telephone: 63-17-56  Telex: c/0SIET-CI 23539-Abidjan
Contact person: Koussi N'Zian Rene

Published by: . .
Opportunties Number of pages: 195pp. Publication date: 1990
Industrializateon 1, .
Centers, anguages: French
Cote d'lvoire Price: Contact OIC, Cote d'Ivoire for price information

Format: Photocopied pages stapled together into sections,
with a paper folder cover.

Description

A selection of materials and outlines are provided in this kit, containing details of a course on modem
management practices for owners of micro-enterprises, or students with entrepreneurial aspirations, in
the Ivory Coast. The course is divided into 18 sessions, totalling 148 classroom hours of instruction
(85.5 hours of theoretical information and 62.5 hours of practical activities).

The course includes sections on: Introduction to management; The steps necessary to create a small en-
terprise; Marketing and feasibility studies; Managing inventory; Managing budgets; Determining selling
price; Productivity and maximizing profitability; Responsibilities of a micro-entrepreneur; Legislation
related to the form and operations of small enterprises; Financial practices (concentrates primarily on
taxes); Seeking financing for a business.

The kit does not contain all of the materials necessary to run each session listed above. It includes a
brief outline of each session, listing the objectives, major topics, the pedagogical method to be used, and
definitions of key concepts. There is also information on the major steps that will be discussed in rela-
tion to each leamning objective (for instance, in the section on marketing, the five steps of a marketing
study are presented and briefly defined).

This is not a complete set of materials on a training curriculum; rather it provides an overview of the

course and some of the materials used and concepts conveyed in running the training. As such, it works
best as a means of assisting those planning courses to think about what the components might be.
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Methodology

The course is oriented toward individua! owners of enterprises, with
at least basic education (literacy and numeracy skills). It uses a fair-
ly traditional pedagogical technique of presenting key concepts and
definitior:s and having participants work out specific problems and
assignments. There is very little information on methodology or

techniques of instruction or facilitation.

Information in the section on Course Summary is presented in check-

list manner, making it easy to understand key points. These could
easily be transformed into sheets for flipcharts or transparencies o use on an overhead projector. There
are also a variety of blank forms which can be utilized in many small enterprise training programs.

It is difficult to find sections as needed because several sections have no page numbers and there is no

Table of Contents.

Adaptability

Much of the information is geared to local realities and procedures, particularly those dealing with fi-
nancial issues. Nevertheless, some of the sections listing key points of specific business skill (i.e., mar-
keting, human relations, the responsibilities of an owner) and many of the blank financial or record-
keeping forms could easily be transformed and plugged into other cumicula.

CAN Bt UStD

FOR:
@ Client training
O Staff training

TO:

B Raise awareness of
business skills

0O Support group
formation

O Develop financial
management skills

8 Encourage business
expansion

O Train trainers

O Strengthen project
management

O Design and manage
crecit programs

By:

B Trainers

B Field staff

O Client groups

CONTAINS
CHARTS AND FORMS:
O Loan applications O Training needs 0 Break-even analysis
O Loan agreements assessments O Cash-flow analysis
O Community surveys B Training course (0 Balance sheets
O Feasibility studies evaluations O Profit/loss
O Performance analysis O Training plans statements
INFORMATION ON: TRAINING TOOLS:
B Financial & Line drawings O Poster stories
management B Charts and graphs U Board games
O] Business planning @ ‘Fill-in-the-blank’  [J Case studies
@ Marketing forms O Bibliography
@ General small O Hand-outs
business skills
Based on experience in: ivory Coast
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SMALL

BUSINESS Author: MEDA

DEVELOPMENT Available from:

PROGRAM 402.280 Smith St

OPERATIONS Winnipeg, MB R3C-1K2 Canada

MANUAL Telephone: 204-944-1995  Fax: 204-943-2597
(3I‘d draft) Contact person: Ron Braun

Number of pages: 85pp. Publication date: 1988

Languages: English
Published by: gue el
Mennonite Economic Price: Contact MEDA for exact price information
Development Association
(MEDA) Format: Bound book

Description

This operational manual describes the goals and methodologies used in MEDA’s Small Business
Development Program (SBDP). The program involves 3 aspects: micro-enterprise development (pri-
marily in urban settings), community-based projects and research and development (concentrating on
identification of appropriate technologies useful in micro-enterprise efforts).

The manual begins by outlining program start-up issues of the SBDP program. Included in this narrative
are sections on: MEDA philosophy; SBDP philosophy; Program start-up issues; Credit; Technical
Assistance; Program personnel; Sustainability; Expansion; Program funding; Diversification;
Monitoring and evaluation.

A section on the credit guidelines provides an example of employing specific policies. In outline form,
information is provided on such topics as: eligibility requirements; management training; loan size rela-
tive to owners® investments; loan applications, amounts, charges, repayment periods, supervision and
collection; reporting and accounting methods. An insert on regulations for solidarity groups is also in-
cluded.

Appendices on the SBDP Accounting Framework (adapted from ACCION's An Operational Guide for
Micro-Enterprise Projects), and Self-Sufficiency Calculation Templates, are also included. Both are
presented without much background information and, as a result, require prior understanding of finan-
cial calculations for small enterprise projects.
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Methodology

The information in this operational manual functiois as a set of
guidelines and background information for MEDA projects. The
text focuses primarily on ‘what’ is required to set up an SBDP pro-
gram, but does not offer much information on the specifics of ‘how’

to undertake each step.

In its draft form, the manual does not include any illustrations or
aids to enhance o:e’s understanding of the concepts. However, the

writing is straightforward and easily understood, and the outline
form used to organize the information makes it easy to locate the

different sections.

Adaptability

The procedures and regulations discussed in this manual will be adaptable to organizations working
with micro-entrepreneurs in a variety of geographic settings. There is, however, a focus on working
with clients in an urban setting, or in a location where there is a concentration of micro-entrepreneurial

activity.

FOR:
Q Client training
@ Staff training

TO:

O Raise awareness of
business skills

3 Support group
formation

O Develop financial
management skills

O Encourage business
expansion

O Train trainers

B Strengthen project
management

@ Design and manage
credit programs

BY:

O Trainers

@ Field staff

O Client groups

CHARTS AND FORMS:

O Loan applications O Training needs

O Loan agreements assessments

O Community surveys [ Training course

O Feasibility studies evaluations

O Performance analysis O Training plans

INFORMATION ON: TRAINING TOOLS:

8 Financial O Line drawings
management O Charts and graphs

O Business planning O ‘Fill-in-the-blank’

O Marketing forms

B General small O Hand-outs
business skills

O Break-even analysis

O Cash-fiow analysis

O Balance sheets

O Profitfoss
statements

O Poster stories
0O Board games
0O Case studies
B Bibliography

S

Part of the material is adapted from ACCION's An Operational Guide for
Micro-Enterprise Projects (see page B-22).
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SMALL ECONOMIC

ACTIVITY Compiled by: Heziher Clark
DEVELOPMENT Available from:

(SEAD) WORK- 777 Unied Natos Plzs

SHOP: THE New York, NY 10017 USA
FACILITATOR'S Telephone: 212-697-6222  Fax: 212-692-9748
MANUAL Contact person: Robert Sutherland

Number of pages: S03pp.  Publication date: 1989

Languages: English
Published by: Price: US$22.00 (See page D-5 for shipping charges)
CARE, Inc.
Format: Loose-leaf binder

Description

The workshop described in this manual was designed to generate field-based capability in planning and
managing economic development projects that incorporate CARE's Small Economic Activity
Development (SEAD) principles and techniques of analysis. It involved participants from: Bangladesh,
China, India. Nepal, the Philippines, Sri Lanka and Thailand.

The bulk of the manual consists of specific instructions and materials for a 10-day, 28-session work-
shop. The first 6 days (17 sessions) concentrate on project design and project interventions. Training ac-
tivities are focused on matching client needs with organizational goals/objectives, institutional partners,
management services, financial services, technology services, other sectoral needs, and social promo-
tion objectives. During the final 4 days, 7 sessions focus on providing participants with analytic tools,
including situation and feasibility/viability analysis, marketing and financial analysis (including ele-
ments on balance sheets, income statements, cash flow forecasts, break-even analysis and sensitivity
analysis) and savings mobilization. In the final 4 sessions, time is allocated to participants’ special in-
terests and concems, action planning and final evaluation.

There is a lengthy appendix — more than 200 of the manual’s 500 pages. Although none of the training
activities highlight loan and credit mechanisms, the majority of articles in the appendices cover specific

credit programs and procedurzs.

The manual also includes introductory sections on: workshop design and content, workshop planning,
and a full workshop agenda.
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Methodology

Step-by-step instructions are provided for facilitators. Each descrip-
tion of a training activity or session includes: objectives, time re-
quired, an overview of content and methodologies to be employed,
materials needed, and specific instructions for undertaking the activ-
ity. For instance, when a lecturette is designated, the specific infor-
mation of that lecturette is provided. Or, when a guest presentation
is suggested, the points which the presenter should cover are out-
lined. Materials described in a session — handouts, flipchart infor-
mation, overhead projector transparencies, etc. — are contained in

the manual. A broad range of techniques and approaches are incor-
porated, from case studies to panel presen:ations to field trips. Twenty-six pages include instructions
and materials (which will have to be copied and assembled) for a board game on marketing.

Adaptability

The authors took adaptability into account in creating this manual, and have provided suggestions relat-
ed to modification and tailoring of activities throughout the text. With some adaptation, material can be
plugged into on-site work with groups or can be incorporated into your existing workshops.

Various sessions incorporate CARE's field experience or specific techniques. For instance, CARE’s
Income-Generating Activity (IGA) and Smal! Enterprise (SE) continuum, is presented and then referred
to on numerous occasions. These can be omitted without losing the value of specific activities.

N M

O Training needs
assessments
O Training course
evaluations
@ Training plans

TRAINING TOOLS:

O Line drawings

B Charts and graphs

@ ‘Fik-in-the-blank’
forms

B Hand-outs

B Break-even analysis

B Cash-flow analysis

@ Balance shests

@ Profitloss
statements

O Poster stories
B Board games
B Case studies
O Bibliography

FOR: CHARTS AND FORMS:
T Client training
@ Staff training O Loan applications
O Loan agroements
TO: O Communtty surveys
@ Raise awareness of O Feasibility studies
business skills O Performance analysis
O Support group
formation INFORMATION ON:
O Develop financial
management skills @ Financial
O Encourage business management
expansion OJ Business planning
@ Train trainers O Marketing
@ Strengthen project @ General small
management business skills
O Design and manage “
credit programs
ay:
@ Trainers
W Field staff
O Client groups

CARE's 1988 First African SEAD Workshop and Facilitator's Manual (see
p. A-10) preceded this expanded Asian varsion. In the Asian manual all
activities and materials pertaining to a session follow sequentially, whereas
in the African manual, materials are provided loward the end of the book.
The Asian manual containg more graphics, readings and hand-outs.

Business Management
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TRICKLE UP

TRAIN lNC;I Author: Lani Havens
TOOLS Available from:
The Trickle Up Program (TUP)

54 Riverside Drive, PHE
New York, NY 10024-6509 USA

Telephone: 212-362-7958  Fax: 212-877-7464
Contact person: Laura Lopez

Number of pages: 24 pp. Publication date: 1990
Price: Contact TUP for exact price information
Langueges: English

Published by:
The Trickle Up Program Format: Loose-leaf binder

Pescription

Ideas, techniques and information for trainers working with groups interested in starting a business are
provided in the 5 short booklets that comprise Trickle-Up Training Tools.

The first booklet is specific to the Trickle Up program and provides information on responsibilities and
procedures for TUP coordinators. Useful ideas on working with a country’s banking system are includ-
ed in this section.

The next 4-page booklet introduces several participatory training ideas, such as role playing, use of key
words and representative objects. In the third booklet, Choosing a Business, two training activities are
described, in which a group evaluates their skills, perceptions of local needs, knowledge of local re-
sources and understanding of the community’s economic environment to arrive at a group decision
about what they might produce profitably.

Following is a section on marketing ideas, which vividly illustrates sales and marketing concepts, as
well as offering a simple formula for determining the right price. The final section, on planning togeth-
er, involves a group in an activity to create poster or illustrated stories that demonstrate the activities
that will be undertaken to operate their business, the capital neecded and projected expenses. A section
on record-keeping is also included.
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Methodology

The majority of booklets are designed to be used by fieldworkers
for training of inicro-entrepreneurs with little experience. The meth-
ods used to convey the various skills related to small enterprise dc-
velopment make excellent use of illustrations, thus offering a train-
ing tool to those working with illiterate or newly literate groups.

The information concentrates on building understanding of local
markets and on shared decision-making. The writing is sparse, easi-

:
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ly understood, and supplemented by blact:-and-white illustrations.
There is a fairly uniform distribution of images of men and women
working together in business activities, with illustrations depicting

shared leadership.

Adaptability

With the exception of the first booklet, waich is specific to TUP, the remaining material is adaptable to
micro-entrepreneurial activity in Third World regions worldwide. The good quality of reproduction of
the illustrations will make it very easy to have them copied or enlarged for use in group work.

IR I

FOR: CHARTS AND FORMS:

@ Client training

@ Staff training O Loan applications O Training needs O Break-even analysis

O Loan agreements assessments O Cash-flow analysis

TO: B Community surveys (I Training course O Balance sheets

@ Raise awareness of O Fsasibility studies evaluations O Profitloss
business skills O Performance analysis O Training plans statements

B Support group
formation INFORMATION ON:  TRAINING TOOLS:

B Develop financial
management skills O Financial @ Line drawings @ Poster stories

O Encourage business management O Charts and graphs O Board games
expansion O Business planning B ‘Fill-in-the-blank' O Case studies

& Train trainers @ Marketing forms O Bibliography

@ Strengthen project @ General small B Hand-outs
management business skills

O Design and manage
credit programs R

BY: Based on experience in: Kenya, Cameroon, Madagascar and Sierra

B Trainers Leone.

B Field staff

O Client groups
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TRAINING RESOURCES
FOR CREDIT MANAGEMENT

Introduction

Group formation and community control is a theme that runs through the majority of these training ma-
terials dealing with credit management issues. While a number of the materials rely on the community
or village banking model, the methodologies employed are varied. Freedom from Hunger (FFH) has de-
veloped a simulation for providing potential members with the opportunity of experiencing group lend-
ing and borrowing prior to making a commitment; FINCA’s manual provides detailed instructions to ex-
tension agents and facilitators for organizing community meetings; CRS’s manual contains a packet of
forms and applications to use in organizing the banking system and monitoring its performance.

This section also includes 4 videotapes which can be used in a training environment. One of the videos
portrays various aspects of Grameen Bank's program, another explores use of the case study method for
discussing issues in credit delivery, and two of the videos deal with the nuts and bolts of managing and
extending credit programs. Useful for clients with varying levels of education and experience, these
videos are excellent tools for stimulating discussion and debate regarding different methodologies.

The materials contained in these manuals can be used as a foundation for developing programs. Various
types of loan applications and agreements, community surveys and performance appraisals are utilized,
offering different perspectives on the documentation needed to form the basis of effective programs. In
many cascs, these are presented as ‘fill-in-the-blank’ forms which can be copied or adapted to insert
into your own programs.
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THE COMMUNITY

BANK LEARNING Author: Freedom from Hunger Foundation
GAME: A Available from:
Freedom from Hunger Foundation
SIMULATION OF 1644 I':» Vinci Cout, P.O. Box 2000
A COMMUNITY Davis, Califomia 95617 USA
BANK LOAN Telephone: 916-758-6200 Fax: 916-758-6241
CYCLE FOR
Contact person: Judith Vuillet
COMMUNITY
ORIENTATION Number of pages: 43pp Publication date: 1950
Languages: English (Spanish and French planned)
Published by: Price: US$7.50 (Add US$4.50 for international airmail)
Freedom from Hunger .
Foundation Format: Spiral-bound book

Description

Instructions for coordinating a simulation of a community bank loan cycle are provided in this book.
The simulation involves a group of approximately 30 women in 6 separate meetings of 1 - 2 hours each.
The meetings can be held twice a day for 3 days or once a day for six days. The process described
would be a preliminary step to launching a real community bank.

During the first meeting, an overview of the community-managed credit system is provided and partici-
pants are invited to make a commitment to come to the next S meetings. At the second meeting, the par-
ticipants become registered borrowers, form small groups of 4 - 7 people each, and receive “play
money" for fee, interest and savings payments. During the third meeting, participants organize the com-
munity bank and select officers, pay membership fees and savings deposits, analyze and select income-
generating activities, sign loan agreements and receive pass books. At this meeting, play money repre-
senting loans is distributed to group leaders to divide up amongst her group’s members. At the fourth
meeting, participants begin payments on principal and interest, collect savings, analyze role plays about
the issue of loan default and inability to attend meetings. During the fifth meeting, participants have an
opportunity to see how the fund grows and to discuss options for investing or using the money collected
in the community bank. In the final meeting, all of the money is collected, participants analyze what
happens at the end of a loan cycle, and a role play is performed about obtaining a second loan. The
“Master of Ceremonies” then reviews the entire procedure, including benefits and requirements, and in-
structs participants about how to form real borrower groups to organize a real community bank.
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Methodology

As a simulation, the methodology involves participants in a partici-
patory and experiential exercise in the organization of a community-
managed credit systems. It is most useful as a training tool for staff
to introduce the concept of community banking. Each meeting con-

sists of a variety of techniques: small group work, role plays, socio- x
dramas and other methodologies. It would be important for the fa-

cilitator to have adequate experience in managing groups of this '
type so that she/he can pick up on issues and elements of partici-

H
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pants’ reactions to activities and ensure that a full, analytical discus-
sion is held to summarize understanding.

In descriptions of each meeting, the author clearly delineates the materials, preparation, staff and time
needed. While materials need to be prepared for each session (for instance, play money, sample pass
books, ledger sheets, etc.), none of the materials is difficult to prepare, nor are the raw materials difficult
to obtain. The majority of forms or illustrations needed are provided in the manual and can be photo-
copied for distribution to participants.

Adaptability

While the instructions are written for a women’s group, this simulation is also useful with mixed or
men’s groups. Aside from changing currency amounts described, little else would have to be changed to
adapt this to varied cultural or geographic settings.

AN SO CONIANS

:Oc';i:em vain CHARTS AND FORMS:
@ Staff trainingg O Loan applications  [J Training needs O Break-even analysis
B Loan agreements assessments O Cash-flow analysis

TO: O Community surveys B Training course O Balance sheets

O Raise awareness of O Feasibility studies evaluations O Profitfloss
business skills O Performance analysis (3 Training plans statements

@ Support group
formation INFORMATIONON:  TRAINING TOOLS:

8 Develop financial )
management skills O Loan administration W Line drawings O Poster stories

O Encourage business | B Development of O Charts and graphs  CJ Board games
expansion credit and/or savings B ‘Fillin-the-blank' I Case studies

O Train trainers groups forms O Bibliography

O Strengthen project @ Hand-outs
management

@ Design and manage
credit programs m _

BY: This manual uses the model of the community or village bank. See also

@ Trainers publications on pages B-4, B-8, and B-20.

@ Field staff

O Client groups Based on experience in: Ghana, Honduras and Thailand
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THE

COMMUN ITY Author: Catholic Relief Services
BANKING Available from:
PROVOTION | Somicsirurie
MANUAL Baltimore, Maryland 21201-3403 USA

Telephone: 301-625-2220 Fax: 301-685-1635
Contact person: Lawrence Yanovitch

Number of pages: 65 Publication date: 1990

Languages: English
Published by: Price: Free
Catholic Relief Services
(CRS) Format: Photocopied sheets

Description

These photocopied sheets function as a ‘kit’ of materials for local NGOs and field staff working with
CRS to use in the establishment of a community bank. A short narrative about principles, operations
and monitoring for community banking is also included.

The kit is comprised, to a large extent, of forms, including: A Community Banking Program
Agreement, which functions as the contract between CRS and the implementing NGO; Monthly
Community Banking Progress Report Format; End-of-Cycle Report Format; NGO Visiting Record, for
field staff to record notes after each visit to the Community Bank; A Baseline Survey Guide to compile
a profile of the village, the community bank and the bank members; A Small Enterprise Activity
Tracking Format, to assess profitability of enterprises; Financial Request and Receipt Forms, to be
completed by the NGO in order to secure start up funds from CRS.

Also included is an outline of a filing system which designates the various files that should be set up to
monitor and manage the banking operation.

Methodology

This manual relies on and explains the model of community or village banks. While this model is not
identical everywhere, its basic principles generally involve: a community association of up to SO mem-
bers (usually women) who meet once a week or once a month and are provided with small self-employ-
ment loans to promote the creation of family savings for sustained self-sufficiency. Another important
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element of the village bank is the extent to which the model encour-
ages self-sufficiency of participants in defining and controlling the
credit. Mechanisms to achieve this include: Election of committee
members and officers by villagers; By-laws written by members;
Loan agreements dictated and signed by committees and members.

A small part of the manual consists of step-by-step instructions for
holding the community meetings necessary to form a group to
launch a community bank. The instructions are designed for the

field worker or promoter from the implementing NGO.

$444
t444
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The kit also includes some ideas for graphics that can be created to
illustrate various points about community banking to potential members (these are also included in the
FINCA manual, see page B-20).

Adaptabiliity

The simple forms used in this manual could be replicated or revised by organizations seeking to intro-
duce the community banking approach to partners, rather than directly implementing a credit program.

The various forms included appear to be copies of CRS’s actual applications and agreements. These
would have to be adapted and re-typed to be used by other organizations.

LGN .

FOR: CHARTS AND FORMS:
@ Client training . .
B Staff training @ Loan applications (] Training needs O Break-even analysis
@ Loan agreements assessments O Cash-flow analysis
TO: B Community surveys O Training course O Balance sheets
OJ Raise awareness of O Feasibility studies evaluations O Profit/loss
business skills O Performance analysis O Training plans statements
& Support group
formation INFORMATION ON:  TRAINING TOOLS:
B Develop financial
management skills O Loan administration ([ Line drawings O Poster stories
O Encourage business | @ Development of O Chars and graphs U Board games
expansion credit and/or savings B ‘Fill-in-the-blank’ O Case studies
O Train trainers groups forms O Bibliography
@ Strengthen project O Hand-outs
management
B Design and manage
credit programs m
BY: Information contained in this manual can also be found in A Manual of
O Trainers Village Banking for Community Leaders and Promoters by FINCA (see
@ Field staff page B-20)
O Client groups
Based on experience in: Thailand
Credit Management B-5
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Includes 7 programs:
« “Shaheeda’s Life” (13 min.)

« “Housing the Poor” (16 min.)
GRAMEEN » “Fighting Disaster” (16 min.)
BANK « “Future for the Children” (15 min.)

* “Trainer’s Training Program™ (17 min.)
» “Grameen Bank: A Bank for the Poor” (23 min.)
» “Grameen Bank: A Time for Change” (22 min.)

Available from:
SEEP Network, ¢/o PACT
777 United Nations Plaza
New York, New York 10017 USA
Producer: Audio Visual Unit, Telephone: 212-697-6222  Fax: 212-692-9748
Grameen Bank
and Contact person: Elaine Edgcomb
Worldview International
Foundation Languages: English
Price: US$20.00

Format: Video/VHS. Available in NTSC or PAL.

L :scription

All of these 7 videos deal with aspects of the program and operating philosophy of the Grameen Bank, a
bank for poor, landless village people in Bangladesh. They can be used separately or as a unit to demon-
strate considerations related to management of credit programs, training of extension workers and/or the
role of women as borrowers and as micro-entrepreneurs.

Together, the videos provide an overview of Grameen's program. They portray village level organiza-
tion of the bark, explaining how different interest rates are established for different types of loan (i.e.,
for home-building, for household expenses, for income generating activities), how borrower groups of §
people join together in a village to form a center, how peer pressure results in a higher rate of repay-
ment, how other life management skills — such as health issues, dowry, literacy, childrearing and birth
control — are incorporated into the lending program. Through various images of training programs
being undertaken, the viewer glimpses the use of flipcharts and other visual aids for working with illit-
erate groups.

A strong point is made, throughout the vidcos, of women's important role in the Grameen Bank system.
As of 1987, 75% of borrowers were women. Through their involvement with the bank and the affirma-
tion from the bank's experience that women have proven equal to men in all economic activities, the
status of women in their communities has been raised, as has their self-confidence and self-esteem.,
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Methodology

The videos portray Grameen Bank'’s role in village lifc. Information
about the Grameen methodology is interspersed with information
about the effects of joining Grameen on its members’ lives. As such,
no concise picture emerges of specific policies or procedures.
Rather, the videos provide an overview of the breadth of Grameen's
program and the way in which it utilizes extension of credit as a ve-
hicle for mobilizing and organizing landless women and men

throughout Bangladesh.

Adaptability

¥

PAE ENTENPRIEE FORUATION
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These videos could serve as ‘trigger’ materials, for provoking discussion about credit delivery to poor
and illiterate groups in countries worldwide.

FOR:
@ Client training
@ Staff training

TO:

[0 Raise awareness of
business skills

@ Support group
formation

(3 Develop financial
management skills

0 Encourage business
expansion

O Train trainers

O Strengthen project
management

@& Design and manage
credit programs

BY:

@ Trainers

@ Field staff

8 Client groups

CHARTS AND FORMS:
O Loan applications

0 Training needs

O Break-even analysis

O Loan agreements assessments 0 Cash-flow analysis
0O Community surveys [ Training course [ Balance sheets
O Feasibility studies evaluations O Profit/loss
O Performance analysis O Training plans statements
INFORMATION ON: TRAINING TOOLS:
O Loan administration O Line drawings O Poster stories
B Development of O Charts and graphs O Board games
credit and/or savings O ‘Fill-in-the-blank’ B Case studies
groups forms O Bibliography
O Hand-outs
Based on experience in: Bangladesh
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A HANDBOOK

FOR THE Author: Save the Children field office - Philippines

DEVELOPMENT Available from:
Save the Children

OF SAVINGS 28 wilton Road

GROUPS AND Westport, Connecticut 06880

WOMEN'S Telephone: 203-221-4024  Fax: 203-222-9176

BUSINESS Contact person: Betsy Campbell

SKILLS
Number of pages: 154pp. Publication date: 1985
Languages: English

Published by: Price: US$4.00
Save the Children Format: Bound book

Description

This manual was created for Save the Children’s Women's Savings and Loan Program in the
Philippines. The Women's Savings and Loan Program is designed to develop entrepreneurial skills
among women in order to help them increase family incomes.

The book’s introduction includes a concise overview of the training objectives, providing the reader
with sufficient information to determine its relevance to one’s own needs.

The first section of the book covers Phase I of the Women’s Savings and Loan Program, and contains 4
training sessions concemed with group development. These sessions focus on conveying the goals and
organization of a savings group, establishing group monetary goals, membership qualifications, borrow-
ing and lending guidelines, clarifying responsibilities of officers and opening discussions about personal
goals and interactions.

The next section of the book (Session S - 19) concentrates on the Development of Individual Business
Skills, which is Phase II of the program. Concepts presented include: business planning, cash flow,
keeping a cash book, profit and loss statements, customer relations, product displays, feasibility studies,
guidelines for selecting income-generating projects, and appraisal and monitoring of loans.

The final section of the book describes Phase ITI of the process, establishing a Women's Savings and
Loan Federation. This section does not include training activities. Rather, it is a detailed description of
the purposes, programs and structure of a federation formed to create an association of women's savings
groups and to administer a loan program in which these groups take part.
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Methodology

The training sessions blend didactic approaches, used to convey
specific information about policies and procedures, with participato-
ry approaches, used to involve participants in assessments of their
personal needs and aspirations and of extemal factors that will af-
fect their business choices.

Preceding specific step-by-step instructions for each activity, the
purpose, objectives, and time and material needed are specified.
Some sections include points to emphasize and evaluation ques-

.

k.

PRE-GNTEAPABE FORMATION
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tions. Almost every activity includes a supplementary material, such
as a hand-out, chart, case study or graphic.

The majority of activities require reading ability. However, the book contains many graphics, some of
which could be used to adapt activities for non-literate groups.

Adaptability

About 25% of the book is devoted to a narrative and training activities related to Save the Children’s
policies and procedures for setting up a women's savings and loan group federation. The remaining
pages focus on issues that are relevant to a wide range of women's income generating projects.

Graphics, for the most part, depict Asian women and products and case studies are based on Philippine
businesses. Regional or country information could be inserted to make the activitics more relevant,

when necessary.

FOR:
B Client training
0O Staff training

TO:

(J Raise awareness of
business skills

@ Support group
formation

8 Develop financial
management skills

O Encourage business
expansion

@ Train trainers

DO Strengthen project
management

@ Design and manage
credit programs

BY:

@ Trainers

8 Field staft

3 Client groups

PR S

CHARTS AND FORMS:

B Loan applications

O Loan agreements

0O Community surveys
O Feasibility studies

O Performance analysis

INFORMATION ON:

O Loan administration

@ Development of
credit and/or savings
groups

O Training needs
assessments

O Training course
evaluations

O Training plans

TRAINING TOOLS:

@ Line drawings

8 Charts and graphs

O ‘Fil-in-the-blank’
forms

@ Hand-outs

OJ Break-even analysis

OO Cash-flow analysis

O Balarce sheets

O Profitloss
statements

O Poster stories
] Board games
@ Case studies
O Bibliography

o

Based on experience in:

- Adaptations: This book adapts methodologies and activities from OEF
international's manual Women Working Together for Personal, Economic
and Community Development (see page C-6).

The Philippines
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HARVARD

INSTITUTE FOR SEEP Network,co PACT, Ic
INTERNATIONAL 777 United Nations Plaza
DEVELOPMENT New York, NY 10017 USA

CASE STUDY Telephone: 212-697-6222  Fax: 212-692-9748
m‘ EglR'ISDD’TI ISDISR%ES Contact person: Elaine Edgcomb

Length: 60 minutes Production date: 1988
Price: US$15.00

GRAM DESIGN

Languages: English
Format: Video/VHS/NTSC

Producer: Jim Cotter

Description

This vicdeo contains excerpts from a 2-day workshop sponsored by the ARIES Project and the SEEP
Network at Harper's Ferry, West Virginia (1988). The workshop focused on using the case study method
to provide information and insight to agency staff about small enterprise development issues.
Participants in the workshop represent U.S.-based and Third World NGOs that implement SED
programs.

The video opens with a brief explanation of the manner in which the case study method enhances peda-
gogy, and describes the types of participants and workshop setting for which this method is best suited.
This is followed by excerpts from the discussions of 2 case studies — one from Senegal and the other
from Honduras — by workshop participants.

A variety of issues related to managing loan funds are discussed by participants. Participants grapple
with such topics as sustainability, interest rates, increasing the client base, reconciling competing objec-
tives within a project and cost effectiveness. The amount and timing of training that agencies incorpo-
rate into programs is also explored in a discussion related to minimalist strategies (i.e., where credit is
viewed as a primary need and training is secondary) and integrated strategies (i.e., where formal and in-
formal training is used first to educate clients before extending credit).

The video is useful for providing ideas on how to use the case study method, and offers some tech-

niques for evaluating a workshop based on this methodology. It also provides insight into issues and
strategies for loan programs from the perspective of technical assistance agencies.
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Methodology

The videotape is a useful supplement for training of trainers in facil-
itation of workshops involving the case study method. It provides
insight into techniques for eliciting participation, raising questions
and synthesizing responses.

The videotape does not provide guidelines or specific steps for run-
ning credit programs, but it raises critical questions related to loan
program methodologies and approaches. It could be employed to

provoke discussion of issues related to management of credit pro-
grams, picking up on the themes raised by participants’ discussions

in the workshop.

Adaptabillity

As used in the videotape, the case study method is employed to stimulate thought and discussion
amongst staff of implementing agencies. However, the technique would be adaptable to working direct-
ly with clients and one can acquire insight into the technique from watching the video. Likewise, the
videotape could be used as a training material for eliciting reactions of client groups to the policies and
procedures of implementing agencies.

FOR:
O Client training
B Staff training

TO:

O Raise awareness of
business skills

O Support group
formation

O Develop financial
management skills

O Encourage business
expansion

@ Train trainers

@ Strengthen project
management

@ Design and manage
credit programs

ay:

@ Trainers

B Field staff

O Client groups

CHARTS AND FORMS:

O Loan appiications O Training needs
O Loan agreements assessments
0O Community surveys (] Training course
O Feasibility studies evaluations

O Performance analysis [J Training plans

INFORMATION ON: TRAINING TOOLS:

@ Loan administration O Line drawings
O Development of O Charts and graphs
credit and/or savings (I ‘Fill-in-the-blank’
groups forms
O Hand-outs

O Break-even analysis

O Cash-flow analysis

O Balance sheets

O Profitloss
statements

[ Poster stories
0O Board games
0 Case studies
0 Bibliography

Credit Management

B-11



HOW TO

Available from:
MANAGE A SI?EP'N:(WO:
CREDIT c/o PACT, Inc.
PROGR AM 777 United Nations Plaza

New York, NY 10017 USA

Tel: 212-697-6222  Fax: 212-692-9748
Contact person: Elaine Edgcomb

Length: 60 minutes Production date: 1989

Price: US$20.00
Languages: English
Producer:
Jim C‘:me,r Format: Video/VHS/NTSC, with accompanying

sheets to use as transparencies with an overhead
projector

Description

In this video, Henry Jackelen, of the United Nations Capital Development Fund and a consultant to
NGOs on credit program design and management, discusses a variety of issues related to managing
Third World credit programs and managing relationships with borrowers. The discussion is specifically
geared toward those working with the informal sector or with micro-entrepreneurs who do not have ac-
cess to the formal banking system.

After some preliminary remarks related to the size of enterprise with which an agency might be work-
ing, the discussion focuses on the credit program cycle: identification, design, implementation and re-
covery/viability. Mr. Jackelen highlights some of the considerations and procedures that should be in-
corporated into each of the elements in this cycle, such as the importance of developing a methodology
for the program which is clearly communicated to fieldworkers, and the importance of setting interest
rates with a view toward achieving some level of sustainability.

A significant portion of Mr. Jackelen's discussion focuses on the importance of setting up a reliable ac-
counting system to stimulate honesty and trust. A great deal of detail is provided regarding the systems
to track performance of clients, fieldworkers and implementing agencies.

Finally, Mr. Jackelen emphasizes the need for adjusting and adapting the credit program based on data
gathered from the accounting system and other information gathering methods. He illustrates the value
of viewing a credit program as a cycle into which information is constantly fed and assessed, as a means
for re-designing the program to better serve the needs of clients and to achieve sustainability.
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The videotape is accompanied by 21 charts and checklists, illustrat-
ing the points Mr. Jackelen emphusizes. These are printed on 8 1/2"
X 11" sheets of paper which can be used as transparencies on an

overhead projector

Methodology

The information is provided in the format of an informal lecture,
with Mr. Jackelen moving from topic to topic with the aid of check-
lists that appear on the screen as he talks. For the most part, he

speaks in general terms about credit programs, {requently referring
to the experiences of the Grameen Bank in Asia and AITEC in Latin
America as models from which we can all learn.

Adaptability

Since the discussion focuses broadly on Third World credit programs, the videotape would be useful for
English-speakers in all regions of the world.

Mr. Jackelen's discussion is easily broken up into sections (..e., identification, design, implementation
and recovery/viability). This format lends itself to using the videotape in segments within a training pro-
gram, phasing the relevant parts of the tape intn the curriculum as the topic is discussed.

M 7]
FOR: CHARTS AND FORMS:
O Client training L )
@ Staff training O Loan applications 1 Training needs O Break-even analysis
0O Loan agreements assessments O Cash-fiow analysis
TO: 0O Community surveys O Training course 0O Balan:e sheets
O Raise awareness of O Feasibility studies evaluations O Profit/loss
business skills O Performance analysis O Training plans statements
O Support group
formation INFORMATIONON:  TRAINING TOOLS:
@ Develop financial
management skills B Loan administration O Lino drawings O Poster stories
O Encourage business | O Development of B Charts and graphs O Board games
expansion credit and/or savings O ‘Fill-in-the-blank’ O Casa studies
O Train trainers groups forms 0 Bibliography
W Strengthen project 0O Hand-outs
management
@ Design and manage
crediprograme  TREREINN
BY:
O Trainers
@ Field staff
O Client groups
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LLOAN ADMINI-

STR ATl ON Author: Richard A. Neis

MANUAL: Available from:

PROCEDURES, 1522 K Street, NW, Suite 202
GUIDELINES Washington, D.C. 20005 USA

AND Telephone: 202-347-2558  Fax: 202-682-1637
TECHNIQUES Contact person: Peter Gubser

Number of pages: 122pp Publication date: 1988
Languages: English and Arabic

Published by:
American Near Eagt Price: Cost of reproduction and handling

Refugee Aid (ANERA)

Format: Loose-leaf binder

Description

Developed to strengthen the organization, management and operations of Palestinian cooperatives in the
West Bank and Gaza, this manual was designed for agricultural cooperatives that are providing interme-
diate (3 to S year) term loa:s to their members.

The manual includes in-depth coverage of many aspects of credit adininistration: the loan application
procedure, processing and evaluvating loan applications, approval of loans, legal documentation needed,
loan disbursement and payment records, supervision and monitoring of loans, collection procedures and
techniques, and loan portfolio management. It incorporates advice based on lessons leamed by the
Cooperative Development Project in administering the West Bank and Gaza credit program.

There are 27 sample forms, notices and reports provided, including: Loan applications and agreements,
promissory note, guarantee agreement, payment due notices, credit reports, and loan activity reports.

Methodology

Presented as a reference manual, detailed explanations ar: provided for each step of the loan administra-
tion process, referring primarily to the completion and analysis of forms provided in the appendix. The
narrative also incl’:.'2s a great deal of advice on such topics as interviewing and evaluating clients, func-
tions and responsibilities of Boards of Directors, staff and loan committees.
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The manual is written to comprehensively cover the nuts and bolts
of a credit program. The writing style is dry and to the point. No ex-
amples, anecdotes or case studies are employed. It is concemed with
the “what" and “how” of loan programs, but does not explore *“‘what
if"* situations or ways of responding to special needs of different

clients.

Adaptability

Much of the step-by-step information about credit administration
contained in this manual could be revised and inserted into your
own credit programs. The various check points and lists of questions to ask, forms to have on hand, etc.,
could effectively be used to remind staff of elements of programs that might otherwise be overlooked
during the establishment or review of a credit program.

The focus in the manual would need to be adapted for any lending activity that differs from the interme-
diate term loans to small or medium-sized borrowers served in ANERA's West Bank and Gaza projects.
It would also need to be adapted for those who cannot justify collecting the amount of documentation
on borrowers and loan procedures recommended here.

For those working with mixed groups or groups of women, language from the book would need to be
changed since primarily male pronouns are used to refer to credit officers and applicants.

FOR: CHARTS AND FORMS:

O Client training .

B Staff training W Loan applications  [J Training needs O Break-e *n analysis

@ Loan agreements assessments O Cash-fiow analysis

TO: O Community surveys ([J Training course 0OJ Balance sheets

O Raise awareness of OJ Feasibility studies evaluations O Profitloss
business skills @ Performance analysis (I Training plans statements

0O Support group
formation INFORMATIONON:  TRAINING TOOLS:

@ Develop financial
management skills @ Loan administration (I Line drawings O Poster stories

O Encourage business | O Development of B Charts and graphs O Board games
expansion credit and/or savings B ‘Fillin-the-blank' O Case studies

O Train trainers groups forms O Bibliography

@ Strengthen project O Hand-outs
management

B Do manecs |y
credit programs

ay: Based on experience in: West Bank ang Gaza

O Trainers

@ Field staff

{3 Client groups
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LOAN

APPRAISAL: SEEP Network, /o PACT, I
INTERVIEW 777 United Nations Plaza
TECHNIQUES New York, NY 10017 USA

FOR Telephone: 212-697-6222  Fax: 212-692-9748
Q IIDSPKR:"LISDlNG Length: 45 minutes Production date: 1989
MAKING SSE Price: US$20.00

LOANS Languages: English

Format: Video/VHS/NTSC, with accompanying
sheets to use as transparencies with an overhead
Jim Cotter

Description

In this video, Henry Jackelen, financial consultant, discusses how to interview micro-ertrepreneurs to
collect financial information for assessing whether to extend credit. Oriented toward field staff of imple-
menting agencies, the discussion emphasizes the necessity of finding altemative methodologies for cal-
culating risk when conventional financial records are unavailable.

Basing his remarks on the assumption that many micro-entrepreneurs lack written financial records, but
actually know the expenses and income of their businesses, Jackelen provides detailed information
about the types of questions that a fieldwerker might ask to assess the costs and potential of the busi-
ness. While conveying these ideas, Jackelen provides definitions and explanations of such concepts as
gross margin, capital costs, start up costs, fixed and variable costs, and break-even analysis.

In ending, Jackelen explains that financial information is not the sole source for assessing creditworthi-
ness, and that information on marketing and cash flow also need to be obtained.

The videotape is accompanied by 18 charts and checklists, which can be used as transparencies with an

overhead projector. Thiese accompanying materials allow the user to project the major points Mr.
Jackelen emphasizes in his discussion.
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Methodology

The explanation of concepts and themes takes the form of an infor-
mal lecture. Jackelen illustrates the majority of his points using the
example of a chair maker. Many checklists appear on the screen as

he talks.

During the discussion of calculations of different costs, text win-
dows appear on the screen with instructions on how to perform the
calculation. However, rather than appearing as an equation, the in-

formation appears as a narrative, which makes it somewhat difficult
to understand how the calculation is performed. The transparency
sheets accompanying the videotape can be used to clarify and elabo-

rate on these calculations.

Adaptability

Since the discussion focuses broadly on lending to micro-entrepreneurs in the Third World, the video-
tape would be useful for English-speakers in all regions. However, because of its reliance on text win-
dows, it would be difficult to use with groups who are illiterate or newly literate.

FOR: = CHARTS AND FORMS:
O Client training .
B Staff training O Loan applications [ Training needs B Break-even analysis
O Loan agreements assessments @ Cash-flow analysis
TO: O Community surveys [ Training course @ Balance sheets
0O Raise awareness of O Feasibility studies evaluations O Profitloss
business skills O Performance analysis O Training plans statements
O Support group
formation INFORMATION ON:  TRAINING TOOLS:
B Develop financial .
management skills B Loan administration (] Line drawings O Poster stories
O Encourage business | I Development of B Charis and graphs () Board games
expansion credit and/or savings [ ‘Fill-in-the-biank’ O C?S_G studies
O Train trainers groups forms O Bibliography
@ Strengthen project O Hand-outs
management
B Design and manage TR
credi programe
By: The text, Manual for Commercial Analysis of Small Scale Projects by
O Trainers Henry Jackelen (see page B-18) and published by Appropriate
B Field staff Technology International contains many of these financial concepts.
O Client groups
Credit Management B-17
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MANUAL FOR

COMMERCIAL Author: Henry R. Jackelen
ANALYSIS OF :vailabl'e n?rm;hn - .
SMALL SCALE ls?;lm}l;rslﬁe:;wo ogy Intemational
PROJECTS Washington, D.C. 20005 USA

Telephone: 202-879-2900 Fax: 202-628-4622
Contact person:Scott Ripley
Number of pages: 91pp.  Publication date: 1983

Price: US$6.50
Published by:
Appropriate Technology Languages: English
International (ATI)

Format: Bound book

Description

The purpose of this book is to provide field staff with a method for analyzing the survival potential of a
small enterprise project and for determining how long it will need outside assistance. The assessment is
focused on financial viability. It does not incorporate a cost-benefit analysis, nor does it include tools for
assessing the economic impact of the project.

The author emphasizes the importance of thoroughly documenting the production process and includes
a case study which documents the production processes of two organizations. In the appendix, a form
for collecting production information is also available.

The rest of the book concentrates on explaining and demonstrating calculations for: Capital, fixed, vari-
able and start-up costs; Calculating total capital requirements; Price, distribution and marketing (as a
means for estimating projected income); Break-even analysis; and Cash-flow analysis. Each of these
sections begins with an explanation of the concept, mentions some factors to take into consideration
when undertaking the calculation, and uses 2 examples to demonstrate calculations (from groups in
Indonesia and the Cameroon). The appendices contain forms which you can use to insert your own in-
formation and perform the calculation.
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Methodology

The manual is seli-paced and self-instructional. While many terms
.are defined and explained in detail, the manual concentrates so
heavily on financial management and calculations, that some prior
knowledge of financial accounting principles would be helpful.

Two case studies are used to illustrate each component of the analyt-
ical process: A project developed with Yayasan Dian Desa
(Indonesia) to produce winged beans as a substitute for soy beans in

making soy sauce; and a project developed with Association Pour
les Initiatives Communautaires Africaines (Cameroon) to instal! and
assemble village processing units to manufacture palm oil.

Adaptability

As stated in the manual’s introduction, the method outlined here is a simplified version of a standard com-
mercial analysis that any bank would use to determine the credit-worthiness of a prospective client. It
would need substantial adaptation to be used by people who have little financial management experience.

IR RECI

FOR: . CHARTS AND FORMS:
O Client training . ,
W Staff training O Loan applications [ Training needs @ Break-even analysis
0O Loan agreements assessments @ Cash-flow analysis
TO: O Community surveys (O Training course O Balance sheets
B Raise awareness of O Feasibility studies evaluations O Profitloss
business skills O Performance analysis O Training plans statements
0O Support group
formation INFORMATION ON:  TRAINING TOOLS:
W Develop financial
management skills ® Loan administration [ Line drawings O Poster stories
O Encourage business | [ Development of O Charts and graphs O Board games
expansion credit and/or savings @ 'Fill-in-the-blank’ @ Case studies
O Train trainers groups forms O Bibliography
B Strengthen project O Hand-outs
management
B Design and manage
crediprogams  [TRIIEEN
BY: Adaptations: The information in this book is also used as the basis for
3 Trainers Computer Analysis of Small-Scale Production Projects (CARE) and for
B Field staff the video, Interview Techniques for Appraising Risk and Making SSE
O Client groups Loans (SEEP).
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A MANUAL OF

VILLAGE Author: John K. Hatch

BANKING FOR Available from:

COMMUNITY 01 King Stret.

LEADERS AND Alexandria, Virginia 22314 USA
PROMOTERS Telephone: 703-836-5516 Fax: 703-836-5366

Contact person: Katherine Ann Miller
Number of pages: S6pp. Publication date: 1989

Published by: Languages: English, Spanish and French
Foundation for .
International Community Price: US$10.00
Assitance (FINCA) Format: Loose-leaf binder

Description

This manual is a self-instructional guide for field staff, extension workers, promoters and small groups
wishing to set up a village bank. Because the size of loans is small and the eligibility process fairly sim-
ple, the village bank model described here lends itself to supporting basic economic activities in (pri-
marily) rural settings.

The introduction describes the characteristics and basic operating procedures of a village bank. It clari-
fies, as well, the range of lending intended; i.e., the bank described makes loans of $50 -$300.

The first 4 chapters include a step-by-step guide to holding meetings in order to explain the bank con-
cept, elect an organizing committee, collect savings, prepare and approve by-laws, explain and imple-
ment the bookkeeping system, and formally inaugurate the bank and loan distributions. The next 2
chapters deal with intemal operating issues, such as: management issues, visitation schedules, options
for investing savings (i.e., opening a commercial bank account, financing a group business or re-lending
funds to members). The final chapter describes an end-of-cycle meeting, during which the initial loan is
paid back to the donor agency and a new loan cycle is initiated.

Methodology

This manual relies on and explains the model of community or village banks. While this model is not
identical everywhere, its basic principles generally involve: a community association of up to 50 mem-
bers (usually women) who meet once a week or once a month and are provided with small self-employ-
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ment loans to promote the creation of family savings for sustained
self-sufficiency. Another important element of the village bank is
the extent to which the model encourages self-sufficiency of partici-
pants in defining and controlling the credit. Mechanisms to achieve
this include: Election of committee members and officers by vil-
lagers; By-laws written by members; Loan agreements dictated and
signed by committees and members.

In this manual, the process of holding meetings to set up the bank
and administer loans is explained in great detail. Materials needed
for each meeting are listed, step-by-step instructions and approxi-
mate duration for specific explanations to be given and tasks to be
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accomplished are also provided, as well as several sample forms.

It is stated at the outset of the manual that women are usually the founding members of village banks,
and the text is written along the lines of that assumption. The language used in the manual is very sim-
ple and accessible, and several graphics are used throughout to illustrate key points.

Adaptabillity

In the process described in this manual, the initial loan fund is donated by a sponsoring agency, and a
promoter is involved in monitoring and assisting the community. Nevertheless, it would be fairly easy to
adapt the process described for starting a community bank to other situations.

FOR: CHARTS AND FORMS:
B Client training . . .
[ Staff training O Loan applications [ Training needs O Break-even analysis
B Loan agreements assessments 0 Cash-fiow analysis
TO: O Community surveys [ Training course O Balance sheets
[ Raise awareness of O Feasibility studies evaluations O Profitloss
business skills O Performance analysis O Training plans statements
B Support group
formation INFORMATIONON:  TRAINING TOOLS:
B Develop financial
management skills CJ Loan administration W Line drawings O Poster stories
O Encourage business | B Development of B Charts and graphs  CJ Board games
expansion credit and/or savings O ‘Fill-in-the-blank’ O Case studies
W Train trainers groups forms O Bibliography
B Strengthen project O Hand-outs
management
@ Design and manage m
credit programs
BY: The community or village bank model has been adapted by various
@ Trainers agencies, including CRS, CARE, Save the Children, Freedom from
@ Field staff Hunger and Katalysis.
O Client groups

Credit Management
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Author:

ACCION Intemational/
AN The Calmeadow Foundation
OPER ATIONAL Available from:

The Calmeadow Foundation ACCION Intl.
GUIDE FOR Suite 2000 130 Prospect St.
MICRO- 95 Wellington St. West Cambridge, MA 02139
E NTE R P R | S E Toronto, Ontario MSJ 2N7 USA
PROJECTS Canada Telephone: 617-492-4930

Telephone:416-362-9670 Fax: 617-876-9509
Fax: 416-362-0069

Also available from PACT Media Services. See page D-5

for special ordering information.
Contact person:Marge Clarkson (Calmeadow)
Published by: Elizabeth Rosenberg (ACCION)
ACCION International/
The Calmeadow Foundation Number of pages: 98pp Publication date: 1988

Languages: English (Spanish edition due early 1991)
Price: US$15.00 (ACCION); CAN$17.00 (Calmeadow)
Format: Bound book

Description

Developed as an introductory guide to the planning and implementation of micro-enterprise programs,
this book focuses on 3 types of assistance: credit, management training and the formation of associa-
ticns. It can be used by staff members of technical assistance agencies, cooperatives, community associ-
ations, government agencies and other institutions working with informal sector activities in field-based
projects.

After providing a short overview of characteristics of informal sector businesses, steps in planning and
implementing projects are discussed. These include: carrying out a feasibility study to Icam about the
micro-enterprise environment of a community, criteria for determining whether to provide assistance to
groups (called solidarity groups) or individuals, staffing, financial requirements, setting up a loan fund
and outreach.

The next sections deal specifically with setting up solidarity groups and administering loan programs.
Eligibility requirements, step-by-step guidclines for organizing orientation meetings, credit policy re-
quirements and ongoing training of borrowers are discussed. Individual loan projects and micro-enter-
prise associations are also included.

The following section, on project management, outlines the responsibilities that a centrai or ‘headquar-
ter’ office must assume. It also deals with the issue of project expansion, through the creation of an um-
brella organization or branch offices. The section on project monitoring and evaluation reviews indica-
tors of changes in a business and of community impact, and then delineates the specific elements that an
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evaluation should measure. The guide closes with a chapter on fi-
nancial reporting and 2 appendices that contain formats for monthly
statistical reports and programmatic financial reports.

Methodology

This guide is most appropriate for a technical assistance agency that
offers, or is considering the possibility of developing, a credit
assistance program. It provides helpful hints, listings of criteria and

characteristics, ‘laundry lists’ of lessons leamed, and other succinct
types of advice in respect to a wide variety of micro-enterprise
issues. It distills the experience of numerous ACCION affiliates throughout the Americas, and reflects
the methodology of attempting to reach as many poor clients as possible through programs that can
become financially self-sufficient.

Adaptability

As stated in the introduction, instead of providing a step-by-step recipe, the guide outlines an approach
and methodology that have been successful in diverse cultural and economic settings. Most of the ex-
amples cited reflect experiences in Latin America, but the language is genera! and, for the most part, ap-
plicable in various countries and regions.

FOR: CHARTS AND FORMS:
O Client training . .
W Staff training O Loan applications O Training needs O Break-even analysis
O Loan agreements assessments @ Cash-flow analysis
TO: @ Community surveys [ Training course @ Balance sheets
@ Raise awareness of O Feasibility studies evaluations O Profitloss
business skills @ Performance analysis O Training plans statements
8 Support group
formation INFORMATION ON:  TRAINING TOOLS:
@ Develop financial
management skills @ Loan administration ([ Line drawings O Poster stories
OJ Encourage business | ) Development of O Chans ard graphs O Board games
expansion credit and/or savings O ‘Fill-in-the-blank' B Case studies
O Train trainers groups forms O Bibliography
W Strengthen project O Hand-outs
management
B Design and manags
credit programs m
BY: Based on experience in: Latin America
O Trainers
W Field staff
O Client groups
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Author: Jeffrey Ashe

OPERATIONAL b fro
Available from:

MANUAL FOR Freedom from Hunger Foundation

VILLAGE-BASED 1644 Da Vinci Court

INCOME PO Box 2000

GENERATING Davis, Califomia 95617 USA

PROJECTS Telephone: 916-758-6200 Fax: 916-758-6241
Contact person: Judith Vulliet
Number of pages: S1pp. Publication date: 1988
Languages: English

Published by: Price: US$7.50 (Add US$4.50 for intemational airmail
Freedom From Hunger service)
Foundation

Format: Spiral-bound book

Description

This manual provides guidelines for assessing village needs and making financial projections in order
to design a credit program. It also provides tools and advice for staffing, carrying out and monitoring
the loan fund. It is designed for use by project managers and field staff, and is based on the community
banking model.

The Field Researci; Guide, in the first section, provides detailed instructions and guidelines for design-
ing the needs assessment, selecting the sample population and and carrying out interviews. Sample
questionnaires and examples are provided. This section is followed by a detailed account of how to
evaluate the information collected in order to project the performance of the loan fund and develop the
project design.

A nine-step process for implementing the loan fund is described. Each step contains ideas on potential
problems, questions that organizers or managers should ask themselves, key points to discuss with dif-
ferent members of the constituency, and indicates who should take responsibility for various tasks.

The section on monitoring and evaluation includes forms for collecting and analyzing quantitative and
qualitative data on the performance of the village banks. It lists questions to ask at a bi-annual meeting
to assess lessons learned and recommendations for the future. Suggested interview questions to use with
village bank committees and individual borrowers during annual evaluations are also provided.

Annexes include: A sample training workshop format for training intervicwers (which also includes
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hand-outs); Sample interview with a village development committee
in Sierra Leone; Outline of a needs assessment report; Needs
Assessment Questionnaire to use with community leaders; Case
study of the Grameen Bank (Bangladesh); and, Profiles of success-
ful micro-credit lending programs.

Methodology

The manual is written in straightforward, uncomplicated language,
and the concepts are clearly presented. Step-by-step instructions,
pointers, lessons from experience and many samples are provided
for individuals or groups using this manual. The information is
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geared toward village-level lending to small borrowers, and assumes that village banks and committees
will be established and that the loan fund is aiming for self-sufficiency.There is a strong emphasis on
collecting adequate information and using the data to design and manage the program. This is supple-
mented by a concentration on developing analytic skills and abilities to forecast loan performance.
Attention is paid to collecting information about and analyzing the different roles and responsibilites
that men and women undertake.

Adaptability

The manual contains useful step-by-step information and formats for rural programs throughout the

Third World.

i cov

FOR: CHARTS AND FORMS:
O Client training . .
W Staff training O Loan applications  [J Training needs O Break-even analysis
(J Loan agreements assessments O Cash-flow analysis
TO: @ Community surveys [ Training course CJ Balance sheets
O Raise awareness of O Feasibility studies evaluations O Profitloss
business skills W Performance analysis B Training plans statements
O Support group
formation INFORMATIONON:  TRAINING TOOLS:
@ Develop financial
management skills B Loan administration [ Line drawings O Poster stories
O Encourage business | 3 Development of O Charts and graphs O Board games
expansion credit and/or savings B ‘Fill-in-the-blank' B Case studies
O Train trainers groups forms O Bibliography
B Strengthen project O Hand-outs
management
@ Design and manage o
credit programs
8y: The manual utilizes the community or village banking mode! (see
O Trainers publications on pages B-2, B-8 and B-20).
B Field staff
O Client groups Based on experience in: Nepal, Thailand, Sierra Leone, Kenya, Mali,
Honduras, Ecuador and Bolivia.

Credit Management
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PROGRAMA DE

GRUPOS Author: Diego Guzman and Carlos Castello
SOLIDARIOS Available from:

ACCION International
PARA TRABAJA- 130 Prospect Streot.
DORES INDE- Cambridge, MA 02139 USA
PENDIENTES Telephone: 617-492-4930 Fax: 617-876-9509

Contact person: Elizabeth Rosenberg
Number of pages: 60pp. Publication date: 1989

Published by: Languages: Spanish
Asociacion Grupos Solidarios
de Colembia and ACCION Price: US$10.00

Internacional Tecnica/AITEC

Format: Photocopied pages in 3-ring report with vinyl cover.

Description

This third version of the Guide for Implementing Solidarity Group Programs for Informal Sector
Workers resulted from a 1988 seminar for 25 participants, representing 15 groups in Colombia. It de-
scribes the process of forming, extending credit to, iraining, providing ongoing assistance to and moni-
toring solidarity groups.

The section on forming the solidarity group describes criteria for members, and the key information to
be covered during 3 meetings with potential participants. The section on extending credit contains infor-
mation on distribution of loans, loans used for working capital, and loans used for acquiring fixed assets
or improvements to the workplace.

Training plans, materials and conditions are covered in two chapters. The first focuses on the type of
training required before and after extending credit. Suggested course outlines are provided, including
the objectives, themes, specific points and training methodologies to be used. The second training-ori-
ented chapter describes the contents of and methodology for using Working Notebooks for Micro-en-
trepreneurs, including sections on marketing for store owners, marketing for manufacturers, human rela-
tions, organizational management, investments, accounting systems and systems for tracking costs.
These are followed by chapters on follow-up, technica’ assistance and evaluation, the savings compo-
nent and structure of the program.

There are also definitions of and policies i~r administering a revolving loan and a guarantee fund. The
closing chapters cover the structure of the program — including a delineation of the responsibilities of
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the Board of Directors, the Executive Director, field staff and trainers
— and recommended methodologies for reporting on the project.

Methodology

The manual concentrates on the steps that need to be undertaken to
form solidarity groups and some of the considerations that project
planners must take into account during the formation of the groups.

It provides examples from actual projects.

Adaptabillity

The instructions provided here are very specific. No information or ideas are given on how to adapt
these based on special needs of different groups or cultures. However, one could use this as a foundation
and incorporate their own cultural or situation-specific adaptations.

Credit Management

FOR: CHARTS AND FORMS:
O Client training
W Staff training O Loan applications [ Training needs O Break-even analysis
O Loan agreements assessments O Cash-flow analysis
TO: B Community surveys O Training course O Balance sheets
O Raise awareness of O Feasibility studies evaluations O Profit/loss
business skills @ Performance analysis @ Training plans statements
B Support group
formation . .
O Develop financial INFORMATION ON: TRAINING TOOLS:
management skills O Loan administration O Line drawings O Poster stories
O Encoursge business | 8 Development of O Charis and graphs O Board games
expansion credit and/or savings O ‘Fili-in-the-blank’ O Case studies
8 Train trainers groups forms O Bibliography
@ Strengthen project O Hand-outs
management
@ Design and manage
credit programs “‘
BY: The solidarity group model has been widely used by other NGOs
B Trainers working on credit or micro-enterpnse projects, including ASEPADE
B Fleld staff (Honduras) a:«d PRODEM (Bolivia).
O Client groups
Based on experience in: Colombia
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SMALL

E NTERPR | S E Author: Anne F, Ritchie and Nicholas Ritchie

DEVELOPMENT Avalbl rom
IN WE\T AFRICA 660!‘1!"3! A;/enue
New York, New York 10016 USA

Telephone: 212-686-3110 Fax: 212-696-4005

Contact person: Alexa Berghager
Number of pages: 263pp.
Publication date: 1985
Published by: Price: US$5.00
Partnership for Productivity .
(PIP) Languages: English

Format: Photocopied sheets

Description

This manual is based on i “P’s experience in extending credit to micro-entrepreneurs in northem Liberia.

The first major section of the manual provides an overview of the program. The approach to extending
credit described involves S steps: Request for the loan; Analysis of the activity’s feasibility and the en-
trepreneur’s character and financial resources; Preparation and processing of the loan application;
Follow-up; and Post loan evaluation. The specific uctivities within each of these steps are identified in
detail.

Within this £i7st section, PfP’s strategy for adapting the Saveway Savings Scheme, designed by Oxfam
U.K., is described. The scheme aims 10 envourage and enable small scale business people and farmers to
save regularly, in order to accumulate investment capital and reduce dependence on credit. The scheme
uses a pictorial system with stamps to facilitate che participation of illiterate people. Local people are
elected as officers, and run the scheme with assistance from an extension agent. (A complete packet of
procedures and forms for operating this scheme are provided in one of the appendices.)

In the section on “Techniques,” a detailed explanation cf carrying out a feasibility study is provided, fol-
lowed by a description of PfP's management training. An attempt is made to systematize training by
providing extension agents with a set of ‘Consulting Topics' and management ‘tools’ which can be
phased into work with clients as needed. For esch Consulting Topic (such as planning/organization,
working capital management, costing, pricing, profitability), a set of financial or narrative tools have
been developed. The tools generally take the form of a worksheet, a problem diagnosis chart, a financial
form or record, or a report tailored to a specific issue.
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The last section deals with the design of the service delivery strate-
gy. It discusses area wide coverage vs. focused coverage, issues of
transport for, recruitment and training of field staff. A sample 6-
week curriculum for field staff training is included. Information is
~ also provided about how PfP introduces its service, develops its

client portfolio and monitors the credit service.

Methodology

The information in the manual is presented in narrative form, func-
tioning as an operational reference tool. It is written in a straightfor-

ward, easily understood style. There are no illustrations or activities,
nor does the manual include headlines or other design features to direct the reader’s attention to key
points. Nevertheless, many ‘fill-in-the-blank’ reporting and analysis forms are included which can be

adapted or tailored for similar ongoing programs, or to use in training sessions.

The authors clarify that the program described here is oriented toward individual entrepreneurs (taking
into account the difficulty in achieving group formation in Liberia) and involves a consulting relation-
ship between extension agents and applicants.

Adaptabllity

The authors clearly indicate which aspects of the program have been designed to suit the socio-econom-
ic, geographic and cultural realities of Liberia. This type of information facilitates the adaptation of the
procedures to other projects, since it highlights the types of considerations one nesds to take into ac-
count in design and implementation.

FOR:
O Client training
@ Staff training

TO:

O Raise awareness of
business skills

O Support group
formation

B Deveiop financial
management skills

O Encourage business
expansion

O Train trainers

B Strengthen project
management

8 Design and manage
credit programs

8yY:

O Trainers

8 Field staff

O Client groups

CHARTS AND FORMS:

@ Loan applications

8 Loan agreements

O Communtty surveys
O Feasibility studies

B Performance analysis

@ Loan administration
O Development of
credit and/or savings

groupe

O Training needs
assessments

O Training course
evaluations

@ Training plans

INFORMATIONON:  TRAINING TOOLS:

O Line drawings

O Charts and graphs

B ‘Filk-in-the-blank’
forms

O Hand-outs

O Break-even analysis

@ Cash-fiow analysis

@ Balance sheets

B Profitioss
statements

O Poster stories
O Board games
O Case studies

D Bibliography

ICX

Model.
Based on experience in:

The Saveway Savings Scheme is adapled from the method designed by
Oxfam U.K. and has many similar elements to the Community Banking

Liberia
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VILLAGE

|NDU STRY Author: Barbara Eisinger and Erik Nielsen
SERVICE: Available from:
. VIT
ENTREPRENEUR [ 1815 North Lym strer
Suite 200, PO Box 12438
Qg:ﬂgATlON A:h!:mn. VA gg;w-siss USA

Telephone: 703-276-1800 Fax: 703-243-1865
Contact person: Henry Norman
Number of pages: 145pp. Publication date: 1989

Languages: English
Published by:
Volunteers in Technical Price: Contact VITA for exact price information
Assistance (VITA)

Format: Photocopied sheets

Description

This guide to administrative procedures for responding to requests for, and authorizing, loans for small
and medium sized enterprises was developed for VITA's Village Industry Service (VIS) staff in an effort
to standardize information collected in all VIS offices and to assemble the data needed by Zambian
banks to approve or reject loan applications. This process is specifically designed for a Credit Guarantee
Scheme, where ihe NGO is working in conjunction with a commercial bank, to prepare entrepreneurs to
receive loans.

Seven steps are described in great detail: 1) Initiation of action form in response to receipt of application
letter; 2) Request for preliminary financial and personal information from borrower; 3) Prepare
borrower’s information for screening; 4) Analysis and decision on whether to reject, refer, accept or
modify the request for a loan; S) Collection of information (via additional forms and site visits) to
clarify production process, to submit information to the bank that qualifies the borrower for a loar: under
the Credit Guarantee Scheme, to assess the extent of the market, and to undertake a comprehensive
financial analysis; 6) All forms and supporting documents sent to the bank for approval of loan; 7)
Receipt of bank approval.

Methodology

The step-by-step instructions are very detsiled, including sample letters and file forms for every action
necessary. For instance, sample acknowledgement and rejection letters, with spaces to “fill in the
blanks" with appropriate names and comments, are all provided. '
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While the documentation provided here forms a comprehensive set
of materials, the amount and complexity of information collected is
considerable. Advanced financial concepts and calculations, such as
Risk-Margin Index, Debt-Service-Coverage Ratio and Intemal Rate
of Retum are explained and must be fully understood to be able to
undertake the various types of analysis required. It is appropriate for
small or medium size enterprises, either individually or collectively
owned.

The example of Mr. Bornwell Banda, the owner of a carpentry
workshop in a Zambian village, is introduced at the beginning of the
manual and is used to illustrate how each form is filled in and what
considerations need to be taken.

Adaptability

Many of the instructions or comments refer specifically to the business environment and lending policy

of the Credit Guarantee Scheme in Zambia.

Nevertheless, there are many forms and procedures which could be adapted. The idea of systematizing
letter of acceptance, acknowledgement, rejection, etc., is one that could be adapted to streamline many

programs and projects.

FOR: CHARTS AND FORMS:

[J Client training

B Staff training @ Loan applications [ Training needs O Break-even analysis

O Loan agreements assessments O Cash-flow analysis

TO: O Communtity surveys (O Training course O Balance sheets

OJ Raise awareness of O Feasibility studies evaluations O Proffloss
business skills @ Performance analysis [ Training plans staiements

O Support group
formation INFORMATIONON:  TRAINING TOOLS:

B Develop financial
management skills W Loan administration ([ Line drawings O Poster stories

O Encourage business | 1 Development of O Charts and graphs U Board games
expansion credit and/or savings @ ‘Fil-inthe-bisnk' O Case studies

O Train trainers groupe forms O Bibliography

@ Strengthen project O Hand-outs
management

@ Design and manage
credtprograme AN

av: Based on experience in: Zambia

O Trainers

W Field staff

O Client groups
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TRAINING RESOURCES
FOR GROUP BUILDING AND
TRAINING OF TRAINERS

introduction

The three training manuals in this section do not, for the most part, deal specifically with small enter-
prise development or credit delivery. They are included in this directory, however, because the skills and
approaches encompassed in the manuals are directly relevant to working with entrepreneurial or pre-en-

trepreneurial groups.

Entrenando a Empresarios (PADF) provides background and theory related to working with adult leam-
ers and using non-formal education approaches. It explains, in more detaii than most manuals, the
framework for participatory training.

The other two manuals, Learning to Teach (Save the Children/OEF International) and Women Working
Together for Personal, Economic and Community Development, (OEF International) provide specific
training activities oriented toward diverse leaming objectives: group dynamics, setting goals and objec-
tives, problem analysis, leadership and planning. These are useful both in terms of the approaches and
background information that they supply on the ways that adults leam, as well as in providing a reper-
toire of activities that can be inserted into or adapted for your own training programs.

Because they deal generally with training approaches and training of trainers, these manuals are adapt-
able to work with varying levels of business owners and activities.
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ENTRENANDO A

Author: Si i i
EMPRESARIOS uthor: Sistema de Asistencia Empresarial de Honduras

Available from:

Pan American Developiaent Foundation
1889 F Street, NW

Washington, D.C. 20006 USA

Telephone: 202-458-3969 Fax: 202-458-6316
Contact person: Lewis Townsend
Number of pages: 210pp.  Publication date: 1985

Languages: Spanish
Published by: guae P
Pan American Price: US$12.60
Development
Foundation Format: Spiral bound book

Description

This guide can be used in training of trainers in participatory techniques for work with micro-enterprise
projects.

The guide begins with an overview of approaches that are most effective in micro-enterprise development
training programs. It also provides a brief introduction to non-formal educational theory related to learn-
ing styles of adults, use of participatory approaches, and an overview of different training techniques.

The design, implementation, strengths and weaknesses of four specific methods are described in detail:
Structured experiences (including games and simulations), group discussions, case studies/critical inci-
dents and lectures or presentations. One example each of a dramatization, a case study and a structured
activity is provided in the appendix. The situations for which each method is most appropriate are also
outlined. A variety of general considerations for trainers receive attention, including how to respond to
situations that frequently arise in training settings (such as inattention, challenges from participants,
etc.) and the use of humor.

The final parts of the book concentrate on providing effective and appropriate technical assistance and

advice. Much of the advice in this section relies on common sense approaches, such as the reminders to
listen well and ask questions.
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Methodology

This guide is designed for the field worker or program staff who al-
ready has experience and knowledge of SED programs, but needs
background and ideas related to participatory training. The guide fo-

ALL BUSINESS LEVELS

cuses on the general design and practice of participatory workshops
for adult leamers, rather than concentrating specifically on micro-
enterprise development. The final sections, dealing with technical
assistance, are more specifically related to small enterprise and
credit programs.

BE

Information is conveyed, primarily, through the narrative, supplemented by several charts and sample

questionnaires. There are few actual examples or training activities provided.

Adaptabillity

This guide provides useful information for anyone interested in designing non-formal education training
sessions in any discipline (not just small enterprise development). As such, the user would have to in-
corporate specific SED topics and/or skill training into the general framework outlined in this guide.

FOR: CHARTS AND FORMS:

O Client training . .

W Statf training O Loan applications (] Training needs O Break-even analysis

O Loan agreements assessments O Cash-flow analysis

TO: O Community surveys 03 Training course CJ Balance sheets

O Raise awareness of O Feasibility studies evaluations O Profitioss
business skills O Performance analysis [ Training plans statements

O Suppont group
formation INFORMATION ON:  TRAINING TOOLS:

O Develop financial
management skills @ Non-formal educa-  (J Line drawings D Poster stories

O Encourage business tion techniques @ Charts and graphs O Board games
expansion @ Non-formal O 'Filin-the-blank' T Case studies

@ Train trainers education theory forms O Bibliography

O Strengthen project O Hand-outs
management

O Design and manage
credit programs n

8yY:

@ Trainers

@ Fleld staff

O Client groups
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Author: Jane Vella

LEARNING TO Avallable fro
. vailable from:
TEACH: Save the Children Federation  OEF International
TRAINING OF PO Box 950 1815 H Street, NW, 11th Fl.
TRAINERS FOR Westport, CT 06881 Washington, D.C. 20006
Telephone: 203-221-4024 Telephone: 202-466-3430
cD;g\h/AEM Lé';' TENT Fax: 203-222-9176 Fax: 202-775-0596
L M Also available from PACT Media Services. See page D-5
for ordering information.
Contact person: Betsy Campbell (Save);
Nena Terrell (OEF); Robert Sutherland (PACT)
Published by: Number of pages: 80pp. Publication date: 1989
i -
saveé’g_.%’;’;”;’;;ﬁ Price: US$12.50 (See page D-5 for shipping charges.)

Languages: English
Format: Bound book

Description

A 10-day workshop for training trainers in adult education techniques to use in community development
work is described in this manual.

Each of the 25 training sessions described in the manual helps facilitators to build skills and acquire
techniques useful to participatory training for adult leamers. Sessions are focused on: Setting objectives;
How adults learn; Respect and safety; Problem posing; Using pictures, sociodramas and stories; Seven
steps of planning; Open questions; How groups work; Setting tasks; Meeting resistance; Leaming needs
analysis; Feedback; Accountability; and Evaluation of leaming.

Methodology

A participatory methodology is employed in the book, based on the principle that people leam experien-
tially. While it is not specifically oriented toward small enterprise development, the techniques can ef-
fectively be employed by field staff who are functioning as credit officers or technical assistance

providers to income generating projects.

Each training session described indicates the time, objectives, materials and steps that should be under-
taken for the activity. Notes to the facilitator, with helpful hints and experiences from actual training
sessions, are also included. A section in each training activity description called “Proof of Leaming,"
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highlights the specific results that trainers should look for to deter-
mine whether participants have incorporated the oljectives of the

session

While some of the sessions require reading skills, the majority of
activities can easily be used or adapted for working with illiterate or

newly literate groups.

Adaptabiliity

B8

The skills and techniques described in the manual are adaptable to virtually any region of the world, as
well as to diverse groups. While the sessions are designed for training of trainers, the book would also
be a useful reference for any facilitator who regularly works with groups and is interested in additional
techniques for eliciting participation and working with adult learners.

FOR: CHARTS AND FORMS:
0 Client training .
W Staff training O Loan applications [ Training needs O Break-even analysis
O Loan agreements assessments 0 Cash-flow analysis
TO: O Community surveys W Training course O Balance sheets
O Raise awareness of O Feasibility studies evaluations O Profithoss
husiness skills O Performance analysis B Training plans statements
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Author: Suzanne Kindervatter

WOMEN Available fro
go i vaila m:
WORKING OEF Intemational
TOGETHER FOR 1815 H Strect, NW, 11th Floor
PERSON AL’ Washington, D.C. 20006 USA
ECONOMIC AND Telephone: 202-466-3430  Fax: 202-775-0596
COMMUNITY Contact person: Nena Terrell
DEVELOPMENT Nuriber of pages: 104pp.
Publication date: 1988 (2nd edition)
Languages: English, Spanish and French
' Price: English - US$11.00; Spanish and French - US$13.00
Published by: (See page D-5 for shipping charges.)
OEF International

Format: Bound book

Description

Women Working Together provides a framework and activities that can be used by fieldworkers or ex-
tension agents as a tool for organizing groups of women to identify critical life issues and to formulate
action strategies that address problems or obstacles identified.

Eighteen training activities are included in the book, divided into thematic sections. The book begins
with activities related to group formation, then moves into a section that covers personal values, re-
sources and goal setting. This is followed by activities that focus on generating and assessing micro-en-
terprisc activities, and on working together in groups. The sections on family relationships and the com-
munity address a number of issues through training activities including: ways of finding more time,
identifying sources of credit, leadership, an interactive way to perform 2 community needs assessment,
planning skills, Two activities on womes's legal rights form a section, and the book closes with training
activities to generate responses to the question, “Where do we go from here?”

Methodology

Numerous participatory training approaches to group wdrk are utilized in this manual. Use is made of
line drawings, poster stories, role plays and other interactive methodologies to build self-esteem and
self-confidence.

(o] Group Building/Training of Trainers



While this manual does not deal entirely with small enterprise issues
(although there are at least 8 sessions that focus on income-genera-
tion), it is useful for pre-feasibility activities with groups that will be
developing small enterprises. The book can be used by fieldworkers
or by groups themselves in their efforts to clarify group purposes
and projects. All of the instructions and materials needed for under-

taking suggested activities are provided.

Many of the activities can be used with illiterate groups without any
adaptation, given the number of activities that depend upon graphics

and stories.

Adaptability

=

\Eg:

i H §

PREENTERPRISE FORMATION

B8

Adaptable in all cultures and settings (i.e., urban/rural) to women'’s lives and work. Many of the activi-
ties could be adapted, as well, for use in mixed groups. The book can be helpful in organizing women
who have never participated in a group. It is also useful for looking at some of the obstacles (i.c., legal,
domestic, etc.) that women may face in trying to successfully operate an income-generating project.
Finally, it contains exercises that could be adapted to situations where women would benefit from con-
sidering non-traditional income-eaming activities.

IECTNEN W

FOR: CHARTS AND FORMS:
B Client training . X
O Staff training O Loan applications (] Training needs O Break-even analysis
O Loan agreements assessments O Cash-flow analysis
TO: 0O Community surveys @ Training course O Balance sheets
B Raise awareness of B Feasibility studies evaiuations O Profitloss
business skills O Performance analysis O Training plans statements
B Support group
formation INFORMATION ON:  TRAINING TOOLS:
O3 Develop financial
management skills @ Non-formal educa- B Line drawings B Poster stories
O Encourage business tion techniques O Charts and graphs ) Board games
expansion & Non-formal O ‘Fil-in-the-blank’ @ Case studies
O Train trainers education theory forms O Bibliography
O Strengthen project @ Hand-outs
management
0O Design and manage
crediprograme AR
BY: Based on experience in: Ecuador, Honduras, Thailand, Morocco and
W Trainers Senegal
O Field staff
3 Client groups
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INDEX #4:
Materials that contain special reference to or materials for
working with women’s and or illiterate groups

Community Bank Leaming Game B-2 Manual of Village Banking B-20
Doing a Feasibility Study A-8 Marketing Strategy  A-18
Faidika A-12 Navamaga A-24
Grameen Bank B-6 Operational Manual for Village Based
Handbook for Development of Savings Projects B-24
Groups B-8 Trickle Up Training Tools A-32
INDEX #5:
Materials that contain loan applications and/or loan agreements:
Community Bank Leaming Game B-2 Loan Administration Manual B-14
Community Banking Promotion Manual B-4 Manual of Village Banking B-20
Facilitator’s Guide: First African SEAD Small Enterprise Development in
Workshop A-10 W. Africa B-28
Handbook for the Development of Savings Village Industry Service B-30
Groups B-8
INDEX #6:
Materials that contain cash flow analysis forms
Bookkeeping Manual A-4 Monitoring and Evaluating Small Business
Computer Analysis of Small Scale Projects  A-20
Projects A-6 Manual for Commercial Analysis B18
Doing A Feasibility Study ~ A-8 Operational Guide for Micro-Enterprise
Hermamientas de Analisis  A-14 Projects  B-22
Loan Appraisal  B-16 Small Enterprise Development in

Manuel de Formation des Paysans  A-16 W. Africa B-28

Indices

0-3
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INDEX #7:
Materials that contain forms for balance sheets and/or profit and loss statements

Apartando las Ovejas A-2 Navamaga A-24
Computer Analysis of Small Scale Ooperational Guide for Micro-Enterprise
Projects A-6 Projects B-22
Herramientas de Analisis A-14 SEAD Workshop A-30
Loan Appraisal Techniques B-16 Small Enterprise Development in
Monitoring and Evaluating Small Business W. Africa B-28
Projects A-20
INDEX #8:
Maierials that contain training course plans and evaluations
Community Bank Leaming Game B-2 Navamaga A-24
Doing a Feasibility Study A-8 Programa de Grupos Solidarios B-26
Facilitator’s Guide: First Africa Programme d’Etudes A-26
Workshop  A-10 SEAD Workshop  A-30
Leaming to Teach  C-4 Small Enterprise Development in
Manuet de Formation des Paysans A-16 W. Africa B-28
Marketing Strategy Training A-18 Women Working Together C-6
Index #9:
Materials that contain case studies:*
Apartando las Ovejas  A-2 Monitoring and Evaluating Small Business
Facilitator’s Guide: First Africa Projects  A-22
Vitkshop A-10 Operational Guide for Micro-Enterprise Projects
FAIDIKA! A-12 B-22
Handbook for the Development of Savings Operational Manual for Income-Generating
Groups B-8 Projects B-24
Herramientas de Analisis  A-14 SEAD Workshop ~ A-30
Manual for Commercial Analysis B-18 Women Working Together  C-6

Marketing Strategy Training ~ A-18

$The term ‘case study’ here refers to any fairly well-developed example or anecdote that is included in
the text for group discussion or to illustrate the carrying out of some procedure. It does not
necessarily indicate the inclusion of a formal case study.
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INFORMATION ON SHIPPING CHARGES

For publications distributed by PACT Media Services, the following shipping

charges apply:
SURFACE AIRMAIL

Zone 1 $2.50 1st book $7.00 1st book
United States $1.00 each add'l. $1.50 each add'l.
Zone 2 $3.50 1st book $7.00 1st book.
Canada/Mexico $1.25 each add'l. $1.50 each add'l.
Zone 3
Central America $3.75 1st book $8.50 1st book
& Caribbean $1.25 each add'l. $1.50 each add'l.
Zone 4
Europe, UK & $5.00 1st book $11.75 1st book
South America $1.50 each add'l. $3.25 each add'l.
Zone 5
Africa, Asia & $5.00 1st book $15.95 1st book
Oceania $1.50 each add'l. $4.25 each add'l.

Quantity discounts for publications ordered from PACT Media Services include the
following:

10% off on order of 10 - 49 assorted copies
15% off on order of SO - 99 assorted copies
20% off on order of 100 or more assorted copies

PLEASE NOTE: The price of Learning to Teach (page C-4) is $13.50 when
ordered from PACT Media Services.

Fc/: additional information on publications available from PACT Media Services,
contact Robert Sutherland at 212-697-6222 (tel) or 212-692-9748 (fax).

Forlbublications distributed by OEF International, the following shipping charges
apply:

USA, Canada and Mexico: Surface mail - Add 20% ‘
Central America: Surface (6-8 weeks) - Add 20%; Airmail add 40%
Other countries: Surface (6 - 12 weeks) - Add 20%; Airmail add 60%

All orders must be accompanied by payr:2at in US Dollars only. Payment must te in
the form of a US bank draft, a purchase «:::2r, or an intcrnational money order.

For additional information on publications available from OEF International, contact
Nena Terrell at 202-466-3430 (tel) or 202-775-0596 (fax).
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COVER SHEET
FOR NEW ENTRIES TO THE SEEP DIRECTORY OF
TRAINING RESOURCES FOR SMALL ENTERPRISE DEVELOPMENT

We hope that you will continue to send us training materials for small enterprise
development (videos, games, computer programs, books, etc.) that you develop and are
willing to make available to the SEEP Network members so that we can periodically update
this directory. It would be ielpful if you include this cover sheet with any materials

forwarded.

Your name

Organization

Informatior: about the publication:

Title of publication

Date
Tel:

Publisher

Address

Distributor &

Address (if
different

from publisher)
Languages

Publication date

Price

Designed for use by

No. of pages

Format

Shipping charges

Additional comments about the material:

(over)



YOUR FEEDBACK ON THE FORMAT, CONTENT AND USEFULNESSS OF THIS
DIRECTORY WILL BE VERY HELPFUL. COULD YOU TAKE A FEW MINUTES TO
ANSWER THE QUESTIONS BELOW?

Very Somewhat Not
useful useful useful

Do you find the descrip-
tions of the materials

Do you find the charts

Do you find the
format/design

‘Do you find the
indices

What suggestions do you have for improving the:

Descriptions:
Charts:

Format/design:

Indices:

Is there any additional information that could be included in this directory to make it more
useful for you? Yes No
If yes, please describe below:

Please return this form to: Elaine Edgcomb, SEEP Network, c/o PACT, 777 United
Nations Plaza, New York, NY 10017 USA (Tel: 212-697-6222)



