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HOW TO USE THIS 8001<

This directory was co~piled to facititlAte th~ Small Enterprise Education and Promotion (SEEP)
Network agencies' access to the training materials that each has devel~ped and finds usefW in small en­
terprise development projects. In the overview, we will clarify our obj.:etives ancl rationale for creating
the directory. But first, some guidelines for fmding and using the infomlation included here:

Locating information in tbis directory:

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

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

3. If you are trying te locate a material by its publisher, refer tei LlJe first index (page 0-1). There are ad­
ditional indices in the D Section to help you locate materials by a variety ofcriteria and u~s.

Understanding information for e,,'ch entry:

1. Each training material is cove~ by a 2-page description.

2. To the right of the title and publishtr of the book, is infonnation about gaining access to the material
(see foUowing section).

3. Eachenlry contains a nanadve describinl the contela and methodology of the training material. We
have auempced to be both thDrouah and concise in describing the contents. In the section on method­
ology, we have included infomlllion about: a} the methodololY til: ,~rlMd ill the material (i.e., a par­
tic:ipalOry IIJPI'OICh, a community bInkinI model. etc.): IS weD IS b} the methodology lUed by tM
1IMIItor, wilhin die traininl marerial itself (i.e., use of p1pbics and line drawings to facUitate work
with illiterate JI'OUps. etc.).

4. The section on adapcability includes some comments on die types of Idaptations users miJht consid­
er to mike this material more suitable in their own contexts. It also includes comments related to
consuaints to Idaptation.

5. In the upper ript-hand comer of the second PIle for each enlry is a 4-pan box with paphic sym­
bols. Refer to PIle iii for a pide to these symbols.



6. Each entry contains a chan with 3 sections on its second page. 'Ibis 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 better 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 field tested. 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 ofsharing and building on ideas and approaches between agen­
cies.

Gaining access to materials:

1. One o( 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 repon binder with a vinyl cover. Agencies have indicated that they
would be willing to fulfUl 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 pubHsher is not always the distributor, and that some of the materials can
be acquired from more than one source. Cleek the area designated 'Available (rom' for addresses
and telephone/fax numbers of distributors.

Keeping current on the availability 01
tninilil resources lor small enterp'" development:

We decided to publish this in loose-leaf tinder (arm so that )'Ou can continue to add information about
available materials. We hope to be able to send updates periodically, and would like to know i( you
would find this useful.

1be fmal page of this directory contains a form (or you to fiB out and retum to us. 'Ibis Conn will func­
tion U I cover sheet for sendina us any new publication that you develop for inclusion in insens to this
directory. It I1so includes space (or you to comment on the format and co~ent of this book. Your feed­
ba.;;: wiD~ much appreciated!

II



Guide to symbols in 4·part box for each entry

Each quadrant in the four~pan box contains images that represent different clements of the material.
Below is a guide to these images:

Upper left-hand box Upper riaht-hand box

The material is self­
instructional or an opera­
tional manual

The material is de­
signed Cor use with
lfOupl/'mdividuals
with lillie or no
busineu experience

The material is desianed
for use in a workshop
s.:ltina The maraial is desianed Cor The maraial i. desianed Cor

use with rnicro-enlaprise use with P"Ouplfmdividuals
IJOUPS or individuals en.aged in smallhnedium­

sized ernerprises

Lower left-hand box Lower riaht-hand box

The malerial iI. video The llllleriaJ ildeli,ned
Cor &lie on • conoputer

tttt
tltt The material is desiped

for use with women',
JfOuP'

The marerial iI desiped
Cor use wilb illia.ate or
newly litente paupI

--
The material is
in wrinen Corm

•

iii



AN OVERVIEW

Introduction:

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

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

2. To reduce duplication of effon 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 agencies are developing.

Below are some general comments about the strategies, :\pproaches and trends in training (or small en­
terprise development that emerge from a review of the training mat':rials.

Collabontion with diversity:

Training project managers, extension staff, entrepreneurs and fledgling entrepreneurs working in Third
World small enterprise development and cmlit programs is a challenge faced by all of those who con­
tributed material to this directory. 1be piClUre tilll emelles from reviewing the training materials is that
divene approaches and stl'llelies are beinl employed to respond to the challenge. At the same time,
there is'a siplificant amOUlU of replication and IdlpCation. with models beinl created and modified, and
knowledge beina shared and expanded.

Thirty-four marerials were reviewed for this dirr.etory. 1be two major rubrics under which we consid­
ered all but 3 of the mllCrials were credit management and business management. The cha.'t on the fol­
lowin, pile illustrates the distribution ofsome of the areas ofemphasis in the materials.

Iv



Business management CredJt management
No. or materials No. or materials

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

Pre-entrepreneurs S 4
Micro-entrepreneurs 9 9
Small or medium-sized business 7 3

Geared toward:
Individuals S 4
Groups 11 11

As one can discern, 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-emerprise 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 fonnation of solidarity groups or other kinds of associations that provide a com­
munity of support as well as, in the case of credit extension, pressure.

The review demonstrated that a fair amount ofsharing of approaches and models seems to be laking 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 Intemational's methodololY, emphasizinl participatory methods which build
self-confidence, decision-makinl and basic business skills, is adapted in Save the
Children's maaerial on savings IJ'OUps and CARE utiUzes a marketing board game
in its Asian SEAD \\brtshop: Facilitator'5 Manual similar to the one presented in
OEF's marketinl handbook.

• Basic steps in ollanizinl participatory workshops for entrepreneurs and trainers of
e~preneurs- faciUtator preparation, development of a tnininl aaenda, wann-up
activities, developina questions to stimulate discussion - are described in mmerials
by CARE, the Trickle-Up Pro8fIUII' OEF IDlemational, Save the Children, Freedom
from Hunler, Pan American Development Foundation (PADF), and World
Education in this directory. In lOme, • concise background to the theory of non-for­
mal education approaches is allO provided.

v
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• ACaON's methodology, described in An Operational Guid~ lor Micro-~nterpr;;~"

Projects, is adapted in MEDA'a Small BwiMSS Development Program Operation
Manual.

• ATI's Manual lor Commercial Analysis 01 SmtJll-Sca/~ Proj~cts becomes the basis
for the computer applications developed in CARE's Computer Analysis 01 SmtJll­
Scale Production Proj~cts. The approach of \:he 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, brealc-even, profitJIoss statem~nts, balance sheets, sensitivity
analysis - utilizing "fiD-in-the-blank" fonns, 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 'Iecturette' ap­
pears in some materials, but generally within a participatory fnmework.

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 tnditional. 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 lor additional trainiftl inlorn:ltion:

The 34 materials contained and reviewed in this directory RpRsent only a fnction of the training mate­
rills available for small enterprise development work, yet their covenge of topics is broad.

The areas which receivcid lime attention in the training materials submiaed for this directory include the
foUowina:

1bere wu liUle documented about how to do I tnininl needs analysis by lathering
information from the community or potential participants, even in the ma~~rials orient­
ed toward trainina of tninen. Sonie manuals contain brief descriptions of the process
that the technical usiltanee organlzadon used to detennine that a cenaln training
modality wu requiml. But there were few participatory, 1Cti0n-oriented minin. ses-

vi
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sions or even step-by-step Insuuctfons for creatina trainina1pproaches and content to
match client-Identified needs.

In spite of the attention given in repcns and studies of SED and credit programs to
the Issue of cost recovery as it relates to training, there was JittJe available that de­
scribed I step-by-step approach to incorporating cost-recovery strategies. More pnc­
tical infonnation about "how-to-do" this, from agencies that have learned lessons
about cost recovery, would be very valuable.

Vinu~lly no manuals were received, In response to SEEP's request, that dealt with
fonnina businesses around and commercialization of ~1*ific industries (i.e., palm oil
processina businesses, bakeries, etc.). The closest example of an industry-specific
manual would be Manuel u FomtQtion .$ Pay$a1I$ (CARE) which describes a train­
ina workshop for fanners in Togo. The failure to receive materials of this type may
have been due, in pan. 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 ex­
ception of those materials that were designed for women's groups. This is notewonhy,
in panicular, in light of the roles that extension agents sometimes acquire in the pro­
cess of credit extension. The imponance of understanding values and how these affect
one's perceptions of people '5 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 utiJizlna lanpaae dial effectively excludes women.
One manual states, at its outset, lbat it aclmowledaes women '5 panicipation, but will
use all male pronouns. In several others, women (ail to appear in any of the examples or
case studies, or in any o( the references to excension workers or clients. Whether this is
a result of language choice (i.e.• are these lIenciel includina women in their progruns,
~ simply failing to include them in their manuals?), or whether it reveals a contlnuina
inabiDty to design proll'UDS that are inclusive is diflicult to ucertain.

Pl"OIpectl for tile tuture:

Approaches to small enterprise development Ind CJedit extension wiD condnue to evolve. u will the
trlinina mlleriaIJ that reflect the typeS of activities beiq implemented. It is our hope thIl this directory
pnwides some se.. of the 'Stlle of the art,' It least amonpt member aaencies, and that it will con­
Jribute to cominued exchanae and sharina 'oJf IrIinilll materials and approaches amonast OI'Ianizations
involved in small enterprise developmenl

vii



TRAINING RESOURCES FOR
BUSINESS MANAGEMENT

Introduction

The training materials in this section represent a variety of approaches and frameworks for building
skiDs and capabilities in fmancial analysis and fmancial management, marketing and feasibility studies,
business planning~ project management, and monilOring and evaluation. They offer, as well, methodolo­
gies and materials suited Ie a diverse client group, ranging from collective enterprises composed of pri­
marily illiterate or newly litente community members with no business experience to·individual small,
or medium-sized mli•..:,lacturing businesses run by experienced entrepreneurs.

Developing skiDs in analysis and problem-solving is a theme that nms throughout the manuals in this
section. Methodologies for building these sjd))s in relation to financial management and forecasting are
described, as are methodologies for employing these skill.~ to improve group dynamics and service de­
livery. The methodologies employed range from tt;ose 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 ... operational or self-instnlctional materials, and those that provide information in a
workshop contexL

While this section concentrates on business management, sevent of the manuals also include sections
that dear with the need for and delivery of loans. The manuals produced by CARE, PADF, ACCION,
and MEDA aD include sections pertinent to credit delivery. They are ir.cluded in this section because
they also contain I sipliftcant amount of infonnllion about OIhcr business management issues. They
represent the tendency, dncumenred in various repons and studies ofsmall enterprise development train­
ing, to mix credit With other forms of financial and non-financial technical usistance.

Business Managem,nt A-1



APARTANDO
LAS OVEJAS DE
LOS CABROS:
UN MANUAL
PARA ANALIZAR
SUS ESTADOS
FINANCIEROS

Published by:
Pan Amsrican Development

Foundation (PADF)

Description

Author: Asociacion Nacional de Industriales de Honduras

Available from:
Pan American Development Foundation
1889 F Street. NW
WashingtOn, D.C. 20006 USA

Telephone: 202-458-3969 'IX: 202-458-6316

Contact person: Lewis 1bwnsend

Number ofPiles: 14Spp. Publication dlte: 1986

LlnlUlles:SpuUsh

Price: USS8.70

Format: Spiral-bound book

•

•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 fonnulae, demonstrating why these are imponant and how to they can be used for fmancial
analysis, are also provided.

Asection on sources of financing for businesses fonows, 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
wortina capital in lieu of borrowing.

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

Methodology

The manual is self-instnlclional. In addition to step-by-step instnlctions, the concept of creating and an­
alyzing financial Slltements is conveyed throuJh use of the example of. shoe manufacturer. 1be exam­
ple NIlS throuJhout the text and is used whenev~r a new concepc is introduced. Examples of other busi­
nesses are also used in the presentation ofvarious analytical tools.

A-2 Business Management
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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.

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 wort 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 requi~ some prior knoWledge of business and account­
ing. Definitions of many terms are provided in the text, but there is no glossary.

Baled on .xperience In: Latin America

'CHARTS AND FOAMS:
o Loan applications 0 Training needs
o Loan agre8mellis assessments
o Com""nlty SfJrveys 0 Training course
o Feasibil~f stucil~s .valuations
• Performance analysis 0 Training plans

•

FOR:
• Client training
• SlaH training

TO:
o Raise awareness of

business skills
OSUpportgtOUp

formation
• Dev,1op financial

mlnlglmtnl skills
o Encour. bulineSS

expansion
o Train tral,..,.
• Strengthen project

managemenl
o Design and manage

cIIdI programs

IV:
o Trline,.
• Fietd stiff
• Client groups

INFORMATION ON:

• Flnanc:ial
managemenl

o Business planning
CJ Marketing
• Gener.lsmall

bull..... skllli

TRAINING TOOLS:

o Line drawings
o Charts and graphs
• 'FIU·in-the·blank'

forms
o Hand«tll

o Break·even analysis
o Cash·flow analysis
• Balancelhe~ts

• ProfitJloss
statements

o POlter stories
o Board games
• Case studieso Bibliography

Busln", Mlnag,m,nt A-3



BOOKKEEPING
MANUAL

Published by:
Technoserve, Inc.

Description

Author: 'Iechnoserve, Inc.

Available from:
Technoserve. Inc.
49 Day Street
Norwalk. Connecticut 06854 USA

Telephone: 203-852·0377 Fax: 203·838-6717

Cuntact person: Peter R~iJing

Number 01 pales: 63pp Publication date: 1990

Lanauales: English

Price: USS11.00

Fon~t: PZ1otocopied pages (copy quality is difficult to read
on soraiC pages)

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

The first chapter of the book contains illustrations and explanations ofdocuments 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 reo
ceived note. petty cash voucher, arAl 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 pan:hases and sales). joumals. general ledger and subsidiary ledgers. Within this chapter is
also a discussion of such issues IS depreciation. payroll. and credit sales and purchases. A short section
describes the process for arrivinlll a trial balance.

The creation of a balance sheet and profit and loss p,ccount is discussed. demonstrating how these are
derived from the general ledger. FoDowing is an illustradon of how a cuh-flow statement is construct­
ed, usinl the cash books. 1be final chapter discusses records needed for an audit, including stock sum·
maries, fixed usets registen and schedules and depreciation.

One appendix contains flow charts. showing how different records and lI'amaetion documents flow into
the fWng system. The rmal appendix is a glossary of bookkeeping tenninology.

Business Mansgeme;;:

! I"



Methodology

This is a self-instructional, operational manual, with ste~by-step in­
structions and explanations of various concepts. 111e many charts
and sample fonns provide the reader with a clear sense of the ele­
ments of the bookkeeping system (these are fined-in samples, rather
than blank fonns for the reader's use).

The case examples use experiences from a women's group enter­
prise.

I- -- -- -- -- -- -
~,

]

'!he 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 mi'li.'lJal experienc:e - 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 m311ual without receiving some outside assistance.

Adaptability

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

CHARTS AND FORMS:

o Loan applieations 0 Training needs
o Loan agreements assessments
o Com""nity surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Tralnl"" ~~,1S

FOR:
• Client training
o Staff training

TO:
o Raise awareness of

bu:Jiness skills
o SU~'lpOrt group

fom,'ation
• Dev~1oP financial

rr.ftlglmlnllleUIl
o Encour. buslne.'

expansion
o Train trainers
o Str.nglhln project

maftlglmlnl
o OHIgn and manIgt

cMdIt programs

IY:
o Trainers
o Field It'"
• Client groupe

Busln.ss Management

INFORMATION ON:

• Financial
IMnaglment

o Ouw.. planning
o Markltlng
o General smal

bullntll llellls

TRAINING TOOLS:

o Lint drawings
• Charts and graphs
o 'FlI-In·tht·blank'

forms
o Hand-outl

o Break-even analysis
• Cash·flow analysis
o Balance sheets
OProfMcss

statements

o Poste, stories
o Board games
o Case studies
o Bibliography
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COMPUTER
ANALYSIS OF
SMALL-SCALE
PRODUC'TION
PROJECTS
(FORMAT PRO)

Published by:
CARE, Inc.

Description

Author: Hugh Allen

Available from:
PACf Med)a Services
777 United Nations Plaza
New York" New York 10017 USA

Telepl:';~il;~ 212-697-6222 Fax: 212-692-9748

CUiltaet person: Roben Sutherland

N'umber or pales: IIIpp. Publication date: 1989

Lanauales: English

Price: USSI8.00

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

1'he a>mputer diskette that is the essential pan of this kit has been fonnatted 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 tbe diskette that comes with the manual are to be used with Lotus 123
(release 2.01 or later). A ba.~ic (amiliarity with Lotus is vital if the user is to make effective use of this
program.

The (ormalS can be used (or 3 purposes. One (ormat is designed f.(l help analyze the profitability of an
eruerprisc,' which produces a sinlle item for sale. Aoother (ormat is of use for small income-generating
activities, which usually have one item for sale and where all of the profits Ire usually consumed as in­
come by the business owner. The third formlt is desiped to help analyze the profitability in manufac­
turin. I ,inlle product in an enterprise which is producinl many different items for sale.

The manual provides step-by-step instnlctions on usin. the computer (onnats. It also contains defini­
tions of key fmancial terms (fixed assets, variable costs, etc.). Definitions of financial concepts which
must be entered onto the computer program can also be called up on the screen. By goin. through the
steps of the prognm and entering dati, the user arrives It calculations for fixed lISsct values and stan-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 return and payback pe­
riod. 1bere is also a provision for calculating cash flow, internal
rates of return 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, ttY.: manual and diskette can be used for self-instruction, or can be used in a workshop
setting where panicipants are learning financial COl'ccpcs for small business management on computer.

Adaptability

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

AdIpIations: The computer IPPIiCItlons In lhil kH .e based on ATl's
U.III.' for~tr*I AMlysis of S"." seal. PtO/tcIS (SM page B­
18).

CHARTS AND FOAMS:
o Loan appllcatlot.' D Training needs
o Loan agreementlt assessments
o COmmJnlty surveys D Training course
o Feasibility studies evaluations
o Performance analysis D Training' plans

FOR:
• Client training
• Stp.ff training

TO:
o Raise awareness of

business skills
o Support group

formation
• Deve. financial

maNgtmtnlIkHII
• Encouflgl business

expansiG.-,
o Train tn,llners
• Strengthen project

maNgemeni
o Dts~" and manage

credit programs

IV:
• Trainers
• Field ....
o Client groupe

INFORMATION ON:

.Finlndal
manqemenl

• Business planning
OUartcetlng
o General smaN

bullneu Skils

TRAINING TOOLS:

D Lint drawings
• Charts and Graphs
• 'Fil-In-the-blank'

lonna
o Hand-outs

D Break-IYen analysis
• Cash-floW analysis
D Balance sheets
• ProfMoss

statements

D Poster stories
o Board games
DCa.. studies
D Bibliography
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PACf Media Services
777 United Nations Plaza
New York, New York 10017
USA
Telephone: 212-697-6222
Fax: 212-692-9748

DOING A
FEASIBILITY
STUDY:
TRAINING
ACTIVITIES FOR
STARTING OR
REVIEWING A
SMALL

I BUSINESS

Published by:
OEF International

Description

Author: Suzanne Kindervatter (Ed.)

Available from:
OEF International
181S H Street, NW,
llthAoor
Washington, D.C. 20006
USA
Telephone: 202-466-3430
Fax: 202-775-0596

Contact person: Nena Terrell (OEF)
Roben Sutherland (OEF)

Number olpaaes: 17Opp. Publication date: 1987

Languaaes: English, Spanish and French

Price: English - US$16.00: Spanish and French - USS17.00
(See page 0-5 for shipping charges)

Format: Bound book

I

Part of OEF's Appropriate Business Skills for Third \\Todd Women series, this manual provides 27
training activities that can be used to teach workshop panicipants the steps of a feasibility study, and
then offers instnlctions and fonns 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 tepic of doing a feasibility study are
provided. These include: Sample schedules, depending upon the time available to panicipants: hints for fa­
ciliWion 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:
Determininl how the business will operate; Calculating business expenses; Estimating sales income:
Deciding wbedler to proceed with the business. Tedmiques used 10 convey infonnation about these points
lie diverse IDCI hiablY participalOl)', involvinl a great deal of JrOup discussion, anecdotes. structured activi­
ties, field visilS and other interactive methods. 1be second major section involves the group in actually un­
denakinlthe feasibility study. InstrlICtions and advice for Ibe manner in which fadUlators can help groups 10
plan a schedule far the collection ofinformation, assess information IIId calculate fmancial needs Ire provid­
ed. Tbe final activity is a briefmeetinllO discuss nelt steps far actUl!'y stdng a business.

Methodology

The manual is based on the concept that people 'Iearn by .'loing.' As such, each learning 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 instructions 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 insb'Uctions.There is a strong em­
phasis on group worle 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.
panicipants visit community businesses, taking photographs of
products with a Polaroid.

Adaptability

- -- ---- -- -

I
II..

Notes and ideas on adapting L'le 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 development. 111e materi&! can Illso 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.

e.sed on experience in: Costa Rica, Honduras, Peru, Senegal and
Somalia

CHARTS AND FOAMS:
o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys 0 Training course
• Feasibility studies evaluations
o Performance analysis • Training plans

FOR:
• Client training
o Staff training

TO:
• Raise awareness of

business skills
• Support group

formation
o Develop financial

managemenl skills
• Encourage business

expansion
• Train trainers
o Strengthen project

managemenl
o Design and manage

credit programs

IY:
• Trainers
o Field staff
o Client groups

INFORMATION ON:

o Financial
management

• Business planning
• Marketing &feasibility
o Oeneral small

business skills

TRAINING TOOLS:

o Line drawings
o Charts and graphs
• 'FIII-In-the-biank'

forms
• Hand-outs

o Break-even analysis
• Cash-flow analysis
o Balance sheets
o Profitlloss

statements

• Poster stories
o Board games
o Case studies
o Bibliography
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FACILITATORiS
GUIDE: FIRST
AFRICAN SMALL
ECONOMIC
ACTIVITY
DEVELOPMENT
WORKSHOP

Published by:
CARE, Inc.

Description

Author: CARE

Available from:
CARE,Inc.
660 First Avenue
New York, NY 10016 USA

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

Contact penon: Alexa Berghager

Number or pales: 368pp. hablication date: 1988

Lanplales: English

Price: USS15.00

Format: Spiral-bound book

An in-depth guide to running a 9-day workshop, comprised of45 sessions related to providing technical
assistance to small enterprise development projects, is included in this mll'ual. 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 (or under­
taking a situation analysis, feasibility analysis, IIId finlllcialanalysis; mR~ting and sales; credit programs
and issues; IeChnology choice; management training; and extension services and delivery systems.

One oftile lppeIIdices is a ~print of a training handbook. "P!anninglncome Generating Projects." pro­
duced by \bluntary 0llanizations in Community Enterprise (VOICE). Zimbabwe. It includes I step-by­
step guide to marketina. production. financial and manaaement analysis, as well as feasibility study
pidelines and 14 smallll'Oup ICdvides.

Methodology

The manual contains detaUed instructions to coordinaron and a wide range ofhand-outs. readings. ques­
tiomaires. fonns and other backaround infonnation. 1be purpose of the ICtivity. materials needed. sug­
Bested questions and leamina objectives. ideas on the content of presentations and time needed are pro­
vided for each session. The infonnation is so detailed that the manual is a useful guide for individuals or
aroups who have little experience in preparing and coordinating workshops.
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From the early sessions, a fonn is provided for each participant to
work on a personal action plan throughout the workshop, which will
help the panicipant apply lessons learned 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
stNctions 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 thr,ir 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 panicipants in presenting and analyzing their own experiences. These can
easUy be used wid. 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.

The workshop upon which this book is based is the precursor to CARE's
Asian regional workshop and small Economic Activity o."elopt'lJlnl
(SEAD) WOtk.hop: Feillt.to," Manu.', 1989 (see page A·30).

Based on experience in: Africa

CHARTS AND FOAMS:

• Loan applications 0 Training needs
o Loan agreements assessments
• CornmJnIy surveys 0 Training course
• Feasibility studies evaluations
o Performance analysis • Training plans

FOA:
o Client training
• Staff training

TO:
• Raise awareness of

business skills
o Support group

formation
o Develop financial

mlNgemlnllkli1i
o Encourlgl business

expansion
o Train trIINrI
• Strengthen project

mlNIgImInt
o Dulgn and manlgl

crtdit programs

IY:
• Trainerso Field stiff
o Client groupI

INFORMATION ON:

.FinlndaJ
managemenl

o Bulinell planning

• Marketing
• General .....

bulinlU IIdIs

TRAINING TOOLS:

o Line drawings
• Charts and graphs
• 'Fil·in·tht-blank'

fonns

• Hand-outl

o Break·even analysis
o Cash·flow analysis
o Balance sheets
o Profitlloss

statements

o Poster stories
o Board games
• C... studies
• Bibliography
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FAIDIKAI:
BUSINESS TRAINING
FOR WOMEN'S
GROUPS THE rOTOTO
WAY

Published by:
World Education, Inc.

Description

Author: Developed by Kevin Kane and the staff ofTototo
Home Industries. Edited by Candace Nelson and Martin
Walsh

Available from:
World Education
210 Lincoln Street
Boston, Massachusetts 02111 USA

Telephone: 617-482-948S Fax: 617-482-0617

Contact person: Candace Nelson

Number or pales: 8Opp. (approx.)

Publication date: 1990

LanlUales:English

Price: Contact World Education for price information

Format: Bound book

The Swahili title of this training manual, FAIDIKA! means "Make A Profit!" The 14 training sessions
described in this publication are, for the most pan, designed to raise awareness of women's groups
about fmancial 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 ofhousehold enterprises into basic management practices ofnmning 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 pluming.

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. Materials 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 ofcriteria provided in subsequent sessions.

Adaptability

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

While written for work with women's groups, and developed from the method that Tototo Home
Industries used with its groups on the Ke;oyan 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 or
other infonnation that would require reading ability if the steps are followed without modification.

A significant pan of the contenl of training sessions grew out of a study that concluded that women's
groups Nn 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.

Based on experience In: Kenya

CHARTS AND FORMS:
CJ Loan applications 0 Training fleeds
o Loan agreements assessments
o Communhy surveys 0 Training course
o Feasibility studies evaluations
o Performanoe analysis 0 Training plans

FOR:
• Client training
o Staff training

TO:
• Raise awareness of

business skills
• Support group

fomlation
• Develop financial

management skills
CJ Encourage business

expansion
• Train trainers
• Strengthen project

management
CJ Design and manage

cred~ programs

IV:
• Trainers
• rield staff
CJ Client groups

Business Management

INFORMAnON ON:

• Financial
management

• Business planning
• Marketing
• General small

buli",.. IkHI~

fJ\ \ II ,

TRAINING TOOLS:

• Line drawings
• Charts and graphs
• 'F1I1·In·the·blank'

forms
• Hand-outs

o Break·even analysis
o Cash·flow analysis
o Balance sheets
o ProfitJloss

statements

• Poster stories
o Board games
• Case studies
o Bibliography
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HERRAMIENTAS
DE ANALISIS FI­
NANCIERO PARA
ASESC,RES DE
CREDITO EN PRO·
GR\).~~AS DE
GRUPOS SOLI·
CARlOS YFAMI­
EMPRESAS
INDIVIDUALES:
MANUAL

Published by: AsOCiacion
Grupos Solidarios dB Colombia

and AcelON In"rnaconaJ
TfICI7ica1AITEC

Description

Author: Asociacion Grupes Solidarios de Ctiiombia

Avanab~ f:oom:
ACCION Intemalional
130 Prospect Street
Cambridge, MA 02 i39 USA

Telephone: 617-492-4930 Fax: 617-876·9509

Contact penon: Elizabeth Rosenberg

Number orpaps: 6Opp. Publication date: 1989

Lanpales: Spanish

Price: USSI0.00

Format: Photocopied pages in 3·ring repon with vinyl cover.

I

This manual was designed to help fteldworkers 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 fundamenlal fllWlCial 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 lDIIIual inIroduces ftnancial tools - Balance Sheets and Statements of Revenue and Expenses.
It explains bow to create these. with detliled notes on each element in the statement. sections on using
these t001l for malysis foDow. Analysis of the balance sheet concerunaa on a consideration of liquidity
and so.veney. Analysis of the staaement of revenue and expenses concentrates on a consideration of
profitability IIId retum on inYestmellL For elCh, a series of equadons are provided, u weD as a sugges·
tion of IUndlnll tbat can be established for determinin. whether the ntios derived are indicators of a
viable bull....

1nstructi0lll for undertakinl an malysis of cub flow are liven. followed by pidelines for using the
cub flow __ent 10 determine whether, when, and how much credit should be secwed.

Methodology

Tbe balaace lbeet. stIIeIDeDt of revenue and expenses IDd cub flow StllemeDt of I manufacturer ofsheets
and pillows is used tbroupout the boot to demoDStrate how to complete eacb of die fmancial tools.
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The manual is self-instructional, using a step-by-step method.
Definitions of many tenns and concepts are provided, although
there is no glossary. 111ere is an assumption that the reader has some
familiarity with financial ,enns and concepts.

Adaptability

Each of the three major sections - balance sheet. statement of rev­
enues and expenses and cash flow - can be used independently.
However, it would take significant wort to transfonn the inlonna­
tiO;! for use by inexperienced clients with little fonnal training.

...---....----~

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

1be blank fonnats for balance sheets, SUatement of revenue and expenses and cash flow could be used in
workshops, and group C·T individual on-site training to assist clients or fieldworkers in grasping these
concepts.

Based on experience in: Colombia

CHARTS AND FORMS:

o Loan applications 0 Training needs
o Loan agreeIMnts assessments
o Comroonlty surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

•

FOR:
o Client training
• Staff training

TO:
o Raise awareness of

business skills
o Support group

formation
• Dev.1Op financial

management skill
o Encour. buslne..

expansion
• Train trll"'''o Strengthen project

management
o Design and manage

crldl prognlrns

IV:
o Traine,.
• Field st...o Client groupe

Business Manll(Jement

INFOAIlAT1ON ON:

• Flnlndal
management

o Business planning
o Marketing
o General lmag

bull"'.. skills

TRAINING TOOLS:

o Line drawings
o Charts and graphs
• 'FiU-in-the-biank'

fonna
o Hand-outs

o Break-IYen analysis
• Cash-flow analysis
• Balance sheets
• Proflllloss

stateIMnis

o Post., lIories
o Board games
• Ca.. studies
• Bibliography
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MANUEL DE
FORMATION DES
PAYSANS

Published by:
CARE, Inc.

Description

Author: Peter Nerone

Available from:
CARE,lnc.
660 First Avenue
New York, New York 10016 USA

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

Contact person: Alexa Berghager

Number ofpales: 121pp. Publi.:ation date: 1987

Price: Contact CARE for exact price infonnation.

Languales: French

Format: Photocopied pages

This manual is written for extension agents th.at work with fanners on planning and management of a
fann 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 foUowing topics: Planning the agricultural suategy; Group
formation; Planting techniques; Use of fertilizer; Reconstituting soil; Crop rotation; Use of preventive
and maintenance techniques; ProfitabUity of fields and farms; Better stonge techniques; Group market·
ing; Placing an economic value on wort time; Calculating the role and value of family labor; Assessing
the cash flow of the farm; Reflection on and revision of the agricultural stnlegy.

Methodology

A participatory methdology, oriented toward group wort, is employed. Training sessions described in
the manual are designed for no less than 5 and no more than 15 panicipants. Each session builds on •
A·16 Business Management



learning from the previous activities, ~ the exercises are best used
consecutively. The description of each session includes irs goal, du­
ration, objectives, methodology, materials needed and s~)Ccific steps
to be undertaken. Some sessions contain specific notes to the facili­
tator and lists ofquestions 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-ours.

Adaptability

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

The crops and currencies used in the hook are specific to 1bgo; however, these could be changed to suit
the realities ofother rural fanning areas ifneeded.

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

Buld on experience In: Togo

CHARTS AND FORMS:
o Loan applications 0 Training needs
o Loan agreements assessments
o Com""nRy sur/eys 0 Training course
o Feasibility studies evaluations
o Performance analysis • Training plans

FOR:
• Client training
o Staff training

TO:
• Raise awarenoss of

business skills
• Support group

formation
• t'ev,1oP financial

managemenllkilll
o Encourlgl buline..

expansJon
o Train trainers
o Slrenellhen project

managemenl
o Dellgn and manage

credit programs

IY:
• Trainers
o Field II'"
o Client groups

Busln.ss AWlagem",'

INFORMATION ON:

.FinandaI
rnanaoemenl

• Buliness planning
• Marketing
• General lmal

bull.... IIdas

TRAINING TOOLS:

o line drawings
o Charts and gr_1
• 'FiU·ln·thl·bllnk'

forms
o Hand-outs

o Break·even analysis
• Cash·flow analysis
o Balance sheets
o Profltlloss

statements

o Poster storti.
o Board game.
o C•• studies
o Bibliography
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PACf Media Services
777 United Nations Plaza
New York, New York 10017
USA
Telephone: 212-697-6222
Fax: 212-692-9748

MARKETING
STRATEGY:
TRAINING
ACTIVITIES FOR
ENTRE­
PRENEURS

Published by:
OEF Intornational

Description

Author: Suzanne Kindervatter with Maggie Range

Available from:
OEF International
181SH Street, NW,
11th Roor
Washington, D.C. 20006
USA
Telephone: 202-466-3430
Fax: 202-77S-oS96

Cuntact person: Nena Terrell (OEf)
Raben Sutherland (pAC1)

Number orpales: 96pp + game board

Publication date: 1986

Lanpales: English, Spanish and French

Price: English - USSI3.S0: Spanish and French - USSIS.SO
(See page O-S for shipping chal1es)

Format: Bound book

The 10 training activities In this manual enable micro-entrepreneurs to leam basic marketing concepts
and use them in their own busirlQ£"e8. It is designed to use with micro-enterprise groups that are aLready
operating a business, and is pan of OEF's series on Appropriate Business Skills for Third \\Orld 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 undentanding four components ofmarketing: price, product, distribution and promotion.

The se~sions that follow involve participants in a variety of participatory Ktivities to define and under­
stand effective marketing, visit r.ommunity businesses, create promotional materials, practice problem
solving, explore ways ofexpandina or diversifyin, businesses, and develop a marketinl plan.

The 10 traininllctivities provided require approximately 18 hours to complete. The authors state that
the tI'lininl is mou eft'eetive if it is conducted over several consecutive days, but if this is impossible,
the sessions can be spread over a lonler period.

Methodology

The manual udlizes I participatory methodology. and relies on participants' experiences and perspec­
tives to solve problems presented and to enhance the training. There are no leeture!l, nor are there back­
ground readin,s, although these can be added by the trainer to supplement intonnation ifdesired.
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1be manual functions best as a vehicle for raising awareness about
the imponance of marketing tasks in an enterprise. For step-jy-step
skill training in, for instance, pricing, additional activities would
have to be developed.

A great deal of infonnation is given to ht.lp facilitators prepare. A
comprehensive list of mateiials needed for the 10 exercises, ideas
on scheduling and location, and tips for facilitators are all clearly
delineated. Also, interspersed throughout the text, are notes on how
women from the countries in which OEF fieldtested the material re­
sponded.

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

The activities are designed so that they can be used with illiterate groups or literate pa.'1icipants.

Adaptability

The authors have included various suggestions related to ways of adapting the materials to different
groups and settings. Numbers of panicipants, level of education of participants, types of business ;:xpe­
rienee 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 panicipants in the small group work.

Based on experienee in: Sri Lanka. Latin America and Africa

CHARTS AND FORMS:
o Loan appliCations 0 Training needs
o Loan agreements assessments
o Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis • Training plans

•

FOA:
• Client training
o Staff training

TO:
• Raise awareness of

buslnesl skills
o SUpport group

formation·
o Develop financial

maDlg8menl skills
• Encourage bullnell

expansion
• Train traJM"
o Strengthen project

maDlg8ment
o Dellgn and mlNlg8

cNdI progrlms

IY:
• Trainers
o field Itlff
o Client groups

INFORMATION ON:

o Financial
management

o Buliness planning
• Marketing
o Generallmall

buliness skllli

TRAINING TOOLS:

• Line drawings
o Charts and graphs
o 'FIII-in-the-~dnk'

fonns
• Hand-outs

o Break-even analysis
o Cash-flow analysis
o Balane6 sheets
o Profltlloss

stat,"""nts

o Poster stor~s
• Board games
• Case studies
o Bbilography
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MONITORING AND
EVALUATING
SMALL BUSINESS
PROJECTS: A
STEP BY STEP
GUIDE FOR
PRIVATE
DEVELOPMENT
ORGANIZATIONS

Published by:
The Small Enterprise Education
and Promotion (SEEP) Network

and Private Af1Bncies
Collaborating Together (PACT)

Description

Editor: Shirley Buzzard and Elaine Edgcomb

Available from:
PACf Media Services
777 United Nations Plaza
New Yort, New York 10017 USA
Telephone: 212-697-6222 Fax: 212-692-9748

Contact person: Raben Sutherland

Lanplles: Pales: Publication date:
English 262pp 1987
Spanish 271pp 1989
French 293pp 1990

Price: USSI6.00 (Eng); USS I7.00 (Spanish); USS18.00
(French) (See page O-S for shipping charges)

Format: Bound book

Written (or field staff of NOOs, this manual is intendl:d to assist technical assistance providers to estab­
lish a so/stem to monitor the small enterprise projects 1hat they assist.

An 8-step process for setting up a monitoring system is presented. The first 3 steps set the stage for es­
tablishin, the system by presenting a series of ,guidelines, fonns and questioMaires to help the reader
clarify staff and Ol'lanizationaJ resources available (or the program, the type and extent of SED services
they offer or want to offer, to whom, and in what locations. 'Ibis section also helps to clarify expected
re!:ulL~, key decisions and decision-makers, 3IId issues that might arise durin, the program.

Steps 4 and 5 provide I methodololY (or selecting economic and social indicaton (i.e., changes in the
community or poup) 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 eldl indlclIOr, describing I range of 'simple' tools and 'complex' tools, so that the reader can
choose the level of comple~tyof the manitorin, methodolo,y. Step 6 uses the sune process as the pre­
vious two steps to help die reader select indicators and tools for monitorin. the effecdveness of their or­
lanizadlw u technical assistance providen.

In Step 7, the user considers the personnel, costs and other inputs that win be necessary to carry out the
monitoring plan. and has an opponunity to revise the plan accordinl to available resources. Finally, Step
8 guides the reader in thinkin, about how the data collected will be analyzed. how proaress and success
will be meuured, and how the infonnation and knowledge gained will be presented and conveyed to
clients and staff.
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'Ibe manual contains a lengthy 'toolkit' of 32 sample forms, wort­
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
Fonns, and Survey Questionnaire.

Methodology

- -- --- -- -- -

This wortbook 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 infonnation and to use in conjunction with the actual planning plocesS.

While the methodology for monitoring suggested here is adaptable til 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.

Adaptability

The workbook is easily adaptable to a wide range of projects and tec:hnical 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 m'lnual.

A guide to using the book In aworkshop setting, entitled Monitoring
.nd Evaluating SIMN Bu,ine" Proj«;t,: ASlIP by Step Guide ­
Facillt,tor" M.nu.', is also available. (,see page A·22 for mor.
Information.)

CHARTS AND FORMS:
o Loan appllrations 0 Training nelllCis
o Loan agref,ments assessments
• Community surveys 0 Training course
• Feasibility studies evaluations
• Performance analysis 0 Training pIa,ns

FOR:
o Client training
• Staff training

TO:
o Raise awareness of

business skills
o SuJ)port group

formation
o Develop financial

management skills
o Encourage business

expansiOn
o Train trainers
• Strengthen project

management
o Design and manage

credit ~fOQrarM

IY:
• Trainers
• FI6'Id staffo Cllint groups

INFOAMAnON ON:

• Financial
management

o Business planning
• Marketing
• General small

bulinesslkllls

~ J I ) 1 I ,

TRAINING TetOLS:

o Line drawings
• Charts and graphs
• 'FIII·ln·thl-tl~ank·

forms
o Hand-outs

• Break·even analysis
• Cash·flow analysis
• Balance sheets
• ProfMoss

statements

o Poster stories
o Board games
o Case studies
o Bibliography
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MONITORING
AND EVALU­
ATING SMALL
BUSINESS PRO­
JECTS: A STEP
BY STEP GUIDE ..
FACILITATOR'S
MANUAL

Published by:
The Small Enterprise

EG'ucation and Promotion
(SEEP) Network and Private

.~~encies Collaborating
Together (PACT)

Description .

Author: Elaine Edgcomb

Available from:
PACT Media Services
777 United Nations Plaza
New York. New York 10017 USA

Telephone: 212-697-6222 Fax: 212-692-9748

Contact person: Robert Sutherland

Nnmber or plaes: 73pp. Publication date: 1988

Langulges: English

Price: US$7.50 (See page D-5 for shipping
information)

Format: Bound book

This manual is designed for facilitators of a 2 1/2 day workshop to develop skills in planning internal
evaluation systems for small business projects. The workshop and manual are b~ed 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 IUDS 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 3S mid-level managers and sector specialists from U.S.
PVOs~ government 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 ongoma 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 scaff of43 and suppons participatory development
among the landless and mqinallandholders. In this case. PROMOTE is involved in a 3-year project to
promote income-genention. 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.

DeSCriptiODS of 10 sessions for working with the case and introducing participants to evaluation meth­
dologies are included. All of the fonns needed to IUD the session are also supplied. lnte."Spersed in the
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text are examples of how participants in the fieldtest responded to
some of the simations.

Methodology

The focus of the workshop is to build skills in plarming evaluations
and introduces a number of possible techniques. It does not ~vide
an in-depth study of all possible infonnation-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 adaprations are included. For each session, the
time required, objectives and outcomes, tasks, and materials needed are included, as well as cross-refer­
encing to pages in the Step-by-St:p manual.

The authors indicate that the optimal facilitator to participant ratio would be approximately I facilitator
for each 10 participants.

Adaptability

As stated above, the authors have provided many helpful hints related to ways in which "1is workshop
design can be adapted to suit individual priorities and concerns.

Tl1is rna,.,.alls I co"1)anlon workshop guide to Monitoring and Ev,/u­
.tllI(I sm.IlBus/",,. PfOjectS: A Step by St." GuiM. Se. page A·20 for
more Information.

CHARTS AND FOAMS:

o Loan applications 0 Training needs
o Loan agreements assessment~

o Community surveys 0 Training course
o Feasibility studies evaluations
PI Performance analysis 0 Training plans

FOA:
o Client training
• Staff training

TO:
o Aalse awareness of

business skills
o Support group

formation
o Develop financial

maftlQlmlnt skUll
o Encourlgl,buslneu

expansion
o Train traJ,.,.
• Strengthen pollet

management
o Design and rnanage

credit programs

IV:
• Trainerso Field staff
o Client groups

INFORMATION ON:

o Finandal
management

o Buline.. planning
OUlrklling
• General small

bullneulklls

TRAINING TOOLS:

o Line drawings
• Chartl and graphs
o 'FIII-In·the-blank'

tonna
o Hand-outs

o Break-even analysis
o Cash-floW analysis
o Balance sheets
o ProfMoss

statements

o Post.r stortes
o SOaret games
• Case studies
D Bibliography
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.'---------..
NAVAMAGA:
TRAINING
ACTIVITIES FOR
GROUP
BUILDING,
HEALTH AND
INCOME
GENERATION

Published by:
OEF International

Description

Author: Dian Seslar Svendsen and Sujatha Wijetilleke

Available from:
OEF Intemational
1815 HStreet. NW. 11th Floor
Washington. D.C. 20006 USA

Telephone: 202-466-3430 Fax: 202-775-0596

Contact person: Nena Terrell

Number ofpales: 176pp. Publication date: 1983

Lanauales: English. Spanish. French and Singhalese

Price: English - USSI3.00; Spanish and French - USSI5.00
(See page D-S for shipping charges.)

Format: Bound book

Designed for fieldworkers in rural areas of Sri Ll\nka. 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 Women'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 fieldworlters. 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 ,:a1ues. 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 tninin.lCtivities based. for the most pan. around information chans 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 nising. food preservation and dental
health. 'Ibe charts on each subject. pneraUy excerpted from other publications. provide basic infonna­
tion in I clear and accessible fonnaL

'Ibe fmal section. on planning. includes participatory activities for goal setting. determining what busi­
ness participants want. identifying and man,lging 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

--..- ­- -- -- -- -

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. '

Based on experience In: Sri Lanka

CHARTS AND FOAMS:
o Loan applications • Training needs
o Loan agreements assessments
• Community surveys • Training course
o Feasibility studies evaluations
o Performance analysis • Training plans

FOR:
• Client training
o Staff training

TO:
• Raise awareness of

business skills
• SUpport group

formation
o Dev,1op financial

managemenl skUll
o Encour. business

expansion
• Train trainers
o Str.ngthen prolld

managemenl
o Design and manage

CNd. programs

IV:
• Trainers
• Field stiffo Client groups

Business Mwlagement

INFORMATION ON:

OFlnandal
management

o Business plaMlng
o Marketing
• General small

bullness skill

TRAINING TOOLS:

• Line drawings
• Charts and graphs
o 'Fill-in-the-blank'

tonns
• Hand-outs

o Break-even analysis
o Cash-floW analysis
o Balance sheets
• ProfMoss

statements

• Poste' stories
o Board games
o Case studies
o Bibliography
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PROGRAMME
D'ETUDES

Published by:
Opportunities

Industrializat;""n
Centers,

Cote d'/voire

Description

Author: Opportunities Industrialization Centers,
Cote d'lvoire

Available from:
OIC Cote d'lvoire
04 B.P.467
Bouake 04, Cote d'lvoire

Telephone: 63-17-56 Telex: c/oSIET-CI23S39-Abidjan

Contact person: Koussi N'Zian Rene

Number orpages: 19Spp. Publication date: 1990

LanlUaaes: French

Price: Contact OIC, Cote d'lvoire for price information

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

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 enuepreneuriaI 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).

1be course includes sections on: Introduction to management; 111e steps necessary to create a small en­
terprise; Marketing and feasibility studies; Managing inventory; Managing budgets; Detennining selling
price; Productivity and maximizing profitability; Responsibilities of a micro-entrepreneur; Legislation
related·to the form and openlions of small enterprises; Financial practices (concentrates primarily on
taxes); Seeking financing for I business.

1be kit does not contain all of the materials necessary to run each session listed above. It includes a
brief outline ofeach session, listing the objectives. major topics, the pedagogical method to be used, and
derlDitions of key conceplS. 1bere is also inlonnation on the major st~ps thal will be discussed in rela­
tion to each learning objective (for instanCe, in the section on marketing. the five steps of I marketing
study are presented and brieOy defined).

This is not a complete set of materials on a niDin, curriculum; rathet it provides an overview of the
course and some of the materials used and concepts conveyed in IUMin, the trainin,. As such, it works
best as a means of assisting those pluming courses to think about what the components miaht be.
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--- --- -- -- -- -

Methodology

The course is oriented toward individual 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
defmitior.s and having participants work out specific problems and
assignments. There is very little information on methodoaogy or
techniques of insttuction or facilitation.

Infonnation in the section on Course Summary is presented in check­
list manne,r, making it easy to understand key points. These could
easily be transfonned into sheets for flipcharts or transparencies to use on an overhead projector. There
are also a v,ariety of blank fonns which can be utilized in many small enterprise training programs.

It is difficult to fmd sections as needed because several sections have no page numbers and there is no
Table of Contents.

Adaptability

Much of the infonnation is geared to local realities and procedures, panicularly 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 fonns could easily be transformed and plugged into other curricula.

CHARTS AND FORMS:

o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys • Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

o Break-even analysis
o Cash·flow analysis
o Balance sheets
o Profitlloss

statements

o Poster stories
o Board games
o Case studies
o Bibliography

TRAINING TOOLS:

• Line drawings
• Charts and graphs
• 'FIII·ln-the·blank'

fonns
o Hand-outs

r j\ ) II "

INFORunON ON:

• Financial
management

o Business planning
• Marketing
• General small

business skills

FOR:
• Client training
o Staff training

TO:
• Raise awareness of

business skills
o Support group

formation
o Develop financial

management skills
• Encourage business

expansion
o Train trainers
o Strengthen project

management
o Design and manage

credit programs

IY: Based on experience In: Ivory Coast
• Trainers
• Field staffo Client groups
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SMALL
BUSINESS
DEVELOPMENT
PROGRAM
OPERATIONS
MANUAL
(3rd draft)

Published by:
Mennonite Economic

Development Association
(MEDA)

Description

Author: MEDA

Available from:
MEDA
402-280 Smith Street
Wmnipeg, MB R3C-1K2 Ctmada

Telephone: 204-944-1995 Fax: 204-943-2597

Contact person: Ron Braun

Number otpales: 8Spp. Publication date: 1988

Lanpaaes: English

Price: Contact MEDA for exact price infonnation

Format: Bound book

This operational manual describes the goals and methodologies used in MEDA's Small Business
Development Program (SBOP). 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 stan-up issues; ~redit; 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 fonn,
infonnation is provided on such topics as: eligibility requirements; management training; loan size rela­
tive to owners' investments; loan applications, amounts, chalies, repayment periods, supervision and
collection; reponing and accounting methods. An insen on reauJations for solidarity groups is also in­
cluded.

Appendices on the SSDP Accounting Framework (adapced from ACCION's All Opertllional GuiiU for
Micro-Enterprise Projects), and Self-Sufficiency Calculation Templates, are also included. Both are
presenied without much background infonnation and, as a result, require prior understanding of finan­
cial calculations for small enterprise projects.
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Methodology

~fhe infonnation in this operational manual functions as a set of
guidelines and background infonnation for MEDA projects. The
text focuses primarily on 'what' is required to set up an SSOP pro­
gram, but does not offer much infonnation on the specifics of 'how'
to undertake each step.

In its draft fonn, the manual does not include any illustrations or
aids to enhance O:1C'S understanding of the concepts. However, the
writing is straightforward and easily understood, and the outline
fonn used to ollanize the infonnation makes it easy to locate the
different sections.

Adaptability

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

The procedures and regulations discussed in this manual will be adaptable to o~anizations 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,.

Part of the material II adapted from ACCION's An OptIratlo".' GuidB for
Micro-Enterprise Projects (see pag8 8-22).

CHARTS AND FORMS:

o Loan applications 0 Training needs
o Loan agreements assessments
o Commmity survevs 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

•

FOR:
o Client training
• Staff training

TO:
o Raise awareness of

business skills
o Support group

formation
o Develop financial

managementlkNII
o Encourage business

expansion
o Train t,alners
• Strengthen ptOjeet

management
• Design and manage

credit programs

IY:
o Trainers
• Field stiffo Client groups

INFORMATION ON:

• Finandal
management

o Business planning
o Marketing
• Generallrnall

buSinesslkllls

TAA~NING TOOLS:

o Line drawings
o Charts and graphs
o 'FiII·ln-the·b1ank'

fonns
o Hand-outs

o Break·even analysis
o Cash·flow analvsls
o Balance sheets
o ProfMoss

statements

o Poster stories
o Board games
o Caae studies
• Bibliography
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SMALL ECONOMIC
ACTIVITY
DEVELOPMENT
(SEAD) WOR~·
SHOP: THE
FACILITATOR'S
MANUAL

Published by:
CARE, Inc.

Description

Compiled by: Hep.iJler Clark

Available from:
PACT Media Services
777 United Nations Plaza
New York, NY 10017 USA

Telephone: 212-697-6222 Fax: 212-692-9748

Contact person: Roben Sutherland

Number of pales: 503pp. Publication date: 1989

LanlUales: English

Price: USS22.00 (See page D-S for shipping charges)

Format: Loose-leaf binder

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 )().day, 28-session work­
shop. The rmt 6 days (17 sessions) concentrate on project design and project interventions. Training ac­
tivities are focused on matehinl client needs with ol'lanizationalloalslobjectives, institutional partners.
management services, financial services, technololY services, other sectoral needs, and social promo­
tion objectives. DurinI the ftnII 4 days, 7 sessions focus on providing participants with analytic tools.
including situation and feasibillty/Viability analysis, marketing and financial analysis (including ele­
ments on balmce sheets, income stateme~, cash flow forecasts, break-even analysis and sensitivity
analysis) and savinp mobilizadon. In the ftnal4 sessions, time is allocated to participants' special in­
tereslS and concems, action piaming and final evaluation.

There is a lenBthy appendix - more than 200 of the manual's 500 pages. Although none of the training
activities hiptilht Joan and credit mechanisms, the majority of anicles in the appendices cover specific
credit PlOarams and IHOC"dURS.

The manual also includes introductory sections on: workshop design and content, workshop planning,
and a full wortsbop lIenda.
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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 instNctions 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 3 session - handouts, ftipchan infor­
mation, overbead projector transparencies, etc. - are coruained in
the manual. A broad range of techniques and approaches are incor-
porated, from case studies to panel presenations 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-Oenerating Activity (lOA) and Small Enterprise (SE) continuum, is presented and then referred
to on numerous occasions. These can be omitted without losing the value ofspecific activities.

CARE'. 1988 First African SEAD Workshop and F.cJlltlJlor'l ManUl/ (see
p. A-10) preceded thil.xpanded Asian vorlion. In the Asian manual all
activities and materlall pertaining to aMUIon follow sequentially, whereas
in the African manual, mallrl", III provided toward the end of the book.
The Asian manual containl mort graphics, "ldlngs and hand-oull.

CHARTS AND FORMS:
o Loan applications 0 Training needs
o Loan aSirl)emenlS assessments
o Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis • "'alnlng plans

FOR:
~ Client training
• Staff training

TO:
• Raise awareness of

business skills
o Support group

'ormation
o Develop financial

management skUIs
o Encou,age business

expansion
• Train t,lIners
• Strengthen project

mal'llglm8nt
o Design and manage

creel. programs

IY:
• Trainers
• Field lIaff
o Client groups

INFORMATION ON:

• Financial
management

o Business planning
o Marketing
• Oeneral lmaR

bullne.. skUls

TRAINING TOOLS:

o Line drlWings
• Charts and graphs
• 'FII-In-lhe·blank'

forms
• Hand-outs

• Break·even analysis
• Cash·flow analysis
• Balance sheets
• Profitlloss

statements

o Poster stories
• Board games
• Case studieso Bibliography
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TRICKLE UP
TRAINING
TOOLS

Published by:
The Trickle Up Program

Description

Author: Lani Havens

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 01 pales: 24 1'1'. Publication dute: 1990

Price: Contact TUP for exact price infonna.tion

Lanp8Ses: English

Format: Loose-leaf binder

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

'[be first booklet is specific to the Trickle Up program and provides infonnation 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 panicipatory training ideas. such as role playing. use of key
words and representative objects. In the mird booklet, Choosing (J Business. two training activities are
described, in which a group evaluates their skills, perceptions of local needs, knowledge of local re­
sources and undentandinl of the community's economic environment 10 anive at a group decision
about what they milb~ produce profitably.

FoUowinl is a section on marketinl ideas, which vividly iUustrIles sales and marketing conceptS. as
wen as offering I simple fonnula for detennininl the ript price. The final section. on plannina togeth­
er, involves a group in an activity to create poster or ilIusuared stories that demonstrate the activities
thal win be undenaken to operate their business, the capital needed and projected expenses. A section
on record-keeping is also included,
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Methodology

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

The infonnation concentrates on building understanding of local
markets and on shared decision-making. The writing is sparse, easi­
ly understood, and supplemented by black-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. w.lich 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 worle.

Bued on experience In: Kenya, Cameroon, Madagascar and Slttrra
Leone.

CHARTS AND FOAMS:
o Loan applications 0 Training needs
o Loan agreements assessments
• ComrYIJnity surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

FOR:
• Client training
• Staff training

TO:
• Raise awareness of

business skills
• Support group

formation
• Develop financial

management skills
o Encourage business

expansiOn
• Train trainers
• Strengthen project

management
o Design and manage

eNdIl programs

BV:
• Trainers
• Field staff
o Client groups

INFORMATION ON:

o Financial
management

o Business planning
• Mark.tlng
• Gene,aI smaM

businessullls

TRAINING TOOLS:

• Line drawings
o Charts and graphs
• 'FiII-ln-ttNt-blank'

forms
• Hand-outs

o Break-even analysis
o Cash-flow analysis
o Balance sheets
o fJrofltIIoss

statements

• POlte, stories
o Board games
o CI.. studies
o Bibliography
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TRAINING RESOURCES
FOR CREDIT MANAGEMENT

Introduction

Group fonnation and community control is a theme that nms 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; P1NeA's manual provides detailed instructions to ex­
tension agents and facilitators for organizing community meetings; CRS's manual contains a packet of
fonns and applications to use in organizing the banking system and monitoring its perfonnance.

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 perfonnance appraisals are utilized,
offering different perspectives on the documentation needed to fonn the basis of effective programs. In
many cases, these are presented as 'fill-in-the-blank' fonns which can be copied or adapted to insert
into your own programs.
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THE COMMUNITY
BANK LEARNING
GAME: A
SIMULATION OF
A COMMUNITY
BANK LOAN
CYCLE FOR
COMMUNITY
ORIENTATION

Published by:
Freedom from Hunger

Foundation

Description

Author: Freedom filOm Hunger Foundation

Available from:
Freedom from HWlll:er Foundation
1644 D::' Vmci Cout,. P.O. Box 2000
Davis, l:d1ifomia 95,617 USA

Telephone: 916-758-6200 Fax: 916-758-6241

Contact person: Judith Vuillet

Number ofpages: 43pp Publication date: 1990

Languages: English (Spanish and French planned)

Price: USS7.S0 (Add USS4.50 for international ainnail)

Format: Spiral-bound book

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 Ci 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
woul~ 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 panici­
pants are invited to make a commitment to come to the next 5 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 uleeting, participants organize the com­
munity tHInk and select officers. pay membership fees and savings deposits, analyze and select income­
generating activities, sign loan ~ments 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 beam 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
opponunity to see bow 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. panicipants analyze what
happens at the end of a loan cycle. and a role play is perfonned about obtaining a second loan. The
uMaster of Ceremonies" then reviews the entire procedure. including benefits and requirements, and in­
struet5 panicipants about how to fonn 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
10 introduce the concept of community banking. Each meeting con­
sists of a variety of techniques: small group work, role plays, socio­
dramas and other methQdologies. It would be imponaJ1t for the fa­
cilitator to have adequate experience in managing groups of this
Iype so that shelhe can pick up on issues and elements of partici­
pants' reactions to activities and ensure that a full, analytical discus­
sion is held to summarize understanding.

~
- -- -- -- -- -

r;.

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 panicipants.

Adaptability

While the inslNctions 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.

This manual uses the model of the community or village bank. See also
publications on pages 9-4, B-8, and B-20.

Based on experience In: Ghana, Honduras and Thailand•

FOR:
• Client training
• Staff training

TO:
o Raise awareness of

business skills
• Support group

formation
• Develop financial

management skills
o Encourage business

expansion
o Train trainers
o Strengthen project

management
• Design and manage

cred" programs

IY:
• Trainers
• Field staff
o Client groups

CHARTS AND FOAMS:
o Loan applications 0 Training needs
• Loan agreements assessments
o Community surveys • Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

INFOAMAnON ON: TRAINING TOOLS:

o Loan administration • Line drawings
• Development of 0 Charts and graphs

credit and/or savings • 'FIII·ln·the·blank'
groups fonns

• Hand-outs

o Break-even analysis
o Cash·f1ow analysis
o Balance sheets
o Profitlloss

statements

o Poster stories
o Board games
o Case studies
o Bibliography
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THE
COMMUNITY
BANKING
PROMOTION
MANUAL

Published by:
Catholic Relief Services

(CRS)

Author: Catholic Relief Services

Available from:
Catholic Relief Services
209 West Fayette Street
Baltimore, Maryland 21201-3403 USA

Telephone: 301-625-2220 Fax: 301-685-1635

Contact person: Lawrence Yanoviteh

Number orpales: 6S Publication date: 1990

Lanpales: English

Price: Free

Format: Photocopied sheets

Description

1bese photocopied sheets function as a 'kit' of materials for local NOOs 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 fonns, including: A Community Banking Program
Agreement, which functions as the contract between CRS and the implementing NOO; Monthly
Community Banking Progress Report Fonnat; End-of-eycle Report Fonnat; NOO Visiting Record, for
field staff to record notes after each visit to the Community Bank; A Baseline Survey Ouide to compile
a profile of the village, the community bank and the bank members; A Small Enterprise Activity
Tncking Format, to assess profitability of enterprises; Financial Request and Receipt Fonns, to be
completed by the NOO in order to secure stan up funds from CRS.

Also included is an outline of a fiFinl system which designates the various files that should be set up to
monitor and manage the bankin, () peradon.

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 creadon of famDy savings for sustained self-sufficiency. Another imponant
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element of the village bank is the extent to which the model encour­
ages self-sufficiency of panicipants 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 pan of the manual consists of step-by-step insU'Uetions for
holding the community meeti!\gs necessary to fonn a group to
launch a community bank. The instructions are designed for the
field wortcer or promoter from the implementing NOO.

tttt
tttt Ii!)- -- -- -- -- -

1be 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
FlNCA manual, see page B-20).

Adaptability

The simple fonns used in this manual could be replicated or revised by organizations seeking to intro­
duce the community banking approach to panners, rather than directly implementing acredit program.

The various fonns 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.

Based on experience In: ThaNaMel

Information contained In this manual can also be found in AManual of
VIII. Banking for Community Leaders and Promoter,; by FINCA (see
page B-20)

FOR:
• Client training
• Staff training

TO:
o Raise awareness of

business skills
• Support group

formation
• Develop financial

management skills
o Encourage business

expansion
o Train trainers
• Strej,gthen project

management
• Design and manage

credit programs

IY:
o Trainers
• Field staff
o Client groups

CHARTS AND FORMS:

• Loan applications 0 Training needs
• Loan agreements asse~sments

• Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

INFORMATION ON: TRAINING TOOLS:

o Loan administration 0 Line drawings
• Development of 0 Charts and graphs

credit and/or savings • 'Flfl.ln-the-blank'
groups forms

o Hand-outs

o Break-even analysis
o Cash-flow analysis
o Balance sheets
o Profltltoss

statements

o Poster stories
o Board games
o Case studies
o Bibliography
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GRAMEEN
BANK

Producer: Audio Visual Unit,
Gramesn Bank

and
Worldview International

Foundation

Includes 7 programs:
.. "Shaheeda's Life" (13 min.)
.. "Housing the Poor" (16 min.)
.. "Fighting Disaster" (16 min.)
.. "Future for the Children" (15 min.)
.. 'Trainer's lmning Program" (17 min.)
.. "Grameen Bank: A Bank for the Poor" (23 min.)
.. "Grameen Bank: A TIme for Change" (22 min.)

Available from:
SEEP Network, cia PACT
777 United Nations Plaza
New York, New York 10017 USA

Telephone: 212-697-6222 Fax: 212-692-9748

Contact person: Elaine Edgcomb

Languaaes: English

Price: USS20.00

Format: VideoNHS. Available in NTSC or PAL.

..
t':t;; 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 ofcredit programs, training of extension workers and/or the
role ofwomen as borrowers and as micro-entrepreneurs.

Together, the videos provide an overview of Grameen's program. They portray village level organiza­
tion of the bank, 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 5
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 undenaken, the viewer glimpses the use of Oipcbarts and other visual aids for working with illit­
erate groups.

A strong point is made. throughout the videos. of women's important role in the Grameen Bank system.
As of 1987, 7S% of borrowers were women. Through their involvement with the bank and the affinna­
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.

8-6 Credit Management
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Methodology

The videos portray Orameen Bank's role in village life. Infonnation
about the Orameen methodology is interspersed with infonnation
about the effects ofjoining 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

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:
o Raise awareness of

business skills
• Support group

formation
o Develop financial

management skills
o Encourage business

expansion
o Train tralnei"l
o Strengthen project

management
• Design and manage

credit prognlrns

IY:
• Trainers
• Field staff
• Client groups

Credit Management

CHARTS AND FORMS:
o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

INFORMATION ON: TRAINING TOOLS:

o Loan adminiStration 0 Line drawings
• Development of 0 Charts and graphs

credit ancUor savings 0 'Fill·in·the·blank'
groups fonna

o Hand-outs

r~( ) I' "

Based on experience In: Bangladesh

o Break·even analysis
o Cash·flow analysis
o Balance sheets
o ProfitJloss

statements

o Poster stories
o Board games
• Case studies
o Bibliography
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A HANDBOOK
FOR THE
DEVELOPMENT
OF SAVINGS
GROUPS AND
WOMEN'S
BUSINESS
SKILLS

Published by:
Save the Children

Description

Author: Save the Olildren field office - Philippines

Available from:
Save the Children
48 Wilton Road
Westpon, Connecticut 06880

Telephone: 203-221-4024 Fax: 203-222-9176

Contact person: Betsy Campbell

Number orpaaes: lS4pp. Publication date: 1985

Languages: English

Price: USS4.00

Format: Bound book

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 infonnation to detennine its relevance to one's own needs.

The first section ofttle book coveiS Phase I of the Women's Savings and Loan Program, and contains 4
training'sessions concerned with group development. These sessions focus on conveying the goals and
0llanization of a savings group, establishing group monetary goals, membership qualifications, borrow­
ing and lending guidelines. clarifying n:sponsibilities ofofficers and opening discussions about personal
goals and intenlCtions.

The next section of the book (Session 5 - 19) concentrates on the Development of Individual Business
Skills. which is Phase n 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-genenting projects. and appraisal and monitoring of loans.

The final section of the book describes Phase 01 of the process. establishing a Women's Savings and
1.oUl Federation. This section does not include training activities. Rather, it is a detailed description of
the purposes. prognms and structure of a fedention fanned to create an association of women's savings
groups and to administer a loan program in which these groups take pan.
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Methodology

The training sessions blend didactic approaches, used to convey
specific infonnation about policies and procedures, with participato­
ry approaches, used to involve participants in assessments of their
personal needs and aspirations and of external 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
tions. Almost every activity includes a supplementary material, such
as a hand-out, chan, 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 C1ildren'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 insened to make the activities more relevant,
when necessary.

AdaptatiOns: This book adapts methodologies and activities from OEF
Intemational's manual Women WOrkl"fJ Togethflr for Personal, Economic
and Community Dev./opmInt (see page CoS).

Based on experience In: The Philippines

FOR:
• Client training
o Staff training

TO:
o Raise awareness of

business skjlls
• Support group

formation
• Develop financial

management skills
o Encourage business

expansion
• Train trainers
o Strengthen project

management
• Design and manage

credit programs

BY:
• TralO8I'l
• Field staffo Client groups

CHARTS AND FORMS:

• Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys 0 Training course
o Feasibility studies evaluatiOns
o Performance analysis 0 Training plans

INFORMATION ON: TRAINING TOOLS:

o Loan administratiOn • Line drawings
• Development of • Charts and graphs

credit and/or savings 0 'FiH-in-the-biank'
g~u~ ~~

• Hand-outs

N(lll "

o Break-even analysis
o Cash-flow analysis
o Balance sheets
o Profillloss

statements

o Poster stories
o Board games
• Case studies
o Bibliography
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HARVARD
INSTITUTE FOR
INTERNATIONAL
DEVELOPMENT
CASE STUDY
METHOD: ISSUES
IN CREDIT PRO­
GRAM DESIGN

Producer: Jim Cotter

Description

Available from:
SEEP Network, clo PACf, Inc.
777 United Nations Plaza
New 'YJrtc, NY 10017 USA

Telephone: 212-697-6222 Fax: 212-692-9748

Contact person: Elaine Edgcomb

Lenph: 60 minutes Production date: 1988

Price: USSlS.oo

Lanpages: English

Format: VideoNHS/NTSC

This virleo 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 Honduru - by woltshop panicipants.

A variety of issues related to managing loan funds are discussed by participants. Participants grapple
with such topics as sustainability, interest rates, increasing the cUent base, reconciling competing objec­
tives within I 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 traininl is secondary) and integrated strategies (i.e., where formal and in­
fonnal 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 insighl into issues and
~1rategies for loan prognms 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 technique!l for eliciting participation, raising questions
and synthesizing responses.

The videotape does not provide guidelines or specific steps for nm­
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.

Adaptability

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
• Staff training

TO:
o Raise awareness of

business skills
o Support group

formation
o Develop financial

rnanagemenl skills
o Encourage business

expansion
• Train trainers
• Strengthen project

rnanagemenl
• Design and manage

credit programs

IIY:
• Trainers
• Field staff
o Client groups

Credit Management

CHARTS AND FORMS:

o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

INFORMAnON ON: TRAINING TOOLS:

• Loan administration 0 Line drawings
o Development of 0 Charts and graphs

credit andlor savings 0 'Fill-in-the-blank'
groups forms

o Hand-cuts

N( ll/ "

o Break-even analysis
o Cash-flow analysis
o Balance sheets
o Profitlloss

statements

o Poster stories
o Board games
o Case studies
o Bibliography
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HOW TO
MJ~,.NAGE A
CREDIT
PROGRAM

Description

Producer:
Jim Cotter

Available from:
SEEP Network
cIa PACT, Inc.
777 United Nations Plaza
New York, NY 10017 USA

Tel: 212-697-6222 Fax: 212-692-9748

Contact person: Elaine Edgcomb

Lenph: 60 minutes Production date: 1989

Price: USS20.00

Lanauages: English

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

•

•
In this video, Henry Jackelen, of the United Nations Capital Development Fund and a consultant to
NOOs 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 informai 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~ability. Mr. Jackelen highlights some of the considentions 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 proaram which is clearly communicated to fieldworkers, and the importance of setting interest
ntes with a view toward achieVing some level of sustainabillty.

A significant portion of Mr. Jackelen's discussion focuses on the importance of setting up a reliable ac­
counting system to stimulate honesty and INst A great deal of detail is provided regarding the systems
to track perfonnance 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
ofviewing I credit program as acycle into which infonnation is constantly fed and assessed, as a means
for re-designing the program to better serve the needs ofclients and to achieve sustainability.
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The videotape is accompanied by 21 chans and checklists, illustrat­
ing the points Mr. Jackelen emphjSii~es. 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 LI1e most pan, he
speaks in general tenns about credit programs, frequently referring
to the experiences of the Grameen Bank in Asia and AITEC in Latin
America as models from which we can aU 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 fonnatlends itself to using the videotape in se(,J11ents within a training pro­
gram, phasing the relevant parts of the tape into the curriculum as the topic is discussed.

•

FOR:
o Client training
• Staff training

TO:
o Raise awareness of

business skills
o SUpport group

fonnatlon
• Develop financial

manageme,. skills
o Encourage business

expansion
o Train trainers
• Strengthen project

management
• Design and manage

credit progral'nl

BY:
CJ Trainers
• field iliff
CJ Client groups

Crldi,' Management

CHARTS AND FORMS:

o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

INFORMATION ON: TRAINING TOOLS:

• Loan administration 0 Llnel drawings
o Development of • Charts and graphs

credit andlor savings 0 'FIU-inottle-blank'
groups tonns

o Hand-outs

r j ( I I I "

o Break·even analysis
o Cash-lIlow analysis
o Balane:e sheels
o ProfltJloss

statenllms

o Postel~ stories
o Board games
o Case :studles
o Blblionraphy
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LOAN ADMINI­
STRATION
MANUAL:
PROCEDURES,
GUIDELINES
AND
TECHNIQUES

Published by:
American Near East

Refugee Aid (ANERA)

Description

Author: Richard A. Neis

Available from:
ANERA
1522 KStreet, NW, Suite 202
Washington, D.C. 20005 USA

Telephone: 202-347-25S8 Fax: 202-682-1637

Contad person: Peter Gubser

Number orpales: 122pp PubliCation date: 1988

Lanauaaes: English and Arabic

Price: Cost of reproduction and handling

Format: Loose-leaf binder

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 loans to their members.

The manual includes in-depth coverage of many aspects of credit ad.·ninistration: the loan application
procedure, processing and evaluating 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 learned by the
Cooperative Development Project in adminisacrinl the West Bank and Gaza credit program.

There are 27 sample fonns, notices and reports provided, includma: Loan applications and qRements,
promissory note, guarantee agreement, payment due notices, credit reports, and loan activity reports.

Methodology

Presented u a reference manual, detailed explanations 81\: provided for each step of the loan administra­
tion process, referri~g primarily to the completion and analysis of forms provided in the IppCnclix. The
narrative also incl' ,,\~ a great deal of advice on such topics u interviewin. and evaJuatin. clients, func­
tions and responsibilities of Boards ot'Directors, staffand 10m committees.
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Adapiabillty

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.

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 acredit 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.

•

FOA:
o Client training
• Staff training

TO:
o Raise awareness of

business skills
o Support group

formation
• Develop financial

management skills
o Encourage business

expansion
o Train trainers
• Strengthen proJflei

management
• Design and manage

credit programs

IY:
o Trainers
• FIeIdSla"o Client groups

CHAATS AND FOAMS:

• Loan applications 0 Training needs
• Loan agreements assessments
o Community surveys 0 Training course
o Feasibility studies evaluations
• Performance analysis 0 Training plans

INFORMATION ON: TRAINING TOOLS:

• Loan administration 0 Line drawings
o Development of • Charts and graphs

credit andlor savings • 'Fill-in-the-blank'
groups forms

o Hand-outs

iJI \ II ,

Based on experience In: West Bank aoo GIza

o Break-e' ::,n analysis
o Cash-flow analysis
o Balance sheets
o ProfMoss

statements

o Poster stories
o Board games
o Case studies
o Bibliography
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LOAN
APPRAISAL:
INTERVIEW
TECHNIQUES
FOR
APPRAISING
RISK AND
MAKING SSE
LOANS

Producer:
Jim Cotter

Description

Available From:
SEEP Network, clo PACI', Inc.
777 United Nations Plaza
New York, NY lOO17lJSA

TeleJthone: 212-697-6222 Fax: 212-692-9748

Lenmth: 4S minutes Production date: 1989

PriCI!: USS20.00

Lanpales: English

Format: VideoNHS/NTSC, with accompanying
sheets to use as transparencies with an overhead
projector

In this video, Henry Jackelen, financial consultant, discusses how to interview micro-enuepreneurs to
coU~ct financial infonnation for assessing whether to extend credit. Oriented toward field staff of imple­
menting agencies, the discussion emphasizes the necessity of finding alternative methodologies for cal­
culating risk when conventional fmancial 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, lackelen provides detailed infonnation
about the types of questions that a fieldwcrteer might ask to assess the costs and potential of the busi­
ness. While conveying these ideas, lackelen provides definitions and explanations of such concepts as
JrOss margin, capital costs, stan up costs, fixed and variable costs, and break-even analysis.

In ending, laelen explains that financial infonnation is not the sole source for assessing creditworthi­
ness, and that information on marketing and cash flow also need 10 be obtained.

The videotape is accompanied by 18 charts and checklists, which can be used as transparencies with an
overhead projector. 'r'hese accompanying materials allow the user 10 project the major points Mr.
lackelen emphasizes in his discussion.
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Methodology

The explanation of concepts and themes takes the fonn of an infor­
malleeture. lackelen illustrates the majority of his points using the
example of a chair maker. Many checldists appear on the screen as
he talks.

During the discussion of calculations of different costs, text win­
dows appear on the screen with instnlctions on how to pcrfonn 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 perfonned. The transparency
sheets accompanying the videotape can be used to clarify and elabo-
nte 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 litente.

The text, Mlnu.' for COmmtlrr:i., Analysis of Small SCa'e Proj«:ts by
Henry Jack.'en (see page 8-18) and published by Appropriate
Technology International contains many of these financial concepts.

..

FOR:
o Client training
• Staff training

TO:
o Raise awareness of

business skills
o Support group

tonnatlon
• Develop financial

managemenllkills
o Encourage business

expansion
o Train trainers
• Strengthen project

management
• Design and manage

eNdlt programs

BV:
o Trainers
• FJeld staff
OClJentgroups

CHARTS AND FORMS:

o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

INFORMATION ON: TRAINING TOOLS:

• Loan administration 0 Line drawings
o Development of • Charts and graphs

credit andlor savings 0 'FIII-in-the-blank'
groups forms

o Hand-outs

t J' III "

• Break-even analysis
• Cash-flow analysis
• Balance sheets
o Profltlloss

statements

o Poster stories
o Board games
o Case studies
o Bibliography
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MANUAL FOR
COMMERCIAL
ANALYSIS OF
SMALL SCALE
PROJECTS

Published by:
Appropriate Technology

International (ATI)

Description

Author: Henry R. Jackelen

Available from:
Appropriate Technology International
1331 H Street. NW
Washington, D.C. 20005 USA

Telephone: 202-879-2900 Fax: 202-628-4622

Contact person:SColt Ripley

Number orpaaes: 91pp. Publication date: 1983

Price: US$6.S0

Lanau1aes: English

Format: BOWld book

The purpose of this book is to provide field staff with a method for analyzing the survival potential of a
smaIl enterprise project and for detennining how long it will need outside assistance. The assessment is
focused on fmancial 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 imponance of thoroughly documenting the production process and includes
a case study which documents the production processes of two organizations. In the appendix, a fonn
for collecting production infonnation 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, disttibution and marketing (as a
means for estimatina projected income); Break-even analysis; and Cash-flow analysis. Each of these
sections beams with an explanation of the concept, mentions some factors to take into consideration
when undenakinl the calculation, and uses 2 examples to demonstrate calculations (from groups in
Indonesia and the Cameroon). The appendices contain fonns which you can use to insert your own in­
fonnadon and perfonn the calculation.
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Methodology

The manual is self-paced and self-instructional. While many tenns
.are defined and explained in detail, the manual concentrates so
heavily on financial management and calculations, that some prior
knowledge of fmancial 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 install 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 detennine the credit-worthiness of a prospective client It
would need substantial adaptation to be used by people who have little financial management experience.

Adaptations: The information in this book is also used as the basis for
Comput,rArulysi, ofS""N-sc.. Production PIO}Icts (CARE) and for
the video, Int,rvlew T.chniqu,s for Appraising Risk and Making SSE
Loans (SEEP).

FOR:
o Client training
• Staff training

TO:
• Raise awareness of

business skills
o Support group

formation
• Develop financial

management skills
o Encourage business

expansion
o Train trainers
• Strengthen project

management
• Design and manage

eNdlt programs

BV:
o Trainers
• Field staffo Client groups

CHARTS AND FORMS:
o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

INFORMATION ON: TRAINING TOOLS:

• Loan administration 0 Line drawings
o Development of 0 Charts and graphs

credit and/or savings • 'FiU-in-thl-biank'
groups fORns

o Hand-outs

• Break-even analysis
• Cash-flow analysis
o Balance sheets
o Profitlloss

statements

o Poster stories
o Board games
• Case studies
o Bibliography
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A MANUAL OF
VILLAGE
BANKING FOR
COMMUNITY
LEADERS AND
PROMOTERS

Published by:
Foundation for

International Community
Assitance (FINCA)

Author: John K. Hatch

Available from:
FINCA
901 King Street
Alexandria, Virginia 22314 USA

Telephone: 703-836-5516 Fax: 703-836-5366

Contact person: Katherine Ann Miller

Number or pages: 56pp. Publication date: 1989

Languages: English, Spanish and French

Price: USS10.00

Format: Loose-leaf binder

Description

This manual is a self-insttuctional 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) nual settings.

The introduction describes the chancteristics 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 S50 -S3oo.

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, prepan: and approve by-laws, explain and imple­
ment the bookkeeping system. and fonnally inaugurate the bank and loan distributions. The next 2
chapters deal with internal 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 SO 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 imponant 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 commi~es 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 instnlctions and approxi­
mate duration for specific explanations to be given and tasks to be
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.

Adaptability

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.

The commJnlty or village bank model has been adapted by various
agencies. Including CRS, CARE. save the Children. Freedom from
Hunger and Katalysls.

•

FOA:
• Client training
o Staff training

TO:
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business skills
• Support group

formation
• Dev,1op financial

management skills
o Encourage business

expansion
• Train trainers
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management
• Design and manage
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IY:
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CHARTS AND FORMS:
o Loan applications 0 Training needs
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o Community surveys 0 Training course
o Feasibility studies evaluations
o Performance analysis 0 Training plans

INFORunON ON: TRAINING TOOLS:
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N()1) •
I
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AN
OPERATIONAL
GUIDE FOR
MICRO­
ENTERPRISE
PROJECTS

Author:
ACCION InternationaJI
The Calmeadow Foundation

Available from:
The Calmeadow Foundation
Suite 2000
95 Wellington St. West
Toronto, Ontario M5J 2N7
Canada
Telephone:416-362-9670
Fax: 416-362-0069

ACCION Int'!.
130 Prospect St.
Cambridge, MA 02139
USA
Telephone: 617-492-4930
Fax: 617-876-9509

Published by:
ACCION InternationaV

The Calmeadow Foundation

Description

Also available from PACT Media Services. See page D-S
for special ordering information.

Contact person:Marge Oarkson (Calmeadow)
Elizabeth Rosenberg (ACCION)

Number or pages: 98pp Publication date: 1988
Languages: English (Spanish edition due early 1991)
Price: US$lS.00 (ACCION); CAN$17.00 (Calmeadow)
Format: Bound book

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
tions. 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 shon overview of characteristics of intonnal sector businesses, steps in planning and
implementing projects are discussed. These include: carrying out a feasibility study to learn about the
micro-e'nterprise 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 guidelines for oqanizing orientation meetings, credit policy re­
quirements and ongoing training of bonowers are discussed. Individual loan projects and micro-enter­
prise associations are also included.

The following section, on project management, oudines the responsibilities that a centra! or 'headquar­
ter' office must assume. It also deals with the issue of project expansion, through the creation of an um­
brella oqanization or branch offices. 1be section on project monitoring and evaluntion reviews indica­
tors of changes in a business and ofcommunity 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 fonnats 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 learned, 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 eronomic settings. Most of the ex­
amples cited reflect experiences in Latin America, but the language is general and, for the most pan. ap­
plicable in various countries and regions.

•

FOA:
o Client training
• Staff training

TO:
• Raise awareness of

business skills
• Support group

formation
• Develop financial

management skills
o Encourage business

expansion
o Train trainers
• Strengthen project

management
• Design and manags

credit programs

BY:
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Credit Management

CHAATS AND FORMS:
o Loan applications 0 Training needs
o Loan agreements assessments
• Community surveys 0 Training course
o Feasibility studies evaluations
• Performance analysis 0 Training plans

INFOAllAnON ON: TRAINING TOOLS:

• Loan administration 0 Line drawings
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credit anellor savings 0 'FIU-in-the·blank'
groups lonna

o Hand-outs

~ JI I II "

Based on experience In: Latin America

o Break-even analysis
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• Balance sheets
o Profltlloss

statements
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o Board games
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o Bibliography
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OPERATIONAL
MANUAL FOR
VILLAGE-BASED
INCOME
GENERATING
PROJECTS

Published by:
Freedom From Hunger

Foundation

Description

Author: Jeffre3' Ashe

Available from:
Freedom from Hunger Foundation
1644 Da Vmci Court
PO Box 2000
Davis, Califom,a 95617 USA

Telephone: 916-758-6200 Fax: 916-758-6241

Contact person: Judith Vulliet

Number or paaes: 51pp. Publication date: 1988

Lanauages: English

Price: US$7.50 (Add USS4.S0 for international ainnail
service)

Format: Spiral-bound book

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 Research Guide, in the first section, provides detailed instnlctions 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 infonnation collected in order to project the perfonnance of the loan fund and develop the
project desip.

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

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

Annexes include: A sample training workshop fonnat for training interviewers (which also includes
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hand-outs); Sample interview with a village development committee
in Sierra Leone; OuUine 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 l,mguage,
and the concepts are clearly presented. Step-by-step instilictions,
pointers, lessons from experience and many samples are provided
for individuals or groups using this manual. The information is
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 infonnation about and analyzing the different roles and responsibilites
that men &nd women undertake.

Adaptability

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

The rna,..,al utilizes the cornnllnlty or vllagl banking model (Sft
publications on pages B-2, 8-8 and B-2\».

Based on experience In: Nepal, Thailand, Sie"a Leone, Kenya, Mali,
Honduras, Ecuador and Bolivia.•

FOR:
o Client training
• Staff training
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BY:
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r~u II "
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PROGRAMADE
GRUPOS
SOLIDARIOS
PARA TRABAJA­
DORES INDE­
PENDIENTES

Published by:
Asociacion Grupos So/idarios

de Colombia and ACC/ON
/nternaciona/ TecnicaiAITEC

Description

Author: Diego Guzman and Carlos Castello

Available from:
ACCION International
130 Prospect Street
Cambridge, MA 02139 USA

Telephone: 617-492-4930 Fax: 617-876-9509

Contact person: Elizabeth Rosenberg

Number or paaes: 6Opp. Publication date: 1989

Languages:Spmtish

Price: US$10.00

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

•

•

e'

This third version of the Guide for Implementing Solidarity Group Programs for Infonnal 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, training, providing ongoing assistance to and moni­
toring solidarity groups.

The section on forming the solidaJity group describes criteria for members, and the key infonnation to
be covered during 3 meetings with potential panicipants. 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 imp~vements to the workplace.

Training plans, materials and conditions lie 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
irepreneurs, including secdons on markedng for store owners, marketing for manufacturers, human rela­
tioDS, 0llanizational 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 prop-am.

There are also definitions of and policies i~f administering a revolving loan and a guarantee fund. The
closing chapters cover the stnaeture 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 methlXlologies for reporting on the projecL

Methodology

The manual concentrates on the steps that need to be undertaken to
fonn 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.

Adaptability

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

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

Based on experience In: ColOmbia

The IOIidIritt group model hal betn widely used by other NGOs
working on crtdII or rnicro-.nI.rpr1II ptOjects, Including ASEPAOE
(Honduru) I~ PROOEM (BolIvIa).

••

FOR:
o Client training
.• Staff training
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CfIdII progranw
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CHARTS AND FORMS:
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INFORMATION ON: TRAINING TOOLS:

o Loan administration 0 line drawings
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o Break-even analysis
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SMALL
ENTERPRISE
DEVELOPMENT
IN WE,-"T AFRICA

Published by:
Partnership for Productivity

(PfP)

Description

Author: Anne F. Ritchie and Nicholas Ritchie

Available from:
CARE,lnc.
660 First Avenue
New Yort, New Yort 10016 USA

Telephone: 212-686-3110 Fax: 212-696-400S

Contact penon: Alexa BelJhager

Number orPiles: 263pp.

Publication date: 1985

Price: USSS.OO

Lanaulles: English

Format: Photocopied sheets

This manual is based on i '~'s experience in extending credit to micro-entrepreneurs in northern Liberia.

1be first major section of the manual provides an overview of the program. The approach to extending
credit described invoh'es S steps: Request for the loan; Analysis of the activity's feasibility and the en­
trepreneur's character and financial resources; Prepantion and processing of the loan application;
Follow-up; and Post loan evaluation. The specific Metivities within each of these steps are identified in
detail.

Within Utis f.1St section, PiP's strateI)' for adaptinl the Saveway savinls Scheme, designed by Ouam
U.K., is described. 1be scheme aims to enwurage and enIble sm:A1l scale business people and fanners to
save repJarly, in order to accumulate investment capital and reduce dependence on credit. The scheme
uses a pictorial .ystem with stamps to faciUwe die participation of WitenIC people. Local people are
elected U omeen, and nan the scheme with usisaance from an extension qent. (A complete packet of
proced.... and forms for opel'llin. this scheme are provided in one of the appendices.)

In the section on 'Techniques." a detliled expllllldon ofcarryina out a feuibility study is provided, fol­
lowed by a descripdon of PfP's mlllllelllf!nt trliniDl, An aaempt Ii mlde to systematize trlinina by
providinl extension qents with a set of 'ConsultiDl1bpics' and mana.emenl 'tools' which can be
phased into wort with clients u needed. For each Consuldnl'lbplc (such u planniJII/ollanization,
wolkinl capital manaaement, costin., pricin., profitability), a let of financial or namdve tools have
been developed. 1be tools lenenlly take the form of a worksheet. a problem diaposis chart. a financial
form or record, or a report tailored to a speciftc issue.
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--- -- -- -- -- -- -Methodology
The infonnation in the manual is presented in narrative fonn, 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 diRlCt the reader's attention to key
points. Nevenheless, many 'fl11-in-the-blank' reportin. and analysis fonns are included which can be
adapted or tailored for similar ongoing programs, or to use in training sessions.

The last section deals with the design of the service delivery strate­
gy. It discusses area wide coverage vs. focused coverage, issues of
transpon for, recruitment and training of field staff. A sample 6­
week curriculum for field staff training is included. (nfonnation is
also provided about how PIP introduces its service, develops its
client portfolio and monitors the credit service.

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

Adaptability

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

The Sav.lY Slvingl SCheme II adapItd from the method dtlignld by
Oxfam U.K. and hal many .1mIIar .lIrntni. to the Communly BankIng
Model.

BI.td on .xperlence In: Liberia•

FOR:
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CHARTS AND FORMS:
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• Loan agreements usessments
o Community surveys 0 Training course
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• Performance analysis • Training plans

INFORMATION ON: TRAINING TOOLS:

• Loan admiIllltrltlon 0 lint drawl.
CJ Development of CJ ChIrt.and graphs

credit aneror Nvlnga • 'FlI-In-the·blank'
groupl forma

Cl Hand-out.

o Break·even analysis
• Cash·flow analysis
• Balance sheets
• Profltlloss

statements

o Poster Itorln
CJ Board game.
CJ Ca.. Itudles
o Bibliography
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VILLAGE
INDUSTRY
SERVICE:
ENTREPRENEUR
APPLICATION
FORMS

Published by:
Volunteers in Technical

Assistance (VITA)

Description

Author: Barbara Eisinger and Erik Nielsen

Available from:
VITA
1815 North Lynn Stn!et
Suite 200, PO Bo;lt 12438
Arlington, VA 22209-8438 USA

Telephone: 703·276-1800 Fax: 703-243·1865

Contad person: Henry Nonnan

Number orpaaes: 145pp. Publication date: 1989

Languaaes: English

Price: Contact VITA for exact price infonnation

Format: Photocopied sheets

This guide to administrative procedures for responding 10 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 infonnation collected in all VIS offices and 10 assemble the data needed by zambian
banks 10 approve or reject loan applications. 'Ibis process is specifically designed for a Credit Guarantee
Scheme, where ihe NGD is working in conjunction with a commercial bank, 10 prepare entrepreneurs to
receive loans.

Seven steps are described in great detail: 1) Initiation of action fonn in response to receipt of application
letter; 2) Reql~est for preliminary financial and personal information (rom borrower; 3) Prepare
bonower's infonnation for sc:reenina; 4) Analysis and decision on whether to reject, refer, acc:ei1t or
modify the request for a loan; 5) Collection of infonnadon (via additional fonns and sice visits) to
clarify production process, to submit information to the bank dlat qualifies the borrower for a loan undtr
the C~it OUll'llltee Scheme, 10 assess the extent of the market. II'Id to undertake a comprehensive
financial IMlYli.; 6) All fonns and supponin. documents sent to the bank for approval of loan; 7)
Receipt of bank IppI'Ovai.

Methodology

The saep.by-step instnlctions are very detailed. inclucUnl sample letters and file fonns for every action
necessary. For instane:e. sample acknowled,ement and rejection letters, with spaces to "fill in dle
blinks" widlappropriate names and comments. are all provided. .
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While the documentation provided here fonns a comprehensive set
of materials, the amount and complexity of infonnadon collected is
considerable. Advanced financial concepts and calculations, such as
Risk-Margin Index, Debt-Service-Coverage Ratio and Internal Rate
of Return 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. Barnwell Banda, the owner of I carpentry
workshop in a zambian village. is introduced at the beginning of the
manual and is used to illustrate how each fonn is fiUed 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 t.~ Credit Guarantee Scheme in zambia.

Nevertheless, there are many fonns and procedures which couid 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:
o Client training
• Staff training

TO:
o Raise awareness of

buslnesslkills
o SUpport group

formation
• Develop financial

mlNglrntnllkll1l
CJ Encour. bu.I",..

.xpanllon
CJ Train Ital...
• Strengthen prvttct

mlNgtmenl
• Dellgn and manIgI

credM progranw

IV:
CJ Trainers
• Flild iliff
CJClltntgrouPi

C,IdI' All".,,,,,,,,

CHARTS AND FORMS:

• Loan applications 0 Training needs
o Loan agreements usessments
o Community surveys 0 Training course
o Feasibility studies .valuatlons
• Performance analysis 0 Training plans

INFORMATION ON: TRAINING TOOLS:

• Loan admlniltratlon CJ Line drawings
o Development of 0 Chart. and graphs

ertdIt and/or livings • 'FlI-In-tht-blank'
grouPi forms

o Hand-outl

Ba.ed on experience In: Zambia

o Break-even analysis
o Cash-floW analysis
o Balance shHts
o Pro,ltJ1oss

sta~8ments

o Poster stortel
o Board game.
DCa.. studitl
o Bibliography
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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 pan. 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
treprcneurial groups.

EntrtfIQndo a Emprtsmios (PADF) provides background and theory related to wortdng with adult learn­
ers and using non-formal education approaches. It explains. in more detail than most manuals. the
framework for participatory training.

The other two manuals. !Amnin, to Ttach (Save the Olildren/OEF International) and Wom~n Workin,
Togttur lor Ptrsonal. Economic and COmtrlMnity Dtvtlopmtnt. (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
backlJOund information that they supply on the ways that adults learn. as well as in plOvidin, a reper­
toire ofactivities that can be inserted into or adapted for your own training programs.

Because they dealaenel'l1ly with tninina approaches and training of trainers. these manuals are adapt­
able to wort with varyina levels of business owners and activities.

c-,



ENTRENANDO A
EMPRESARIOS

Published by:
Pan American
Development

Foundation

Description

Author: Sistema de Asistencia Empresarial de Honduras

Available from:
Pan American Development Foundation
1889 F Street. NW
Washington, D.C. 20006 USA

Telephone: 202-458-3969 Fax: 202-458-6316

Contact person: Lewis Thwnsend

Number orpaaes: 21Opp. Publication date: 1985

Langulaes:Spanish

Price: USSI2.60

Format: Spiral bound book

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 educationallbeory related to learn­
ing styles of adults, use of participatory approacbes, and an overview of different training tec:hniques.

The design, implementation, strengths and weaknesses of four specific methods are described in detail:
Suuetured experiences (including games and simulations), group discussions, case studies/critical inci­
cknts and lectures or presentadons. One example each of • dramatization, a case study and a structured
activity is provided in the appendix. 1be situations for which each method is most appropriate are also
outlined. A variety of general considerations for tniners receive attention, including how to respond to
situations dlat frequendy arise in training settinas (such as inattention, challenges from panicipanlS,
etc.) and the use ofhumor.

The final pans of the book concentrate on providina effective and appropriate technical assistance and
advice. Much of the advice in this section relies on common sense approaches, such as the reminders to
Dilen weD and ask questions.

C·2 Group BulldlnglTralnlng of Trainers



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

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

Infonnation is conveyed, primarily, through the narrative, supplemented by several charts and sample
questionnaires. There are few actual examples or training activities provided.

Adaptability

nus guide provides useful \nfonnation for anyone interested in designing non-fonnal education training
sessions in any discipline (not just small enterprise development). As such, the user would have to in­
corporate specific SED topics andlor skill training into the general framework outlined in this guide.

CHARTS AND FORMS:

o Loan applications 0 Training needs
o Loan agreements assessments
o Commlnlty surveys 0 Training course
o Feasibility lIudles evaluations
o Performance analysis 0 Training plans

•

FOR:
o Client training
• Staff training

TO:
o Raise awareness of

busineu skUls
o Support group

formatiOn
o Develop financial

mlnlgemenllkllls
o Encourage business

expansion
• Train trllntrs
D Strengthen project

mlNlgtmeni
D Design and manage

credit Pft)grarna

IV:
• Trainers
• field lIaff
OClitntgroups

INFORMATION ON:

• Non-formal educa­
tion techniques

• Non-formal
education theory

TRAINING TOOLS:

o Lint drawings
• Charts and graphs
o 'FIII-ln-the-blank'

forms
o Hand-outs

o Break-even analysis
o Cash-floW analysis
o Balance sheets
o Profitlloss

statements

o Poster stories
o Board games
o Case studies
o Bibliography
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Also available from PACT Media Services. See page 0..5
for ordering information.

Contact person: Betsy Campbell (Save);
Nena Terrell (OEf); Robert Sutherland (pACf)

Number orpales: SOpp. Publication date: 1989

Price: USS12..50 (See page D-S for shipping charges.)

Lanpales: English

Format: Bound book

LEARNING TO
TEACH:
TRAINING OF
TRAINERS FOR
COMMUNITY
DEVELOPMENT

Published by:
Save the Children and

OEF International

Description

Author: Jane Vella

Available from:
Save the Children Federation
PO Box 9.50
Westport. cr 06881
Telephone: 203-221-4024
Fax: 203-222-9176

OEF International
181.5 H Street. NW. 11th A.
Was:t.ington. D.C. :l0006
Telephone: 202-466-3430
Fax: 202-77.5-0.596

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

Each of the 2.5 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 adullS learn; Respect and safety; Problem posing; Using pietura, sociodramas and stories; Seven
steps of planning; Open questions; How lfOuPS wort; Setting tasks; Meeting resistance; Leaming needs
analysis; Feedback; Accountability; and Evalualion of leaming.

Methodology

A participatory methodololY is employed in the book, based on the principle that people learn experien­
tially. While it il not specifically oriented toward small enterprise development, die techniques rill ef­
fectively be employed by field ItIff who are funetioninl u credit officers or technical Msistance
providers to income genenJinl projects.

Each trainin. session described indicates the time, objectives. materials and steps that should be under­
taken for the activity. Notes to the facWlI1Or. with helpful hints and experiences from actual training
sessions. Inl also included. A sectiCll in each II'IininI activity description called uProof of Leaming,"

Group Bulldlngni'.lnlng of Trslners



highlights the specific results that trainers should look for to deter­
mine whether participants have incorporated the objectives 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 Uterate groups.

Adaptability

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

The skills and techniques described !n U1e manual are adaptable to virtually any region of the world, as
well as to diverse groups. While the sessilJnS are designed for training of trainers, the book would also
be a useful reference for any facilitator wl.lO regularly works with groups and is interested in additional
techniques for eliciting participation and wm"fting with adult learners.

CHARTS AND FORMS:
o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys • Training course
o Feasibility studies evaluations
o Performance analysis • Training plans

•

FOA:
o Client training
• Staff training

TO:
o Raise awareness of

businessskllli
o SUpport group

formation
o Develop financial

management llelill
o encourage bullness

I·Plntlon
• Train "al...,.o Strlngthen project

management
o Design and manage

cndII programa

IV:
• TraJnerio Fi*1d staff
o Client groupe

INFORMATION ON:

• Non-formal educa­
tion techniques

• Non·formal
education theory

TRAINING TOOLS:

• Line drawings
o Charts and graphs
o 'Fll-in-the-biank'

forms
• Hand-outl

o Break-even analysis
o Cash-flow analysis
o Balance sheets
o Profltlloss

statements

o Poster stories
o Board games
o Case studies
o Bibliography
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WOMEN
WORKING
TOGETHER FOR
PERSONAL,
ECONOMIC AND
COMMUNITY
DEVELOPMENT

Published by:
OEF International

Description

Author: Suzanne Kindervatter

Avaflable from:
OEF International
1815 HStref;t, NW, 11th Floor
Washington, D.C. 20006 USA

Telephone: 202-466-3430 Fax: 202-77S-oS96

Contact person: Nena Terrell

Number or pales: l04pp.

Publication date: 1988 (2nd edition)

LanlUales: English, Spanish and French

Price: English - US$11.00; Spanish and French - US$13.00
(See page D-S for shipping charges.)

Format: Bound book

•

Womtn 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 fonnulate
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 fonnation, 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
terprise activities, and on workina toled1er in lIOuPS. The sections on ramily relationships and the com­
munity, adcRss a number of issues throuJh traininl activities including: ways of finding more time,
identifyinJ SOUR:eS of credit, leldership. an interactive way to perfonn a community needs assessment,
plannin. skiIlI. '!Wo activities on women's le.1I rilhts form a section, and the book closes with training
activides to leDeraae responses to the question. "Whe~ do we '0 from b:re?"

Methodology

Numerous participatory uaininl approaches to group wort are utilized in this mlllual. Use is made of
line dnwinp, poster stories. role plays and other interactive metbodoloJies to build lelf-esteem and
self-confidence.

C-I Group Bulldlngmalnlng of Trainers
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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-feasibUity 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 instnJctions 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

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

•

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 orgilllizing women
who have never participated in a group. It is also useful for looking at some of the obstacles (i.e., 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.

Based on experience In: Eculdor, Honduras, Thailand, Morocco and
SInegal

CHARTS AND FORMS:

o Loan applications 0 Training needs
o Loan agreements assessments
o Community surveys • Training course
• Feasibility studies .valuatlons
o Performance analysis 0 Training plans

•

FOR:
• Client training
o Staff training

TO:
• Raise awareness of

business skills
• Support group

formation
o Develop financial

management skills
o Encourage buelntll

expansion
o Train trainers
o Strengthen project

management
o Design and manage

ndit pn»grams

IV:
• TralnlrIo FIlId_1ff
o Client groups

INFORMATION ON:

• Non-formal educa­
tion techniques

• Non-formal
lducatlon theory

TRAINING TOOLS:

• Line drawings
o Chartu and graphs
o 'FII-In·the-blank'

forma
• HanckM.lts

o Break-even analysis
o Cash·flow analysis
o Balance sheets
o ProfMoss

statements

• Poster stories
o Board games
• Case studies
o Bibliography
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INDEX #4:
Materials that contain special rererence to or materials for
working with women's llnd or illiterate groups

Community Bank Learning Game B-2
Doing a Feasibility Study A-8
Faidika A-12
Grmaeen Bank B-6
Handbook for Development of Savings

Groups B-8

Manual of Village Banking B-20
Malteting Strategy A-18
Navamaga A-24
Operational Manual for Village Based

Projects B-24
Trickle Up Training Tools A-32

INDEX #5:
Materials that contain loan applications andJor loan agreements:

Community Bank Learning Game B-2
Community Banking Promotion Manual B-4
Facilitator's Guide: First African SEAD

Workshop A·10
Handbook for the Development of Savings

Groups B-8

INDEX":
Materials that contain cash 1I0w analysis forms

Loan Administration Manual B-14
Manual of Village Banking 8-20
S:nall Enterprise Development in

W. Africa 8-28
Village Industry Service 8-30

Bookkeeping Manual A-4
Computer Analysis ofSmall Scale

Projects A-6
Doin, A ,Feasibility Study A-8

Henamientas de Analisis A-14
Loan Appnisal B-16
Manuel de Formllion des Payans A-16

Indices

Monitoring and Evaluating Small Business
Projects A·20

Manual for Commercial Analysis B18
Operational Guide for Micro-Enterprise

Projects 8·22
Small Enterprise Development in

W. Africa B-28
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INDEX #17:
Materials that contain rorms lor balance sheets and/or pront and loss statements

Apartando las Ovejas A-2
Computer Analysis of Small Scale

Projects A-6
Herramientas de Analisls A-14
Loan Appraisal Techniques B-16
Monitoring and Evaluating Small Business

Projects A-20

Navamaga A-24
Ooperational Guide for Micro-Enterprise

Projects B-22
SEAD Workshop A-30

SmaIl Enterprise Development in
W. Africa B-28

INDEX #8:
Ma~erials that contain training course plans and evaluations

Community Bank Learning Game B-2
Doing a Feasibility Study A-8
Facilitator's Guide: First Africa

Workshop A-I0
Learning to Teach C-4

Manue"l de Fonnatlon des Paysans A-16
Markf;ting Strategy Training A-18

Index #9:
Materials that contain case studies:*

Apanando las Ovejas A-2
Facilitator's Guide: First Africa

'.'!l:-rkshop A-I0
FAIDIKA! A-12
Handbook for the Development of Savings

Groups B-8
Hemmientas de Analisis A-14
Manual for Commemll Analysis B-18
Marketin, StrllelY Trainina A-II

Navamaga A-24
Programa de Grupos SoUdari9s B-26
Programme d'Etudes A-26
SEAD Workshop A-30

SmaIl Enterprise Development in
W. Africa B-28

Women Working Together C-6

Monitoring and Evaluating SmaIl Business
Projects A-22

Operational Guide for Micro-Enterprise Projects
8-22

Operational Manual for Income-Generating
Projects B-24

SEAD Workshop A-30
Women Wolkin, Together C-6

*TM II",. 'CAfl sillily' Mfe refers to QIIYlairly ..."U-dlvtlop,d IX/ImPII or tIIIICdolt thalli lIIcbuhd in
lilt Iw/or ,n"", dUclUslon or 10 IlllUtralllht carryln, OWl olsOlM proctdMrt.11 dots 1101
MClSsarlly iNJlcalllht 1llCilUion ojQ/017flQI CtlSt 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'!. $1.S0 each add'l.

Zone 2 $3.50 1st book $7.00 1st book
Canada/Mexico $1.25 each add'}. $1.50 each add'!.

Zone 3
Central America $3.75 1st book $8.50 1st book
&. Caribbean $1.25 each add'}. $1.50 each add'!.

Zone 4
Europe, UK &. $5.00 1st book $11.75 1st book
South America $1.50 each add'!. $3.25 each add'l.

ZoneS
Africa, Asia & $5.00 1st book $15.95 1st book
Oceania $1.50 each add'!. $4.25 tach add'l.

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

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

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

FOi" ,Jdditional information on publications avai/Qblefrom PACT Media Services,
contactRobert Sutherland at 212-697-6222 (tel) or 212-692-9748 (fax).

For publications distributed by OEF Intemational, the following shipping charges
apply:

USA, Canada and Mexico: Surface mail- Add 2011
Central America: Surface (6-8 weeks) • Add~; Airmail add •
Other countries: Surface (6 • 12 weeks) • Add 2()11,; Airmail add 60'11

AU orders must be accompanied by paytr~~'lt in US Dollars only. Payment must~ in
the' tonn ofa US bank drift, a purchase Hro;er, or an inttmational money order.

For addltiolllll information on publications avtJilDbkfrom OU1t*l7IIlIional, C01llllCf
Nena Terrell ar202-466-3430 (tel) or202-77j.()J96 (fax).



COVER SHEET
FOR NEW ENTRIES TO THE SEEP DIRECTORY OF

TRAINING RESOURCES FOR SMALL ENTERPRISE DEVELOPlvIENT

We hope that you will continue to send us training materials for small enterprise
develC'pment (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 helpful if ),ou include this cover sheet with any materials
forwarded.

yourname _

Organization _

Date _

Tel: _

No. of pages _

Fonnat _

Information about the publication:

Title of publication _

Publisher _

Address _

Distributor & _
Address (if
different
from publisher)

Languages __

Publication date _

Price _ Shipping charges _

Designed for use by _

Additional comments about the material:

(over)

I
• .I"~



•

YOUR FEEDBACK ON 1HE FORMAT, CONTENT AND USEFULNESSS OF nus
DIRECTORY WILL BE VERY HELPFUL. COULD YOU TAKE A FEW MINUTES TO
ANSWER 1HE QUESTIONS BELOW?

Very Somewhat Not
useful useful useful

Do you find the descrip­
tions of the materials

Do you find the chans

Do you find the
fonnat/design

.Do you find the
indices

What suggestions do you have for improving the:

Descriptions:

Cham:

Fonnat/design:

Indices:

Is there any additional infonnation that could be included in this directory to make it more
useful for you? Yes_ Na_
Ifyes, please describe below:

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