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PREFACE

As the field of microenterprise development becomes more sophisticated, practitioners
require greater technical skills to meet increasingly complex challenges. As part of its continuing
effortsto meetthe needs of microenterprise practitioners, GEMINI is producing a series of technical
notes and training materials on topics related to microenterprise development.

The GEMINI technical note series is divided into three sections. The microenterprise
finance section includes notes on setting interest rates, the expansion of microenterprise finance
programs, and other specific topics. The nonfinancial assistance section contains notes on how to
carry out subsector analyses and identify cost-effective ways of enhancing the productivity and
competitiveness of microenterprises. The microenterprise research section contains notes on survey
methodologies designed to increase understanding of the growth and dynamics of the microenterprise
sector. Each note can te used on its own; however, those interested in one note within a section
will probably be interested in all of the notes produced in that section.

The notes can be used as reference materials and can also serve as the basis for creating
customized training inaterials for individual organizations. Although these “Tools for Microenter-
prise Programs” are specifically designed for practitioners, they should also prove useful for
donors, evaluators, and others interested in microenterprise development.

For a complete listing of other technical notes and training materials available from
GEMINI, as well as a list of all GEMINI Technical Reports and Working Papers, please see the
publication list at the end of this document.

The GEMINI Project is the U.S. Agency jfor International Development’s rrimary technical
resource in the field of micro- and small-scale enterprise development. GEMINI explores the latest
inmicroenterprise development and brings new findings to the field through direct work with A.1.D.
missions, U.S.-based private voluntary organizations, and local organizations in developir~
countries. GEMINI offfers technical assistance, training, economic research, and information to
A.LD., implementing organizations, resource institutions, national governments, and other
practitioners involved with microenterprise development. The project aims to have a catalytic effect
on a broad spectrum of efforts to promote the growth of micro- and small-scale enterprises.
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Introduction 1

INTRODUCTION
WHAT IS THE MSE BASELINE SURVEY?

The Micro- and Small-Scale Enterprise (MSE) Baseline Survey is
a door-to-door enumeration of nonagricultural income-earning activities.
The survey counts all activities in manufacturing, trade, and services,
regardless of size, location, or legal status. In so doing, it uncovers the
smallest and most invisible part of the private sector, the MSE sector.! The
survey not only counts activities, but it aiso describes them in static and
dynamic terms. In short, it provides a detailed and comprehensive picture
of the MSRE sector, a sector too often missed by conventional survey
methods.?

Low costs and fast results (usually no more than 18 weeks from
presurvey activities to the completion of the final report) complement the
baseline survey’s comprehensiveness. The survey is strikingly simple by
design. A short, precoded questionnaire allows easy recording of
interviews and immediate data entry. The standardized approach allows
fast survey stast-up, quick results, and comparability of results between
surveys.

WHEN IS A BASELINE SURVEY USEFUL?

Because the MSE Baseline Survey is known for its broad coverage
and its ability to gather information on even the most invisible businesses,
it has become a popular instrument to meet a variety of goais. The most
frequently invoked reason for doing a baseline survey is to provide general
information for developing a countrywide MSE strategy or for designing
targeted programs or projects. The baseline survey is well suited to
provide such general information, but it is not well equipped to provide
other pieces of information (Box 1). The information the survey does not
provide includes flow variables, such as profits, sales, or costs, and the
contribution of the MSE to family income. Requests for the kinds of
information that can be provided by a baseline survey have come from
national governments, international donor agencies such as the U.S.
Agency for International Development, and organizations that provide
small enterprise assistance.

The MSE Baseline
Survey counts all
activities in manufac-
turing, trade, and
services.

The survey is known
for its broad average
and its ability to gsther
information on even
the most invisible
busitusses.
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On occasion, a baseline survey is conducted after programs or ‘ ‘
projects have been in place for some time, often because those efforts are

not meeting their stated objectives. In such cases, the baseline survey can

be a diagnostic tool in uncovering more information about the target
population than was previously available. in some cases, the survey a
reveals that the structure of the MSE sector is different than had been
assumed. In other cases, it highlights where the project has or has not been

effective at reaching given segment of the target population.

First implemented in 1974, the MSE Baseline Survey has evolved
over time in goals and content. A brief history of its evolution as a method .
is contained in Appendix 1.
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PURPOSE AND STRUCTURE OF THE MANUAL

This manual is a practical guide on the way to conduct an MSE
Baseline Survey using the methods designed by Michigan State Univer-
sity. It is designed to be used primarily by practitioners interested in
learning how to carry out such a survey, but may also be helpful for
decisicn makers when deciding whether a baseline survey can provide
them with the information they need and, if so, how to approach the task.

The manual is divided into six chapters, each of which covers an
important aspect of survey preparation, implementation, and follow-up.
The chapters are:

Chapter One: Survey Management and Personnel
Chapter Two: Training

Chapter Three: Sampling

Chapter Four: Instrument Design

Chapter Five: Data Management and Analysis
Chapter Six: Dissemination of Results

Each chapter is somewhat self-contained. Readers with experience
in conducting other sorts of surveys may wish to look quickly at Chapters
One and Two, and concentrate their attention on Chapters Three and Four.
Each chapter concludes with a list of key points to remember when
carrying out the survey. The 10 appendices contain technical information
and examples of survey documents. Notes are found at the end of each
chapter.

Notes

1. For the purposes of these surveys, an MSE is defined as any
income-earning activity with 1-50 workers. Primary industries,
such as agriculture and mining, are excluded from the definition
as are activities in which more than 50 percent of the output is not
marketed, but consumed instead within the housethold.

2. The MSE Baseline Survey counts businesses of all sizes, even
those larger than defined by "micro” and "small.” However, the
vast majority of businesses uncovered in such surveys in developing
countries fall within the micro category of 1-10 workers cr the

The manusl is de-
signed for practitio-
ners interested in
learning how to carry
out a baseline survey.
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small category of 11-50 workers, and only a handful fall within
the medium- and large-size category of more than 50 workers.
Although these larger businesses are included in the size profile
of the business sector, the survey’s focus is on the nature of the
micro- and small-scale enterprise population.



Survey Management and Personnel

CHAPTER ONE

SURVEY MANAGEMENT AND PERSONNEL

To the uninitiated, the responsibility of designing and implement-
ing a baseline survey can seem bewilderingly complicated and onerous.
The process by which such surveys are brought to fruition does contain
alarge number of complex tasks. Thischapter is intended to alleviate some
of these worries by outlining exactly what these tasks are, how long each
takes to complete, and the »ersonnel and equipment necessary for their
successful completion.

WHAT NEEDS TO BE DONE?

A typical baseline survey — from planning through to the final
report — requires 14-18 weeks from the start of the actual preparatory
work, after the budget has been approved, the institutional set-up agreed
upon, and the principal staff selected. Figure 1 is a graphical presentation
of the way this time is allocated to survey activities.! The specific tasks
in the eight categories of activity are outlined below.

Presurvey Activities
(begin two weeks before fieldwork starts)

..« for developing a research context:
Collect relevant background documents.

.. for developing survey structure and content:

Finalize administrative arrangements.

Finalize scope of work with client.

Make contacts at relevant government offices, including the
Central Statistics Office.

«s« for sampling:
Get census lists for the country.
Choose strata to be used for sampling.

A typical survey
requires 14-18 weeks
from the start of the
actual preparatory
work.
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‘ Generate sampling clusters, if necessary.
Draw random sample of clusters from each strata.
Get maps that identify sampled areas and their boundaries.

... for instrument design:

Finalize questionnaire(s) and codes with input from client.
Pietest questionnaires in the field; revise as necessary.
Reproduce questionnaires.

-+« for training and fieldwork preparation:

Finalize arrangements for training.

Devei 1 training materials.

Identify and hire enumerators, supervisors, data enterer.

Develop computer entry program for each questionnaire.

Arrange for access to computer in survey headquarters.

Buy field supplies.

Set up fieldwork schedule, including number of field teams and

order of survey coverage.

Arrange for vehicles as required by fieldwc:k schedule.

. Set up survey financial system.

Team Training
(begins one week before fieldwork starts)

Train supervisors (2 days).

Train enumerators and coder (3-4 days).

Field training and debriefing of enumerators and supervisor
(1 day).

Train data enterer (1/2 day).

Fieldwork, Coding, and Data Entry

Transport teams to sampled areas.
Make contact with appropriate local officials.
Identify boundaries of each sampled area.
Conduct interviews using door-to-door method.
’ Collect and transport completed questionnaires to survey head
quarters.
Check codes.
Enter data into computer.
Verify data in computer.




8 A Manual for Conducting Baseline Surveys of Micro- cnd Small-Scale Enterprises

Pitfalls sbound in the
few weeks preceding
fieldwork.

Most surveys divide
the labor force into six
groups.

Data Cleaning
(begins after fieldwork has been under way for a few weeks)

Run an error search on the data.
Run consistency checks on the data.

Data Analysis

Run preliminary analyses on data midway through fieldwork.
Run final analyses after all data are cleaned.

Report Writing

Write up results of data analysis.
Share draft report with clients.
Finalize report.

Reproduce and disseminate report.
Finalize report.

Reproduce and disseminate report.

As the list illustrates, the most difficult period of the entire survey
is often the few weeks preceding fieldwork, when tasks often occur
concurrently and when pitfalls abound. This is a good place to give the
principal researcheran extra week if resources allow. Whenever possible,
tasks should be completed before the principal researcher arrives in the
country. Such preliminary tasks might include setting up the administra-
tive arrangements and advertising for personnel. If preliminary planning
is good and if a strong team is identified, trained, and fielded, the survey
will develop its own momentum once fieldwork starts.

WHO DOES WHAT?

The typical MSE countrywide Baseline Survey enumerates several
thousand enterpriszs and, in most cases, no more than 10 weeks are
allocated for all fieldwork. To complete the many tasks noted in the
previous section, the survey must employ the appropriate number of
people and use their talents and energies efficiently. Although there are
many variations, most MSE surveys divide the survey labor force into six

' -~
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groups. Each of these groups is responsible for the completion of one or
more of the survey tasks. Keeping in mind that bascline surveys can be
flexible, we now consider the responsibilities of each group.

Enumerators

Enumerators are the psrsonnel who actually collect the data from
the proprietors of MSEs. Each enumerator is responsible for the iaterview
process: rapport must be established with the respondent, the purpose of
questionnaire must be explained, and the questions asked clearly. The
enumerator must take down the respondent’s answers accurately and
completely, and ensure that complet:d questionnaires are delivered to the
supervisor. In addition, the enumerator must cover every household and
shop in the area to which he is assigned, and report any difficuities to the
supervisor.?

Supervisors

Each team of enumerators is managed by a supervisor. In many
ways, the supervisors are the keys to the success or failure of the survey
exercise. The supervisor is responsible for getting each team to the correct
area each day and for keeping the team working. Another important
responsibility of the supervisor is to identify precisely the boundaries of
the area to be enumerated. This difficult task is discussed in the example
box on the following page. The supervisor also ensures quality control.
She makes certain that each and every household and shop in the assigned
area is visited and that the interviews are cunducted in an appropriate
manner. The supervisor ensures that the survey conventions, discussed in
detail in Chapter Four, are followed at all times. She also checks all of
the questionnairesproduced by the team for accuracy and completeness,
and passes them on in a timely manner to the coderinthez. = fice. A
final important job of the supervisor is to ensure the safety or the team.

Coder

The baseline survey questionnaire combines a large amo-nt of
information on several enterprises on a single sheet of paper.® In spite of
the vigilance of the enumerators and supervisors, questionnaires that are
incomplete or inconsistent will find their way to the main office. It is the
resporsibility of the coder to chack carefully each piece of information on

The surpervisor is the
key to the success of
the survey.
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BOX 2

IDENTIFYING BOUNDARIES s ARDE THAN ITLOOKS
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each questionnaire. When prot >ms are found, the coder must discuss
them with the supervisor and «curn the suspect questionnaires to her to
be corrected. Once the coder is satisfied with the quality, he assigns a
unique identification number to each MSE and enterpreneur, and then
passes the questionnaires along to the data enterer.*

Data Enterer

Almost every bit of information on the questionnaire in an MSE
Baseline Survey s entered into a computer. This makes the analysis of the
data fairly simple, and ~ilows the data to be easily distributed to other
interested researchers. " 'he task of logging these data into a computer falls
on the data enterer. To reduce the incidence of keypunch errors, all data
are entered twice. Some data entry programs, such as SPSS/PC+, have
such verification routines built into them.

Survey Administrator

One of the key tasks of presurvey planning is careful attention to
setting up the administrative arranigements that will support the survey.
Typically, one (or more) person is brought on to act as the survey
administrator. Sometimes, the survey initiator contracts with an indi-
vidual for this job, but recent MSE surveys have arranged with local
consulting firms to provide this person.

When choosing an administrative arrangement for the survey, it
is important to decide how extensive a role that person or organization will
play in the survey. Three levels of admirstrative support have been tried.
At the lowest level of effort, the administrator identifies survey personnel
(supervisors, enumerators, coder, and data enterer) znd makes initial
contacts in key government offices. At the medium icvel of effort, he is
responsible for a wider range of administrative services: personnel
contracts, reproducing questionnaires, providing computer access, pur-
chasing supplies, renting vehicles, and managing the budget. And at the
highest level of effort, the administrator becomes the key overseer of
fieldvw ork in addition to the tasks listed above. In these cases, while the
principal researcher is responsible for sampling, instrument design,
training, data cleaning, analysis, and report writing, the administrator is
responsible for day-to-day management of the field teams, plus the coding
and data entry activities. The more responsibilities that the administrzcor
assumes, the more important it is to ensure that the arrangements are

A qualified, full-time
person-should be
assigned as survey
administrator.
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The logistics of keep-
ing a countrywide
survey in operation are
complicatet;.

Enumerators should be
intelligent, articulate,
and personable.

carefully understood in advance, and that a qualified, full-time person is
assigned to the job.

Whether the logistical arrangements and the financial manage-
ment of the survey are to be done by the administrator, the principal
researcher, or someone else, it is impe:ative that the assignment of tasks
be car=fully thought out in the design phase of the survey. The logistics
of keeping a countrywide survey of any sort in operation are complicated,
to say the least. The personnel must be paid in a timely fashion, and,
depending on the particular arrangements, the teams and the office
personnel may need to be fed lunch each day. When teams travel away
from the urban <enters, arrangements must be made for sleeping and
eating accommodations. Inaddition, the vehicles used by survey personnel
must be serviced and kept fueled. Because the survey involves the
disbursement of tens of thousands of dollars, books must be kept and
receipts turned in for every purchase.

Principal Researcher

The ultimate responsibility for the success of the survey rests with
the principal researcher. The job requires tremendous versatility and hard
work at every phase of the survey process. So important and complicated
is this job that it will be discussed in length below.

SELECTION OF PERSONNEL

Having discussed the tasks involved in the running of a baseline
survey aad the personnel responsible for each task, it is important to
consider the issues surrounding the selection of the survey team.
Specifically, what are the attributes of the personnel in successful baseline
surveys, and how many of each sort of worker is required? Experience
has led to the conclusion that field teams should consist of betweex six and
eight enumerators and one supervisor. Enumerators should bc ixtziligent,
articulate, and personable. It is usually necessary for ther to be vilingual,
because although training is conducted typically in English, interviews are
given in the local language. Because enumerators must cover a lot of
ground each day on foot, it is helpful if they are reasonably physically fit.
The authors believe that a mix of male and female enumerators works best.
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. Supervisors, as noted above, are one of the most important parts
of the team. Tt is difficult to have a good survey with bad supezrvisors (or
a bad survey with good supervisors). Above all, supervisors must be
strong leaders. This involves strength of personality, dedication to the ' J
quality of the survey, and intimate familiarity with the survey instruments.

Although some recommend hiring supervisors whe are older than the
enumerators, selecting supervisors from the pool of enumerators has also {
worked well in MSE surveys. Itis also important that each supervisor bave
a valid driver’s license, because otherwise a driver must be kired for each
team, adding expense and reducing space for enumerators in the survey _
vehicles. If the survey uses drivers, the supervisors are freed from suck
concerns as servicing the vehicle, finding accommodation for the team,
and arranging lunch. Finally, it is important that the supervisor be able
to read and interpret maps, a point made plain in Box 2.

What are the necessary attributes of the office personnel? The
coder must know the survey instruments exceedingly well. Typically, the
coder is identified in training as the enumerator with the best grasp of the :
concepts and details of the questionnaires. The data enterer need not have
vast computer experience. Rather, this person should be careful and

. meticulous in her wozk. It is even possible to use someone with no
experience with computers, as long as the data entry software is user-
friendly, and the data enterer is well trained.* Only one coderand one data
enterer are necessary for even a large baseline survey.

The survey administrator should be an experienced and respon-
sible person, because he or she may be responsible for large sums of
money. Although a person with some experience in accounting or
bookkeeping would be ideal, these qualifications are not necessary. Under—
the supervision of the principal researcher, the administrator will have
major responsibility for many aspects of survey implementation.

MANAGING THE SURVEY:
THE ROLE OF THE PRINCIPAL RESEARCHER

The principal researcher is responsible for the properoperation of  he principal
all parts of the process, and for carrying out many of the survey tasks. 7esearcher is respon-

. Researchers are generally shocked at the volume of work with which they :f;faft?g ;’:ff z;,ogf:t -

of the process.

are confronted upon entering a country to carry out a baseline survey. This
section spells out some of the tasks involved.
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ships with key government offices. One reason for this is that government
planning offices may be very interested in the results of the baseline
survey, and, if informed about what the survey can do for them, can be
invaluable allies in opening other government doors from the national to
the local level. An additional reason for cultivating close links with key
government agencies is that in many countries government permission for
surveys is required. In such cases, liaising with the research approval
office should be initiated well before the survey is to begin. Even when
it is not a requirement, however, a letter of introduction from the
appropriate government office can open many doors for a supervisor or
enumerator out in the field. A good relationship with the Central Statistics
Office is critical, and contact should be made early. This office usually
has the census lists and the maps that make sampling possible.

The principal researcher is responsible for developing relation- o ‘

Another important task handled by the principal researcher
involves developing a good relationship with the client. Everyone has
different experience in research activities, and therefore different expec-
tations about what information a survey can provide. Although the basic
purpose of the baseline survey is known to the client, extra time should
be allocated during the planning stage for discussing the time frame, .
administration, detailed content of the questionnaire, and output of the
survey.

Itisalso the responsibility of the principal researcher to design the
sampling scheme. The intricacies of this process will be described in
Chapter Three; itis sufficient at this point to realize that thisis a strenuous,
time-intensive process. Another task the principal researcher must
complete before the data collection begins is the design of a data entry
package. Most data entry software packages, suchas SPSS/PC+, are easy
to adapt to the particuiar circumstances of a survey. Nonetheless, some
time must be spent carrying out this customization.

The principal researcher also designs and implements the training
of ail personnel. Chapter Two is devoted to this topic. What is important
to note here is that the principal researcher must prepare this session well
in advance: training sessions cannot be carried out “off the cuff.”

Once training has been completed and the enumerators and
supervisors have been chosen, data collection can begin. Atthis point, the
principal researcher’s field management duties become important. It is
advisable for the researcher to spend as much time in the field as possible. .
This is particularly true in the early days of the fieldwork, when
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enumerators and supervisors are “learning the ropes. ” During this period,
the researcher should make sure that enumerators and supervisors are
performing their functions correctly and efficiently. Many questions
about the questionnaires and about survey procedure surface at this time,
andit is important for the researcherto be on hand to answerthem. Perhaps
most importantly, the principal researcher should be working closely with
the supervisors to ensure that they learn how to manage the survey when
the researcher is elsewhere.

As data coliection proceeds, the researcher must make certain the
main office is operating smoothly. Particularly in the beginning, the
rescarcher should work closely with the coder, answering any questions
that arise, and correcting any mistakes. It is also important to check the
data that have been entered for keypunch errors. If errors are found, tk2
data enterer must correct them immediately. Finally, the researcher must
examine the paper trail that completed questionnaires follow from the field
to storage after data entry. This system must work well, and each step
along the trail must be documented. Setting up a paper trail is discussed
further in Chapter Five.

Nothing can cause a survey to come to a halt as abruptly as a
breakdown in the financial and logistical arrangements. Thus, it is crucial
that the principal researcher consult regularly with the survey administra-
tor if the administrator is involved in these arrangements. Because the
administrator may have little or no contact with the teams in the field, the
rescarcher acts as liaison between the two. Problems of a logistical sort
identified by supervisors in the field must be reported to the survey
administrator in a timely fashion, so that appropriate changes can be made.
Similarly, the financial and other arrangements settled on by the survey
administrator must be communicated to the teams. The researcher is the
conduit through which these communications flow.

Once data from all areas in the sample have been collected and
entered into the computer, it is time for the principal researcher to begin
the process of data analysis. In this process, the first step is to clean the
data. Cleaning involves checking the data for completeness, accuracy, and
consistency. Once the data are clean, the full-blown analysis can proceed.
The topics of cleaning and analyzing data are covered in greater detail in
Chapter Five.

The final tasks of the principal researcher involve writing up the
results of the analysis, and disseminating the findings and the data to others
who might have an interest in them. One useful exercise, made possible

Nothing can cause a
survey to come to a
halt as abruptly as a
breakdown in the
financial and logistical
arrangements.
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The survey will not be
@ success without
adequate equipment.

by the streamlined nature of the MSE survey process, is a presentation of
preliminary results to interested parties before the researcher leaves the
country. Although the results are not based on clean data and have not yet
been weighted to reflect properly the entire country, clieris often
appreciate hearing about the basic parameters of the MSE sector.
Naturally, the shape of the final report depends on the particular
preferences of the client. The data should be stored on disk, and sent to
anyone who requests them. The details of these tasks are more fully
considered in Chapter Six.

SURVEY EQUIPMENT

Even with top-flight personnel, without adequate equipment the
survey will not be a success. Exactly what are the requirements of a typical
baseline survey with respect to equipment? These requirements can be
divided into three main groups: office supplies, vehicles, and computer
equipment. In the office supply category, all questionnaires, coding
sheets, and other survey paperwork must be photocopied and, when
necessary, collated and stapled. It is also necessary to provide a clipboard,
pencils, erasers, pencil sharpeners, and a rain-proof pouch to each
enumerator. Supervisors must be provided with envelopes and forms for
sending questionnaires back to survey headquarters. In addition to these,
good-quality maps of the areas to be covered should be given to
supervisors.

Vehicles form the second grouping of survey equipment. Each
team will need a vehicle large enough to carry it, and rugged enough to
go to the most remote areas. In some countries, vans are adequate. For
example, vans were used in Swaziland, because that country’s roads are
relatively well developed and the countryside is not terribly rugged. In
other places, or if the survey is carried out during the rainy season, it may
be necessary for the teams to use four-wheel drive vehicles. This was
important in Lesotho, where most of the country is mountainous. One
team was even caught in a snow storm in Lesotho and was fortunate to be
in an all-terrain vehicle. It is important to decide before the fieldwork
begins what sort of vehicles the teanis are to use, because rental vehicles
are often in short supply in developing countries. Occasionally, only
smaller four-wheel drive vehicles are available, and decisions about
splitting up the team must be made. Again, being prepared for this
eventuality in advance i. indispensable. Finally, a car is necessary for the
principal researcher. This is notan optional item, given that the researcher
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is in perpetual motion visiting the client, the census bureau, and otherlocal
experts; picking up supplies and maps; supervising teams in the field; and
undertaking many other activities.

A final category of equipment involves the computer. First, the
computer itself must be rented. There is no need foran advanced machine,
but it should be IBM-compatible, and have at least a 20 megabyte hard
drive and a floppy-disk drive. The survey also requires access to a printer.
It is preferable to rent a printer along with the computer, but, if this is not
feasible, some arrangement should be made whereby documents can be
printed from disk fairly easily. It is necessary as welil to have software to
load onto the computer. First and foremost, some data entry package is
needed. One of the most powerful and flexible packages is SPSS/PC+,
although there are many other equally suitable programs. It is also
important to have access to 2 word processing program. The researcher
should ascertain whether the client can provide these programs in-
country; otherwise he or she should bring them on disk.¢ Finally, it should
be possible for the principal researcher to have access to the computer and
printers in the evening; otherwise the survey should rent a lap-top
computer for her use.

BUDGETARY CONSIDERATIONS

So far, this discussion of survey management has not included
financial considerations, except in general terms. This section provides
some detail on this important matter, including budget-writing sugges-
tions, information on who should control the survey’s pursestrings, and
some ideas about building performance incentives into the payment
scheme.

The budget is often decided at a level above the principal
researcher. It is important, however, for the researcher to be involved in
this process, because she must live with the consequences of the budget.
As with any type of survey, there will be pressure to reduce some or all
of the costs involved in a baseline exercise. It is crucial that the researcher
have an idea of the minimum amount of money necessary to complete a
survey of reasonable quality, and not allow the budget to be reduced below
that point. One line item frequently underbudgeted is the transportation
of survey personnel. Information on local rental rates, per-kilometer
charges, insurance rates, and petrol prices should be obtained early on and
be built into the budget. It will be necessary to estimate the number of

It is crucial that the
researcher have an
idea of the minimum
amount of money
necessary to complete
a survey of reasonable

quality.
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kilometers likely to be travelled by all vehicles over the life of the survey. ‘ _
Experience on this issue is presented in Box 3. The researcher must also

make sure that all the necessary personnel are budgeted for, and that the

appropriate number of person-days is included in the budget, as well as

the expenses the teams will incur while on the road. To guide future

researchers, an illustrative budget representative of those used in MSE

surveys is included in Appendix 2.

Whichever of the administrative arrangements mentioned above
is used, the researcher needs to involve herself in how the personnel are
paid. Two points are of particular interest. First, the authors have found
that it is better to pay the survey teams relatively well. In many developing
countries, it is easy to find people willing to work for low wages. Paying
more than the individuals on the team are used to getting ensures that
higher quality personnel are hired in the first place, and also provides an
incentive to continue to perform well throughout the survey and to stay
with the survey through completion. The exact wage will, of course,
depend on local conditions.
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. A second point is that although paying the enumerators and
supervisors well provides incentive to work hard, on some MSE surveys
additional incentives have been necessary or desirable, and have been
implemented with some success. One example involves the payment
schedule. Specifically, it may be useful to pay field personnel monthly,
making sure that the last month’s wages are not paid untii all work is
complete. If the enumerators are told that they forfeit this pay should they
be terminated or leave before the end of the survey, the temptation to slack
off during the final days of the survey will be removed. Other incentive
plans are more positive. In Zimbabwe, ther: was an award every two
weeks for the most effective team, with effectiveness measured in terms
of quality of questionnaires completed.” Inaddition, every two weeks the
top enumerator was selected from each team, with quality again being the
operative criterion. Each award was a substantial amount of money, and
was effective in fostering a healthy competition between and within the
teams. If an incentive scheme is to be used, it must be included in the
budget.

‘ SURVEY MANAGEMENT: KEY POINTS l V

° Do be aware of the lists of tasks that need to be done,
keeping in mind that the two weeks of presurvey activity
are especially difficult.

L Do keep in mind the skills necessary for each job when
selecting survey personnel.

o Don’t underestimate the time and skill necessary to do a
good job as the principal researcher.

o Do arrange to have all necessary supplies and equipment
on hand early in the survey process.

o Don’t underestimate budgetary needs; survey transporta-
tion is often underbudgeted.

o Do think about monetary incentives for team members, but
‘ don’t pay them by number of interviews produced.
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Notes

1. As additional questions or questionnaires are added, more time is
needed at every stage of the process.

2. The authors recognize that survey positions may be filled by either
men or women,; in this manuai, the convention has been adopted
to refer to enumerators, coders, and survey administrators as
“he,” and to supervisors, data enterers, and principal researchers
as “she.”

3. The questionnaire is presented in Chapter Four.

4. The process of assigning unique identification numbers is
described in detail in Appendix 5.

5. It is possible to have an overqualified data enterer. A person with
extensive computer experience may find this task tedious.

6. The researcher should not take any chances with software. Once
the researcher was told that the data entry package would be
provided, only to discover upon arrival that there had been a
misunderstanding. Had not the researcher brought along copies
of the program anyway, the survey would have been delayed until
the software could be procured.

7. It is dangerous to reward teams or individuals for quantity of
interviews produced, as this may provide incentive for fudging
interviews.




' Training 21

CHAPTER TWO
TRAINING

Training is an especially important part of the baseline survey
exercise because of the unique questionnaire design and the fast pace that
each member of the team must maintain. Training on the questionnaires
is required for supervisors, enumerators, and the coder. These personnel
are usually trained together during a three- to four-day period of basic
training. Additional training is then required for supervisors and coders
to explain their job-specific tasks. Specialized training is given to the data
enterer on computer operation and the specific design of the programs she
will use. Finally, if the survey administrator will be in charge of
overseeing the fieldwork, he should also be fully trained on all aspects of
the survey work, with special emphasis on how to detect problems.

This chapter covers the content and methods of basic training, as
well as specialized training for supervisors, coders, and data enterers. It
also discusses post-training review sessions that have been used to identify
and fill gaps in the enumerators’ undersianding. Methods of training vary
somewhat by principal researcher. The approach presented here is a
synthesis of methods used by the two authors.

BASIC TRAINING

Basic training gives survey personnsl an understanding of the"

baseline survey’s purpose, content, and method by introducing trainees
to small enterprise research in general, to the matrix-style precoded
questionnaire, and to the door-to-door field method. It includes lecture-
type sessions, classroom exercises, and field visits.

Preparation for Basic Training

Basic training requires a physical space that can hold up to 35
people and that is available for the entire week of training. The ideal room
configuration includes a single large table around which all of the
participants can fit or several long tables set up in a rectangular or “U”
shape. This seating arrangement provides a more participatory atmo-

Training is an espe-
cially itnportant part of
the baseline survey
exercise because of
the unique question-
naire dasign and the
fast paice that esch
team member must
maintain.

Basic training intro-

duces trainees to small
enterprise resesrch, to
the matrix-style
precoded question-
naire, and to the door-
to-door field method.
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At /least 30 percent
more enumerators
should be trained than
are needed.

sphere, which is important for classroom exercises, as well as a flat surface
for writing. All participants should be able to see the principal researcher
comfortably. A large writing stand with paper and markers or a
blackboard should be set up near the principal researcher’s seat.

Before training begins, the principal researcher should make sure
that the following items are on hand for each participant: name tags, blank
questionnaires, coding sheets, pencils, sharpeners, erasers, clipboards,
exerise sheets, and blank writing paper for note-takin;;. Many of these
supplies are then used during fieldwork.

Prior to training, the decision should also be made whether to pay
particivants for training time. Experience has shown that some payment
(even if only for a percentage of their fieldwork rate) generates better
attendance and a better attitude among participants. Other small perks,
such as coffee breaks or group lunches, give the participants a feeling of
being part of a professional exercise and a chance to getto know each other
and the survey leaders informally. Such social amenities also build a more
cohesive team spirit, which is important once fieldwork is under way.

Who Attends Basic Training

Enumerators are the largest group of those attending basic
training. As a rule of thumb, the group trained as enumerators should be
at least 30 percent larger than that actually needed for fieldwork. This
safety margin has proved necessary in nearly every survey for three
reasons. First, the job of epumerator is tougher than many applicants

- expect, and some may drop out. Second, competition within the group for

enumerator positions enhances performance. Therefore, if the training
group is largci than the number required for the survey, the trainee has
strong motivation to prove that he desesves a space on the team. Finally,
if someone quits once fieldwork is under way, a ready pool of trained
replacements exists to step into the gap. '

All enumerators must participate in basic training in its entirety,
including arriving cn time in the morning. Experience has shown that
when this rule has been broken, the enumerator has not been adequately
prepared for fieldwork. In addition, this is good practice for fieldwork,
when no one can start work until the entire team has arrived, and when
absenteeism can wreak havoc on a tight schedule.
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Supervisors also need the information that is provided in basic
training, and should therefore be required to attend all sessions. Although
many supervisors have significant previous survey experience (and often
think that they do not need training), it is highly unlikely that they have
ever participated in a survey using a matrix-style questionnaire or the
cluster sampling field methods, topics that are covered in basic training.
In addition, experience has shown that supervisors not participating fully
in basic training have not been able to undertake quality control activities
in thefield, orto assist enumerators with difficulties on the questionnaires.

The coder must also attend basic training to understand the
questionnaires and codes completely. The coder is the only person who
examines every questionnaire for completeness and accuracy; therefore,
he serves as the principal researcher’seyes for quality control. The coder’s
level of understanding is so important that he is often drawn from the pool
of enumerators after the training is complete on the basis of competency
in the questionnaires and codes.

Finally, if the survey administrator is to have a role in overseeing
the fieldwork along with the principal researcher, it is important that he
attend basic training in its entirety. If he will = directing enumerators and
supervisors, he will need training on field techniques; and if he will be
overseeing data coding and entry, he will also need to know the
questionnaires and codes.

Illustrative Schedule of Basic Training

The content and specific methods of basic training are provided in
Appendix 3. Here is a hypothetical basic training schedule for a survey
with two questionnaires: the basic questionnaire and the closed business
questionnaire, a sister survey often administered with the basic question-
naire. Because the survey includes two questionnaires, three and one-half
days of classroom training are needed, plus a half day for the market visit
and one day for the pretest.

DAY/TIME: TOPIC/ACTIVITY:

Day 1, AM: Introduce those in attendance.
Cover administrative matters.
Give substantive introduction to the subject matter and
background to the survey.
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Day 1, PM: Introduce basic questionnaire structure. | .
Introduce basic questionaaire content.
Introduce basic questionnaire codes.

Day 2, AM: Review basic questionnaize content and codes.
Do mock interviews of basic questionnaire in English with
roundtable discussion of difficulties.

Day 2, PM: Discuss on-site interviewing and survey conventions.
Do more mock interviews of basic questionnaire in “
English.
Give written exercise on basic questionnaire.

Day 3, AM: Discuss problems found in written exercise.
Do more mock aterviews of basic questionnaire in
English.
Introduce closed business questionnaire purpose.
Introduce closed business questionnaire content.
Iniiaduce closed business questionnaire codes.

Day 3, PM: Review closed business questionnaire. '
Do mock interviews of closed business questionnaire
in English.
Do mock interviews using both questionnaires together.
Give second written exercise.

Day 4, AM: Discuss problems found in written exercise.
Break into small groups for translation exercise.
Reconvene entire group to discuss translations.
Do mock interviews on both questionnaires in
survey languages.

Dey 4, PM: Make field visit to marketplace for observation.
Return to classroom for debriefing.

Day 5, AM: Discuss how to conduct fieldwork.
Look at maps in reference to determining survey areas
and boundaries.
Travel to field and conduct pretest.

Day §, PM: After completing pretest, have debriefing session back at ’
headquarters. ,
Finalize arrangements for time and place to meet for
fieldwork.
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Had the closed business questionnaire not been included in the
survey, the training plus pretest could have been condensed into a four-
day period. Adding a third instrument to the survey, such as the
supplementary questionnaire, would have increased the required training
time by another half day.

SUPERVISOR TRAINING OPTIONS

Although basic training covers much of the information supervi-
sors need, additional training will also be required to discuss supervisory
responsibilities and provide them with information they need to carry out
their tasks. In the past, supervisor training has too often been carried out
on coffee breaks during basic training. Given the importance of the
supervisors’ role, it is important to dedicate time for their specific
information needs. If time and resources allow, the best time for
supervisor training is just before basic training begins, and should be
allocated two days. The supervisors then attend basic training as part of
their duties, where they serve as resource people as well as strengthening
their own grasp of the questionnaires. A brief description of the optimal
early training schedule is below.!

The first day of supervisor training, an intensive introduction to
the survey instruments and the field methods is given. All questionnaires
are covered in the morning session, and supervisors are provided with the

_ questionnaires, coding sheets, and a written description of the questions.?

That afternoon, training covers the irformation they will need to lead a
team in the field: administrative arrangements (driving, expenses,
lodging, and so forth); the survey schedule; map-reading and boundary
definition; protocol in the local areas; questionnaire handling procedures;
and enumerator oversight.?

On the second day, the supervisors meet to discuss any difficulties
with the questionnaires. Then the supervisors take the questionnaires to
the field and pretest them, specifically checking that questions fall in a
logical order and that the coding systems are complete. Any information
the supervisors generate in the pretest can then be used to make revisions
on the questionnaires before basic training begins.

When in the throes of presurvey planning, setting up a separate
supervisor training session seems like an overwhelming task. However,
itis well worth the effort and can save the principal researche: time in the

Additional time should
be allotted to training
needs of supervisors.
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long run. As an immediate benefit, the participation of pretrained
supervisors improves the quality of basic training — they can serve as
resources on survey content and method and as leaders in classroom and
field exercises.

"‘SUPPLEMENTAL CODER TRAINING

The coder attends all of basic training, during which time he learns
about questionnaire layout, content, and codes. In addition, however, he
needs to learn techniques to spot and correct errors on the completed
questionnaires. This mainly requires common sense plus the information
provided in basic training, but it is useful for the principal researcher to
allocate some time to explicitly go over a sheet listing the coding rules for
each question, which the coder can use to refresh his memory as needed.

The coder should also be shown some of the most common
mistakes and told how to handle them. The principal researcher shouid
decide which errors can be corrected by the coder and which errors need
to be flagged for the principal researcher’s attention. These rules need to
be communicated to the coder. '

When teaching the coder how to spot problems, it is helpful to
develop a mock completed questionnaire in which some entries have
errors. The coder can then practice checking the codes, and deciding
which errors he can correct himself and which he must record as missing
information or seek guidance on.

The coder should also be trained on how to assign unique
identification numbers to both the proprietor and the enterprise, a process
which is more complex when the survey has multiple questionnaires. The
method of assigning identification numbers is described in Appendix 5.

Supplemental coder training requires only about two hours, and
should be carried out after the basic training is completed. In addition, it
is important for the principal researcher to stay in close touch with the
coder during the first weeks of fieldwork to answer questions and to do
quality checks on both the coding and the assignment of identification
numbers.
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DATA ENTERER TRAINING

The data entereris the only team member who does not attead basic
training, because she does not need to know the content of the question-
naires or the coding system. What she does need to know is the computer
program used for data entry, and how data entry files correspond to the
questionnaires.

Data entry training begins with an introduction to the computer,
and with instruction on how to access the necessary files and how to store
and back up files. Once the data enterer is familiar with the computer as
an instrument, she is then introduced to the specific software package to
be used. Training should focus on that part of the software package that
she will use. In SPSS/PC+, the most ccmmonly used package, there is
a data entry module complete with a training manual that suffices. The
principal researcher will be well served by writing out a list of commaiids
for the data enterer to follow and refer to.

Once the data enterer is familiar with the software package, the
questionnaires can be introduced. For each questionnaire, the information
to be entered into the computer should be highlighted, and variable names
assigned. These variable names should be written in the appropriate space
on blank questionnaires as a guide to connect the questionnaire informa-
tion to the variables found in the computer program, and should be posted
near the computer terminal.

At this point, it is helpful to do a data entry exercise. For the
exercise, thedata enterer will need empty data files for each questionnaire,
as well as mock completed questionnaires. She can then practice booting
up the computer, entering the data entry module of the software program,
accessing the correct data file, entering the data from the questionnaires
into the computer, and, finally, saving her work and exiting the program.

One important item to cover in training is the system of backing
up the data, which is discussed in Chapter Five. Rules on when to back
updata, how to label different generations of back-ups, and where to store
the files should be clearly spelled out. As with the coder, it is a good idea
for the principal researcher to be on hand early in the data entry process
to answer any questions that arise.

The data enterer is the
only team member
who does not attend
basic training.
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The most effective
time for identifying and
clearing up questions
is often not in training
itself, but after & few
days in the field, at the
coding desk, or at the
computer.

POST-TRAINING TROUBLE-SHOOTING SESSIONS

Not surprisingly, questions on all aspects of the survey arise once
the enumerators and supervisors have been in the field for a few days, the
coder has weeded through dozens of questionnaire forms, and the data
enterer has entered a few hundred cases into the computer. Therefore, the
most effective time for identifying and clearing up questions is often not
in training itself, but after a few days in the field, a few days at the coding
desk, or a few days at the computer. For this reason, the authors advocate
three post-training trouble-shooting sessions led by the principal re-
searcher: one for the field teams, one for the coder, and one for the data
enterer.

Trouble-shooting With the Field Teams

The best time for the meeting with the field teams is near the end
of the first week of fieldwork, once the principal researcher has carefully
examined each enumerator’s first completed questionnaires for coding
and completeness. It is important not to wait too long for this session,
because any corrections or changes should be made as early in the survey
as possible.

Before the entire field team meets, it is helpful for the principal
researcher to sit down with the supervisors and discuss any matters of
concern that have emerged during fieldwork. This is also an opportunity
for supervisors to report problems with specific enumerators, either with
respect to their work or the way they deal with their teammates or survey
respondents. -

Trouble-shooting With the Coder

The principal researcher needs to check the quality of the coder’s
work early in the survey. The coder’s job is complicated, and involves
innumerable details to remember; it is only natural that he may overlook
some of those details. Only by actually doing coding checks of question-
naires already completed by the coder can the principal researcher identify
where the coder needs further instruction. After checking the question-
naires, the principal researcher can then meet with the coder to share

concerns.
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Trouble-shooting With the Data Enterer

The principal researcher also needs to check the quality of the data
enterer’s work early in the survey. The only way the principal researcher
can identify where the data enterer needs further instruction is by sitting
down at the computer and looking at the data. Ideally, the principal
researcher should do some of the early data verification, which involves
re-entering data from a given set of questionnaires in search of errors from
the first round of data entry. In addition, the principal researcher can run
some diagnostic tests on the entered data, looking for numbers that fall
outside of allowed ranges or that violate some rules — problems that
suggest either a keystroke errorora coding error. After checking the data,
the principal researcher can then meet with the data enterer to share
concerns.

TRAINING: KEY POINTS
o Do prepare lesson plans and exercises for all training
sessions in advance.

. Do begin training with completed and pretested
questionnaires.

. Do have preliminary training for supervisors if possible.

° Do require complete attendance in training as a
prerequisite for participation in fieldwork.

° Do use participatory exercises as part of training.

o Do train more enumerators than necessary for fieldwork.

o Do schedule time for trouble-shooting sessions.

(v
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Notes | .

1. Even if it is impossible to have separate supervisor training, it is
still necessary to find time to brief the supervisors completely on
the topics mentioned in this section.

2. The supervisors are expected to use these documents to do any
further review needed to make themselves familiar with all the

questionnaires before the following day.

3. The oversight task is not insignificant. Supervisors are responsible
for ensuring that the team starts work promptly, that enumerators
work individually and do not skip sites, that the team does not fall
behind their schedule, that interviews are not forged by enumera-
tors, that questionnaires are complete, and that team morale
remains high. '
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CHAPTER THREE

SAMPLING

CHOOSING THE SAMPLING METHOD

Even in the smallest of countries, there are an enormous number
of micro- and small-scale enterprises. This complicates the task of the
researcher, because it is not possible given the resources of the typical
survey to enumerate every MSE in the country. Some method must
therefore be used to select a feasible number of enterprises that are as
representative as possible of the population of all MSEs in that country.

Each of the countrywide MSE Baseline Surveys identifies enter-
prises to be interviewed by means of a technique called stratified cluster
sampling.! This method consists of two steps. The first involves dividing
the country into strata. This designation is usually based on demographic
characteristics of the country in question. For example, most MSE
surveys contain urban, rural, and smaller-town strata. The second step
entails the selection of small groups, or clusters, of enterprises within each
stratum. Once the choice of strata has been made and the clusters have been
identified, enumerators go door to door within the chosen clusters in
search of enterprises.

Why do these surveys employ stratified cluster sampling? Are
there alternative sampling frameworks? One obvious way to draw a
sample would be to select MSEs randomly from the country as a whole.
As the sample size increases, the accuracy with which the sample describes
the population increases. Unfortunately, this is not possible: no list, or
sampling frame, of MSEs exists from which to draw a sample.

A more feasible alternative to stratified cluster sampling might
involve randomly selecting localities from a list of all such areas in the
country. This option is not palatable for two reasons. First, even small
countries are diverse. Forexample, some people live in urban areas, some
in rural areas, and some live in smaller communities. It seems reasonable
that this distribution influences the characteristics of MSEs in each area.
There are many other ways in which countries are internally diverse. To
capture this diversity effectively in a random sample, a very large number
of units would need to be chosen. Stratification, properly done, reduces
the sample size necessary for a given level of precision by grouping

The method of choice
is stratified cluster
sampling.
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MSE surveys often
stratify by population
size.

together similar MSEs.? A second reason why drawing a random sample
of localities is not preferred is that stratified cluster sampling is likely to
be more economical. As mentioned above, stratification reduces the
sample size needed for a given level of precision. This obviously has cost
implications. The use of clusters also is likely to be less costly. Instead
of traveling to a large number of widely dispersed enterprises selected in
a random draw, cluster sampling enables a large number of interviews to
be conducted in a concentrated area.

CHOOSING STRATA

It was noted above that selecting strata properly would reduce the
necessary sample size. How can the researcher make this decision?
Clearly, there is an infinite number of ways a researcher could split up any
country. One could stratify by geographic or climatic regions, along tribal
lines, or by demographic characteristics, to name only a few. MSE
surveys have often chosen variations on the demographic criterion,
dividing enterprises according to the population size of the areas in which
they are located. This seems to be a natural way to group MSEs, since
enterprises within such strata face similar demand and supply conditions.
This stratification scheme has the additional advantage of being simple to
put into operation. What matters, however, is that MSEs within strata be
as alike as possible, and that MSEs be as different as possible across strata.
In other words, the within-stratum variance should be small, but the
between-strata variance large. Unfortunately, these variances are not
known beforehand. Of course, one can make these calculations ex post,
but this only informs as to whether the stratification actually chosen was
appropriate. Further information on this topic, in the form of a case study,
is available in Box 4 at the end of this chapter.

An additional wrinkle is that each country has unique features that
may be important to include in the stratification. For example, in
Zimbabwe, it was necessary to separate small towns from “growth
points,” which are towns of similar size but which operate under special
investment and tax incentives from the government. The two types of
towns were judged to be sufficiently different that they warranted separate
strata. Such special cases arise in every countrywide survey.

Given that the variances between and within potential strata are
unknown, and that each country has special circumstances, it is important
for the researcher to learn as much about the country as possible before
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the exc:cise begins. Perhaps more importantly, it is highly desirable to
const li with several local experts in the design phase of the survey. In the
past, MSE surveys have relied on experts from census bureaus, members
of the business community, academic scholars, and others familiar with
the country including personnel from the U.S. Agency for International
Development or other donor organizations.

A final point on the topic of the selection of strata involves the
number of strata to include in a given survey. As the researcher consults
with local experts, pressure will mount to increase the number of strata,
to be certain that some particular MSE feature is included. Resources for
conducting the survey, however, will typically not increase. This means
that as the number of strata increases, the number of enterprises
enumerated in each goes down. Naturally, this makes the information
gathered about MSE:s in each stratum increasingly imprecise. Often it is
the client who is applying this pressure, and the researcher must point out
the costs involved in adding strata. Although as many as 20 strata have
been used in MSE surveys, experience has shown that a more reasonable
number may be 4 or 5. Fewer than 4 strata may mean that the within-
stratum variance is higher than the between-strata variance, while more
than § strata may stretch available resources too thinly.

CHOOSING CLUSTERS

Having settled on the appropriate stratification scheme for the
survey, it is necessary to select clusters within each stratum. Although
there is no single right way to proceed, one rule of thumb has been
condensed from sampling theory. From the standpoint of sample preci-
sion, it is better to have a large number of small clusters than a small
nur=ber of large ones.* Of course, the desire to sample many tiny clusters
must be balanced with the realization that costs increase with the number
of clusters.

Equipped with the knowledge that having many small clusters is
better from a precision point of view than a smaller number of larger
clusters, what is the best way to actually select clusters? Although no list
of MSEs within each stratum exists, a sampling frame of sorts is usually
available. Most countries have had a population census carried out in the
recent past, and many repeat this exercise every several years. The Census
Bureau of any country typically has divided that country into small units,
usually called enumeration areas, to which they send their enumerators.

Chose no more than
five strata for the
survey.
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EAs form a sampling
frame for each stra-
tum.

Select enumeration
areas for interviews.

These enumeration areas, or EAs, are natural clusters to use in a baseline
survey exercise.* However, to increase the precision of the survey, it may
be advisable to subdivide EAs so that the average cluster size is smaller.’
Lists of all EAs, and the population and number of households ineach one,
can often be obtained from the Census Bureau or Central Statistics Office.

Once the EAs are sorted by strata, they form a sampling frame for
each stratum. If the census was carried out fairly recently, the information
regarding number of households per EA will be fairly accurate. This
knowledge can be used to estimate the expected number of enterprises per
EA. The percentagze of households engaged in MSE activity is fairly
constant across countries, at least in southern Africa. This proportion has
been reported to te 29 percent in Kenya, 30 percent in Lesotho, 35 percent
in Zimbabwe, and 39 percent in Swaziland.® Thus, if it is known that the
average EA ina rural area contains 150 households, it would be reasonable
to expect 45-60 enterprises in the EA. This is useful information to have
when deciding how many EAs will need to be covered to sample the
desired number of MSEs.

Once the sampling frame for each stratum is assembled, EAs can
be selected. This needs to be done randomly, using either a random
number table, or a random number generator on a computer or hand
calculator.” It is important to note that once this drawing is completed,
the selected areas must all be covered. If resousces are so constrained that
a certain area, if selected, could not be covered, the researcher should
exclude this EA before the random draw.® Similarly, areas of interest that
happen not to be selected by the draw cannot be added later. If there are
such areas, these can be handled in one of two ways. First, if these special
areas are interesting enough, they should be given their own stratum. For
example, if the client has a particular interest in fishing villages along the
shores of Lake Kariba, these small towns should be separated from all
other small towns in the stratification. A second way to handle these is to
purposively, rather than randomly, sample a number of the interesting
EAs. These cannot be included as part of the sample, but the special
information sought by the client can be provided this way. In any case,
these decisions must be made in the design phase of the survey and not
after data collection has begun. This should be made clear to the client
early on. '

In addition to the EA sampling frame, it is imperative to be able
to procure high-quality maps of each EA selected, with the EA boundaries
clearly defined. In even a small country like Swaziland, there are
thousands of EAs. Maps are crucial in getting the enumerators to the
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correct EAs and in knowing the boundaries of the areas to be enumerated.
As noted in Chapter One, most countries have an assortment of maps
available for sale from the Census Bureau with specific EAs delineated.’
These maps should be as detailed as possible, with the preferable scale
being 1:50,000. Occasionally, as in Swaziland, aerial photographs are
available. These are useful, especlally in conjunction with physical maps
of the same areas.
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Cj, SAMPLING: KEY POINTS ‘
|

. Do choose the sampling scheme as early as possible.

L Don’t have too many strata: four or five is a reasonable
‘number.

o Do choose the smallest feasible cluster size.

o Do discuss the sampling scheme with the client before
starting fieldwork.

Notes

1. The exceptions to this are two urban baseline surveys (in Kibera,
Kenya, and in the South African townships), which were censuses
and therefore did not involve sampling.

2. For algebraic discussions of the relative precision of stratified
sampling and simple random sampling, see Cochran (1977).

3. This is because the enterprises in a given cluster will tend to be
more alike than those in different clusters. A small number of
clusters is less likely to capture the diversity within the stratum
than is a large number of smaller clusters. For more detail on the
mathematics of cluster and overall sample size, see Appendix 10.
Further information regarding appropriate cluster sizes is pre-
sented in Box 4 at the end of this chapter.

4, An important exception can be industrial and commercial areas.
Occasionally, these areas are not divided into EAs by the census
bureau, because no people live in this areas. Other times EAs
exist, but they are very large. One solution is for the principal
researcher, having clearly established the boundaries of these
areas, to divide industrial and commercial sites into equal areas on
the map. These areas can then be randomly selected and
enumerated.
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This is a straightforward exercise, as long as good maps of the EAs
are available. For example, if a river or stream runs through an
EA, this provides an obvious way to divide the area into two
clusters.

See Parker and Dondo (1991), Fisseha (1991), McPherson
(1991), and Fisseha and McPherson (1991).

By drawing EAs at random, the representativeness of the choice
is enhanced. Nonrandom selection is likely to introduce bias.

An anecdote from the recently completed Malawi baseline survey
sheds light on this topic. A small island in the middle of Lake
Malawi was selected as an EA to be covered. Thought was given
to excluding this area because of the costs involved in covering it,
and because some felt that MSEs on the island might not be
representative of MSEs countrywide. Because this area was not
excluded beforehand, the principal researcher correctly insisted
that this EA be covered.

Other government agencies may sell maps, such as the Central
Statistics Office or the General Surveyor’s Office.
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CHAPTER FOUR
INSTRUMENT DESIGN

One of the attractive aspects of choosing the MSE Baseline Survey
is that it follows a standardized approach, which makes instrument design
a straightforward exercise. Despite its apparent simplicity, however,
instrument design still begins with the difficult task of defining the exact
content of the baseline survey questionnaire. This chapter opens with a
discussion on determining the scope of the survey. It then describes the
standard questionnaire design, and closes by covering two common
extensions to the basic questionnaire that make it more responsive to the
particular needs of a given situation.

DETERMINING THE SURVEY'S CONTENT

Perhaps the most important task at the planning stage is to decide
on the content of the baseline survey, in part because this is where conflict
can easily arise between the client and the researcher. There are typically
several rounds of discussion on questionnaire content, which winnow out
a list of critical information to be collected and develop a list of optional
questions to be addressed if space allows. It is extremely important that
the client be integrally involved in this process, so that the researchers
understand what is important to the client, and the client understands what
is possible in a survey of this type.

One important point for the researchers to convey to the client is
that the greatest strength of the baseline survey comes from its leanness.
Although this means that the baseline survey does not waste time and
resources collecting unnecessary data, it also means that it is not suitable
for collecting complicated data on suchmatters as sales, income, or capital
stock, or data on such matters as policy impact.! This is often a point of
frustration for the client, which feels the need for detailed data on many
variables for planning and monitoring purposes.

If it is essential that more information be collected than can fit on
the basic survey form, a supplementary questionnaire can be added that
collects targeted information on specific subjects from a smaller sample
of respondents. Again, the client and researcher need to work together to
decide what information can and should be collected in any extension of

Previous Page Blank

At the planning stage,
winnow out a list of
critical information to
be collected.

The greatest strength
of the baseline survey
comes from its lean-
ness.
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Each column is a
question; each row &
complete interview
with a business.

The advantages of the
matrix format are no
page turning, no
shuffling with coding
sheets, and no delays.

the baseline survey. If the baseline survey is extended to include additional
questionnaires, the client should realize that their inclusion will reduce the
precision of the basic questionnaire unless more resources and more field
time are provided.

THE BASIC QUESTIONNAIRE

The basic questionnaire is the core of the baseline survey. It
contains the most critical information of the survey, and, if used with other
questionnaires, is always administered first. An illustrative basic ques-
tionnaire is provided in Figure 2.

Structure of the Basic Questionnaire

When first handed the basic questionnaire, people are usually
surprised by its appearance. It is a matrix formed by a series of columns
and rows. Each column is labeled by a word or phrase, and there is a list
of codes in tiny print at the bottom of the page. How is this matrix used?

First, each column is a question. The heading on each column is
a key word or phrase to remind the enumerator what question to ask. The
typical survey has 30 columns, and therefore 30 questions. Some of the
columns are wide enough to allow the enumerator to write down detailed
information, such as where the business is located or the exact nature of
the business. Most of the columns, however, are only wide enough to
allow a code or number to be recorded in them. Second, each row on the
page is a complete interview with a single business. The typical page has
five to six rows, which means that five to six full interviews can be
recorded on a single page. Below the last row, codes are hsted to refresh
the enumerator’s memory as needed.

What are the advantages of this matrix format? During the
interview, there is no page turning, no shuffling with coding sheets, and
no delays while the enumerator records answers in longhand. And best of
all, each page that an enumerator tumns in provides data on several
businesses that are completely precoded and ready to be entered into the
computer. One of the challenges of using a matrix format is that the
enumerators must know the questionnaire intimately — they must be
familiar with the order of questions, they must all use identical phrasing
of questions despite the fact that the questions are not written out, and they
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ILLUSTRATIVE BASIC QUESTIONNAIRE
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must know the codes. These requirements justify an entire week for '
training, as discussed in Chapter Two.

Content of the Basic Questionnaire

What information can possibly be collected on such a tight
questionnaire? The basic questionnaire usually collects the following
information:

Type of business activity;

Importance of business to family income;

Location of business;

Seasonality of business;

Number of workers currently in business, with a break
down by type;

Number of workers in the business when it first opened;
Year in which the business was established;
Proprietor’s gender;

Level of specialization in the business;

Whether proprietor has previous business experience; and .
Name and address of the proprietor.

Appendix 5 includes detailed notes on how each variable included
on the illustrative questionnaire has been defined and measured.

These variables show the number of enterprises in different
activities, where different groups of enterprises can be found, who
operates and is employed in the enterprises, and how important the
enterprises are to household income. Inaddition, from these variables one
can develop a profile on the size and growth of enterprises, both for the
entire population and for subgroups of the population broken down, for
example, by type or location of activity or by the gender of the proprietor.
These are often the kinds of information that policy makers and project
designers are looking for in deciding how and where to target small
enterprise assistance.

Including the name and address of the respondent takes both time
and questionnaire space, and is often difficult to record accurately.
However, to use the baseline survey as a sampling frame for future studies,
this information will be required to locate the respondents when needed. .
It is placed near the end of the questionnaire in case it causes respondents
to falsify information or terminate the interview. Assuring respondents of
confidentiality can help alleviate these problems.
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The basic questionnaire usually has two or three free columns that
can be used for questions that change from survey to survey. These open
columns are often used to collect information on questions of particular
interest to the client. For example, in Swaziland, the client was interested
in what percentage of MSEs belong to business support groups, so one of
the free columns was used to record respondents’ answers to this question.
However, if an additional questionnaire is being administered with the
basic questionnaire, one of the free columns must be used to tie the two
questionnaires together.? Similarly, if two questionnaires are added, two
columns must be used to tie the questionnaires together.

Coding

As mentioned above, most codes appear in small print at the
bottom of the questionnaire. The goal is to minimize paper shuffling that
can distract both the enumerator and respondent. Codes must follow two
rules: they must be all-inclusive and not overlap. The all-inclusive rule
means that there must be a code for every conceivable answer. To address
this, once the most common answers are assigned a code of their own, an
“other” category should be included to capture all other responses. To
obviate overlapping, codes .1ust be structured so that an answer can fit
under only one code. Even with the most careful planning, these two rules
are occasionally violated, but these cases can usually be uncovered during
the pretest and corrected before the survey gets under way. More
frequently, the researcher runs into a third problem — that a major code
has been omitted, and all the answers in that category are failing in the
“other” category. This problem may only appear once the survey has
begun and the problem is identified by enumerators. If discovered early,
an additional code can be added to capture that omitted category.

The easiest code is for questions framed in “yes/no” terms. “Yes”
isusually codedas “1,” while “no” iscoded as “0.” Nomatter what codes
are given to “yes” and “no,” however, they should be consistent across
all “yes/no” questions to avoid enumerator confusion and miscoding.
Similarly, if “yes/no” is coded as 1/0, then all other dichotomous
variables (such as “male/female” or “member of X/nonmember of X”)
should be coded as “1/0” as well, rather thanas “1/2” orany other choice.
Otherwise, some enumerators are likely to start coding “yes/no” as “1/
2” as well.

Some columns do not require coding. These are the columns in
which information is recorded longhand (for example, respondent’s name

The questionnaire has
free columns that can
be used for questions
that change from
survey to survey.

Codes must follow
two rules: they must
be all-inclusive and not
overlap.
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In some columns, the
enumerator records
actual values.

Collect information
about a business only
at its place of opera-
tion.

and address), and those that record an actual value. There are several
columns that ask for values rather than codes. For the year the business
was established, for example, enumerators record the last two digits of the
actual year in the column (“86” for a business started in 1986). Also,
actual members are requested in response to other questions such as
number of workers. Distinguishing between the columns that require
codes and those that require actual values is something that enumerators
are taught during training.

One set of codes — the enterprise code list — does not appear at
the bottom of the questionnaire, because it includes up to 100 specific
activities. Each survey’s enterprise code list is unique, reflecting the most
common activities in that country’s context. An illustrative business code
sheet can be found in Appendix 7. The one commonality across all
countries is that the list is broken down into three main categories:
manufacturing, trade, and service activities. In some surveys, the trade
category is further divided among vending, retailing, and wholesaling
activities; however, this introduces some subtleties in definition that can
be difficult to convey to enumerators.? During the data analysis phase, the
codes are often converted to the International Standardized Industrial
Classification (ISIC) one-, two-, and four-digit codes (provided in
Appendix 8) to make the categories more standardized for cross-country
and cross-survey comparisons.*

Conventions for Completing the Qu&stionnaife

It is surprising just how many complexities the baseline survey
includes. To deal with some of the more puzzling questions, eight
conventions have been designed to help enumerators decide how to record
information.

Convention 1

As was noted above, enumerators go door to door to both homes
and businesses, as well as interview businesses operating out in the open,
either in a fixed location or mobile. As such, it is possible that multiple
members of a single household could be interviewed at different locations.
As an example, one enumerator could interview a woman found in the
home, while another enumerator interviews the woman’s husband in the
marketplace. If both respondents discuss the same business, that business
would be counted twice, or double-counted. Magnify this error for the .
entire survey, and survey results would be biased. To avoid double-
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counting, the first survey convention is invoked: collect information
about a business only at its place of operation, be it in a home, along a
road, in an open-air marketplace, or in a business premise. Because each
siteis visited only once, each enterprise will be included in the survey only
once, and double-counting of busincsses will be avoided.

Here is another example of how on-site interviewing works. If an
enumerator knocks on a door and finds a woman running a business in that
home, he collects data on that business since it is operating at that site. If
the woman mentions that her husoand also has a business in the home, he
collects information on that business as well because he is also at the site
of the husband’s business. If, however, the woman says that her husband
has a business in the marketplace, the enumerator assumes that someone
will collect information on that business when they visit his business site
at the marketplace.

Convention 2

Record information about a site even when no one at that site has
a business. A space is provided on the questionnaire to keep a tally of the
number of sites where no one has a businesses. This information is
collected for an important reason. The number of sites with enterprises
will be compared to the number of sites without enterprises to come up
with the percentage of sites with a small enterprise activity. This figure
will be used to approximate the percentage of households with MSE
activities and to weight data for extrapolating survey results (see Chapter
Five and Appendix 9).

Convention 3

How do enumerators deal with a closed site? There are two
varieties of closed sites. The first variety is a household where no aduit
is home to answer questions. It cannot be marked as a “site with no
activity,” because the enumerator cannot ask whether they have any
businesses or not. The second type of “closed site” is a location where the
respondent refuses to be interviewed. For these situations, there is a
second space provided in the upper right-hand comer of the questionnaire
to rally the number of sites with no response, usually titled “closed sites.”
This count is important at the end of the survey when the researcher
calculates the number of enterprises expected for the entire population.
For example, if enumerators could only interview half of the sites in a
givenarea, than it can be expected that they undercounted the true number
of MSEs in that area by half.

Record information
about s site even
when no one at that
site has a business.

Tally the number of
sites with no re-
sponse.
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If the business is
closed but the enu-
merator can tell what
kind of a business it is,
fill in the questionnaire
as completely as
possible,

How to code an
entrepreneur who both
makes dresses and
sells groceries.

In & multiactivity
business, determine
the code by sales
value.

Convention 4

How do enumerators record that they found something that they
know to be a business, but the business was closed so they could not
conduct an interview? If the enumerator can tell what kind of a business
itis, he fills in the questionnaire as completely as possible. He will at least
be able to fill in business location and business type. If, however, he
cannot identify the type of business, he again puts a tick in the space for
“closed sites” in the upper right-hand comner of the questionnaire, as in
the third convention.

Convention 5

Suppose the enumerator finds a woman who both makes dresses
and sells basic groceries from her home, working on the garments between
grocery customers. How does the enumerator decide whether this is one
diversified business or two separate businesses? The rule here is based
on time and place. If two activities are undertaken at the same time and
in the same place, as in this case, then the person has one diversified
business, and only one line should be filled in on the survey. Had the two
activities been undertaken in the same place but at different times (say the
woman only made dresses when the grocery was closed), then they would
have been considered two businesses and two lines would have been filled
in on the survey. Had the two activities been undertaken at the same time
but in two different places (say the woman ran the grocery in the
neighbor’s home and the dressmaking from her home), then they would
also have been considered two businesses and two lines would have been
filled in on the survey.

Convention 6

Ifit is decided that this is a single business with more than one
activity, which code does the enumerator give it to identify “enterprise
type”? The convention is to give it the code of the activity that is more
important in sales value. For the grocer-dressmaker mentioned above,
dressmaking brought in fewer customers but generated more money in
sales. Therefore, the business would be coded as “dressmaking,” and
would be considered a manufacturing activity.

Convention 7

If a business has both a production and a sales branéh (for instance,
the making and retailing of shoes), should the business be considered
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manufacturing or trade? The convention is that if the person only sells
items she produced herself, then the business is considered a manufactur-
ing activity. If she also sells some items she has purchased, the convention
shifts. If purchased items dominate in value of sales, it is a commerce
activity, if self-produced items dominate in sales value, it is a manufac-
turing activity.

Convention 8

If the enumerator meets someone who is selling agricultural
produce, is this an agricultural activity that should not be enumerated, or
a trade activity that should be enumerated? Here, the convention is
simple. If the person produces the agricultural products himssis, it is an
agricultural activity and should not be included in the survey. Ifthe person
buys the agricultural goods from the producer for resale, then it is a
commerce activity and should be included in the survey.

Choosing the Unit of Analysis

The survey’s door-to-door method guarantees full coverage of
MSEs, and on-site interviewing guarantees that each MSE will only
appear once in the survey. This much-venerated result has one drawback,
however. With on-site interviewing, it is impossible to link enterprises
from the same household that occur at different sites. Therefore, it is
impossible to get a composite picture of the various activities a single
household undertakes.

The only unit of analysis that is consistent with the on-site
interviewing rule is the enterprise. Therefore, each row of the question-
naire is a set of questions about a single MSE in a given site. If there is
more than one MSE in a site, then one row of the questionnaire is filled
in for each MSE. A column is added to the questionnaire where each
enterprise is given a unique enterprise identification number.

The survey also collects information about the proprietor, often so
that questions relating to women-owned businesses can be specifically
addressed. Therefore, it is important that MSEs with the same proprietor
be identified together on the questionnaires and in the computer. When
the closed erterprise questionnaire is used, it is also important to be able
to link a given proprietor’s open and closed enterprises for analysis.
Therefore, another column is added that gives the proprietor a unique
identification numberas well. Details on how to use these columns appear
in Appendix §.

How to distinguish
trade from manu?ac-
turing.

To be included in
survey, person must
buy agricultural goods
for resale; agricultural
producers are out.
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Supplementary ques-
tionnaires take re-
sources away from the
basic baseline survey.

EXTENSIONS OF THE BASELINE SURVEY

Some of the basic baseline questionnaire’s greatest strengths are
its careful choice of variables, limited size, and consistency from survey
to survey. However, these three characteristics mean that the survey is not
as adaptable to the diverse information needs of its clients as a more open-
ended survey approach. To make the baseline survey more adaptable to
the client’s interests, supplemental survey instruments have been added
to the survey that provide more information without altering the content
or approach of the basic baseline questionnaire. Two types of survey
extensions are discussed below.

The Supplementary Questionnaire

One extension of the basic baseline questionnaire is the supple-
mentary questionnaire, which is given to a subset of baseline survey
respondents. It uses the more traditional questionnaire format of questions
written out in full, and blank spaces in which to record answers. An
illustrative supplementary questionnaire can be found in Figure 3.

The supplementary questionnaire’s greatest advantage is that it
provides an opportunity to focus on the particular information needs of
the client. In South Africa, for example, the client was in the process of
re-evaluating its credit programs, and requested a supplementary ques-
tionnaire that focused on credit needs and uses. In other cases, the
supplementary questionnaire included general questions about business
conditions and constraints to help identify opportunities for small
enterprise assistance. Although these questions could be relegated to
subsequent research efforts, the supplementary questionnaire takes ad-
vantage of the fact that a survey team is already in the field.

A disadvantage of a supplementary questionnaire is that sampling
cannot be random, because prior to completion of the baseline survey,
there is no sampling frame from which to draw a random sample. This
means that the results cannot be accepted as representative of the
population. Another disadvantage is that supplementary questionnaires
take resources away from the basic baseline survey. In the Lesotho case,
it was estimated that for every two-page supplementary questionnaire that
was administered, the number of basic questionnaire interviews went
down by five. So for every 200 supplementary questionnaires adminis-
tered, basic questionnaire coverage dropped by 1,000 observations. This
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. Figure 3 ‘

ILLUSTRATIVE SUPPLEMENTARY QUESTIONNAIRE

Snumerator: Page: Propristor Sequence #: —
Supervisor: Date: Enterprise Sequence #:___
Znumeration Area: D #: HEHEH Proprietor Name:

LAA AR A A A A A A Al Al A Al AR a2l I X 22 AX 222222222 2 T X d 2 T2 222 2 1 % 2 0 2 v ey

I. CHABACIERISTICS OF THE ENTREPRENEUR AND ROUSEROLD
1. What is your age?

years ( )

2. What ig the highest lavel of school that you have completed?

Codess 1) No schoels 2) Féimary s:heols 3) Secondsry schoel or High Schoels
4) University; 5) Other

3. What did you do before you started this business? ( )

Codes: 1) Ran another busisess: 2) Worked in asether busisces: 3) Was Unsssployeds .
$) 1 was tye young te work before | started this businetss 5) Other

4. For.how many years have you been engaged in this type of
. business, including this one? i (

r

II. DUSINESS HISTORY

S. a) What was the largest number of workers your business has
ever had, including:

Proprietor(s) . Family ( X )
Hired Apprentices ___ ( X )
b) In what year did this occur? 19___ ( . )

6. What was the principal source of the money you usad
to start this business? ( )

Codas: 1) Family/Personal saviags; 3) Loans/gilts from fanily or frimdss 3) Formal c:-di¢ institations

4) Meseylenders 5) Risk Capital Funds; 6) Other,

IIXI. BUSINESS OPERATION :
7. a) Does your business have a high and a low season? l)Yes 2)No ( )
b) IP YES: when is the high season and how many days/month

and hours/day does your business cperate? What about
during the low season?

Which Months? Days/Month Nours/day
Righ
‘ Season: ( ) )
Lo
Season: ( ) )

c) IP WO How many hours per day doss this business .
usually operate? { ) ‘
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Figure 3 -- Continued ‘ .
Iv. P .4 0
8. Who are your major business competitors? : { )
Codess gmw&mznu—-mmmnmmmmmmanm
9. Did you face any problems when you first acquired this business?
l) Yes 2) No (IF YES: LIST MAJOR TWO IN ORDER OF IMPORTANCE: ¢ )
1t . ( )
2nd ( )
10. a) !;:z; ggt:i::::?oxﬁttzx:clg)aNguiod of maijor growth in ( ,
b) IP YES: in what year did it ocecur? 19___ ( )
Did yocu face any problems during this time? 1) Yes 2) No ' ( )
(1P PROBLEMS: LIST MAJOR TWO IN ORDER OF IMPORTANCE)
lst ( )
2nd - ( )
1l. Are you currently facing any problems in this business? 1) Yes 2) No ( )
(IF YES: LIST MAJOR TWO IN ORDER OF IMPORTANCE) . .
1st .(' )
2nd ' ( )
12. In your perception, how have the following changad over the
last five years?
a) The overall demand for products like yours? § ( )
b) The number of businesses juat like yours in your locuiity? ( )
c) The volume of your own business? ( )
Codess 1) Much incrense; 2) Litte increases 3) No changes ) Littls decressss 5) Much decrease; 6) Do sot knew
13. a) Have you had any organized training or non-financial assistance
for your businass activities? 1) Yes 2) No ( )
b) IF YES: .
Zyns of training Lenavh of training
14. a) Have you :;vor received loans for your business? 1) Yes 2) No { )
b) IF YES: ‘ '
Sauzce of sredit ¥hat was credit used for? admount of loan
V. INCONE .
1S. What part of your household's total income comes from agriculture? ( )

Codast l)Mlmthh}hﬂl.nhh&.\J)MM‘)Nu
==TEANK YOU FOR YOUR ASBSISTANCE! ==
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meant that fewer clusters were included in the survey, which in turn
reduced survey precision. To limit this problem, the supplementary
questionnaire is usually restricted to two pages and to no more than 600
interviews. Finally, adding a supplementary questionnaire to the baseline
survey exercise requires additional time for the task of questionnaire
design and pretesting, enumerator ttalmng, data coding and entry, data
cleaning, and analysis.

The Closed Enterprise Questionnaire

Another extension of the baseline survey is the closed enterprise
questionnaire. This questionnaire collects information on previous busi-
nesses undertaken by people in the sampled areas. It was first used in the
1990 Kenya survey to analyze business growth and longevity and reasons
for business closure — topics that extend the focus on business dynamics
beyond that found in the basic questionnaire.’ Specifically, the closed
business questionnaire collects the following information:

Size of business at start (in number of workers);
Size of business at close (in number of workers);
Peak size of business (in number of workers);
Age of business at closure;

Reason the proprietor closed the business;

‘What the proprietor is doing now; and

Location of business.

The closed enterprise questionnaire uses the same matrix format
as the basic questionnaire, in which each column is a question and each
row is an interview. Codes are again put on the bottom of the question-
naire. Using the matrix format keeps the questionnaire short and coding
and data entry simple, and the similarity to the basic questionnaire makes
enumerator training on the closed enterprise questionnaire easy. An
illustrative closed enterprise questionnaire appears in Figure 4; a descrip-
tion of its contents can be found in Appendix 6.

The closed enterprise questionnaire is administered at every site,
whether or not the respondents have a current enterprise. This avoids any
problem with random sample selection that appeared with the supplemen-
tary questionnairs, and allows the data to be considered representative of
the entire population. The closed business survey does, however, have the
disadvantage of requiring more survey resources, since it requires more time
in the field. If additional resources are not available, the closed business
questionnaire will draw resources away from the basic questionnaire.

The closed enterprise
questionnaire is
administered at every
site.
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ILLUSTRATIVE CLOSED ENTERPRISE QUESTIONNAIRE
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’ INSTRUMENT DESIGN: KEY POINTS ’

. Don’t foster false expectations about what information the
survey can provide.

° Don’t overload the basic questionnaire and never go to a
two-page basic questionnaire.

. Don’t add supplementary instruments unless additional
resources are forthcoming.

o Don’t try to capture flow variables on the basic questionnaire.

. Do follow the on-site interviewing convention to guarantee
maximum coverage without double-counting.

o Do include the necessary columns for data management on
all survey instruments, particularly space for identification
| numbers.
o Do make sure codes are all-inclusive and do not overlap.
Notes
1. Box 1 provides information on what the baseline survey can and
cannot do.
2. The information collected on an additional questionnaire does not

duplicate that collected by the basic questionnaire. Therefore, it
is important to have a way to tie the two questionnaires together
so that the data from one can be combined with data from the other
for analysis. The simplest method is as follows. First, the same
proprietor identification number is assigned to both questionnaires
administered on the same site. Second, a column (usually placed
at the end of the basic questionnaire) is coded as “0” if the
additional questionnaire is NOT administered, and as “1” if it IS
administered. After all the basic questionnaire data is entered into
. the computer, the analyst can select only those cases with “1” in
the last column. This will produce a data file including only those
proprietors who answered both questionnaires. Those cases are




56 A Manual for Conducting Baseline Surveys of Micro- and Small-Scale Enterprises

then merged with the file of data from the additional questionnaire, .
matching the cases by proprietor identification number. In SPSS/

PC+, the software program most commonly used for the baseline

survey data, the procedures are “SELECT IF,” followed by

“JOIN MATCH.”

3. The general convention defines vending, retailing, and
wholesaling on the basis of the quantity of goods held for sale.
If the proprietor has a limited display of goods for sale but no stock
to replenish the display as people buy, the person is said to be
vending. If the person has enough stock to both display and
replenishthe display as customers buy, thenthe person is retailing.
If the person has sufficient stock to supply businesses engaged in
retailing, then the person is wholesaling. This quantity-based
definition differs from that typically used, which is based on
permanence of structure or mobility of the business.

4, ISIC codes are not used as the questionnaire’s enterprise codes
because two-digit ISIC codes are too broad to be useful for later
analysis, while the more specific four-digit ISIC codes are too .
cumbersome for enumerators to use. Ideally, the enterprise
coding system used by the enumerators should bear some
semblance to the TSIC codes so that conversion at the
analysis stage can be easier and more logical.

5. The closed enterprise questionnaire was originally designed to get
around the problem of “sample censoring” that is inherent in the
basic questionnaire on issues of MSE dynamics. Specifically, the
basic questionnaire data cannot measure precisely the longevity or
lifetime growth of an enterprise since the final period of the
enterprise’s life is not yet observed. Collecting data on closed
businesses overcomes the censoring problem by capturing
information on enterprises from birth through closure.
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CHAPTER FIVE

DATA MANAGEMENT AND ANALYSIS

To this point, the manual has not dealt with the process by which
questionnaires go from being filled out in an interview to being entered
into a computer file and ultimately analyzed to provide answers to
questions of interest. In this chapter, the proper handling and storage of
questionnaires and questionnaire data will be discussed, followed by an
explanation of the proper documentation and management of computer
files. After these issues are considered, data cleaning and analysis will be
taken up, and a final section deals with the important matter of assigning
weights to the data so that the sample describes accurately the population
of MSEs in the country.

THE PAPER TRAIL

Over the course of a typical baseline survey, thousands of
interviews will take place. When the smoke clears, there will be a huge
number of pieces of paper, especially when most surveys include at least
two and sometimes three survey instruments. It is imperative that some
system exist for dealing with this blizzard of paper. One possibility for
such a system is illustrated in Figure 5. This system, or variations on it,
has been used in all MSE surveys. As interviews are conducted,
questionnaires are completed. At the end of each day, or before the next
begins, each enumerator should examine his or her own questionnaires,
making sure that all spaces have been filled and that the information for
each interview is consistent. Having done this, the enumerators tumn in all
questionnaires to the supervisor. It is a responsibility of the supervisor to
scrutinize each piece of information on each questionnaire. Should the
supervisor identify any omissions or mistakes, she returns the form to the
enumerator for correction. When questionnaires are acceptable to the
supervisor, they are sent to the coder, who is usually in the main office.
This exchange can be accomplished in person if the teams are working near
the main office, or by bus or mail otherwise.!

After the coder receives a batch of questionnaires, he carefully
checks each one, taking care that there is no missing information, that the
proper codes have been used, that the data for each MSE is consistent, and
that the writing is legible. The coder then assigns each proprietor and

A system must be
created to deal with
the blizzard of paper.
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FIGURE 5 ‘

THE PAPER TRAIL

Enumerators fill out

questionnaires in inteiviews, and L‘___
check them for accuracy and
completeness each day

l IF | MISTAKES
Supervisors check each
questionnaire D —
IF Nol MISTAKES IF| MISTAKES
Coder checks each
questionnaire; assigns unique

identification number to each | >
MSE

IF NO | MISTAKES

Data Entry Person enters data
into computer files

l

Questionnaires are stored In '
order of identification number




Data Management and Analysis 59

enterprise unique identification numbers, writing these numbers on the
questionnaire. If errors are found, the faulty questionnaires are returned
to the supervisor of the enumerator who conducted the interviews. The
coder should keep track of any persistent problems and report them to the
researcher. Questionnaires acceptable to the coder are passed along for
data entry. After questionnaires have been entered and verified, the data
enterer stores them in a safe place, usually in numerical order by unique
identification number.

DOCUMENTING AND MANAGING COMPUTER FILES

The advent of the personal computer has brought many advantages
to survey work. Among these are the ability 0 safely store large quantities
of data in a small space, and the capability to document the data accurately
so that other researchers can use the datz easily in the future. These
advantages, however, are not automatic: the:y must be built into the survey
plan.

Regardless of the data entry package used in the survey, it is
imperative that all computer files be well documented. Without proper
documentation, the data will become useless to all future researchers.
Documentation means defining all variables, and providing value labels
for any categorical variables. For example, a variable may be entered into
the computer as GENDER. To a researcher not familiar with the survey,
this could mean gender of the workers in the MSE, gender of the
proprietor, or something else. This variable must be defined carefully,
either internally in the computer file or on a list that is made available with
the data. Suppose further that GENDER is ;| categorical variable. That is,

the two genders are assigned numerical valies, such as 1 for females and-

0 for males. These value definitions must ali;o be recorded, to avoid future
mix-up.

Although documentation is simple iin most software packages, it
can be time-consuming. It is best if the docuinentation is complete before
any data are entered into the file, so the researcher should allow time in
the early days of the survey for this task.

The researcheralso must devote some thought to how the data files
are to be managed. A recurring nightmare for many researchers is that
somehow all the entered data are erased or lost. There are some simple
precautions that, if carefully followed, will prevent most such problems.

Documentation can be
time-consuming.
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Designing the date
entry file with rules
and ranges included is
an important way to
clean & file.

Each data file should be stored on at least two disks. Usually, this will
include a floppy disk and the computer’s hard drive. The data files should
be saved to both locations at least twice a day.? Finally, the area in which
the computer is situated should be secure.

CLEANING DATA

The papertrail described above includes checks of the data at every
step. In addition to this, in the data entry phase, data are entered twice to
reduce keypunch errors. In spite of these important measures, there will
always be errors in any baseline survey data file. This section discusses
ways to rid the data of errors, a process often called cleaning.

In many software packages, it is possible todesignte. =~ : .~
package so that it will identify errors as they are entered. For esample,
variables can be assigned acceptable value ranges. The computer can be
told that the values for the variable for proprietor age, for instance, cannot
be less than 10 or more than 85. Should the entered value fall outside this
range, the questionable case will be identified. Assigning consistency
rules te a file is also straightforward. As an example, refer again to the
illustrative basic questionnaire in Figure 2. Note thatafter the total number
of workers (inclusive of the proprietor) is established, the enumerator asks
how many of this total are female. Itis impossible underany circumstances
for the number of females to exceed the total number of workers. At least
for the SPSS/PC + data entry package, when such rules are built into the
file, all violations will be reported.

Designing the data entry file with rules and ranges included is an
important way to clean a file. However, some mistakes may elude even
these measur:s. A final way to identify mistakes in the file is to compute
some descriptive statistics of the data. For continuous variables, such as
firm age or number of workers, studying the means of each variable and
the minimum and maximum value each takes on is the most efficient way
to catch outlying values. For example, if the minimum value the variable
for number of workers takes on is zero or negative, there surely was a
mistake made. For catsgorical variables, it is useful to compute a
frequency distribution for each variable.
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ANALYZING THE DATA

Once the data have been thoroughly cleaned, the task of analyzing
the data can begin. Because the specific analyses that are carried out
depend on what questions are of interest and who will be reading the
survey report, this section will limit the coverage of this topic to a general
statement.

Most of the time, it is important to present some of the basic
characteristics of the survey data. These descriptive statistics include the
means and standard errors 9f continuous variables, and the frequency
distributions of categorical onies. Each of these variables can be stratified
in any number of ways. Some examples include splitting up the sample
by location of firm (forexample, urban versus rural), by sectorof activity,
or by gender of the proprietor. Various means tests, such as the t-test, are
available to ascertain statistically whether the average value of some
variable for two groups is the same. Most statistical packages include a
dizzying array <f options, including cross-tabulation of two variables,
analysis of variance, and regression analysis. In general, the simplest
analyses are the best places to start as they often provide the most
compelling insights.

WEIGHTING DATA FOR COUNTRYWIDE EXTRAPOLATION

All MSE countrywide baseline surveys involve going door to door
to identify and interview enterprises in 2 sample of small areas. These
areas are grouped into several strata, as discussed in Chapter Three.
However, the final group of enterprises sampled is not necessarily
representative of all MSEs in the country. For example, in most
developing countries, the vast majority of the populace lives in rural areas.
Unless the sample includes a large percentage of rural clusters (which
would be prohibitively expensive), any statements made about MSEs
nationwide would reflect a bias toward urban enterprises. To avoid such
a bias, data from each stratum are weighted by the overall size of the
stratum.

Coming up with appropriate weights depends mainly on two
estimates: the percentage of sites in each stratum engaged in MSE
activity, and the total number of sites in existence in each stratum. The
more accurate are these estimates, the more likely it is that the weights

Start with the simplest
analyses — they often
provide the most
compelling insights.

Data from each
stratum are weighted
by the overall size of
the stratum.
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calculated are appropriate. What means are available to come up with .
these estimates? Information regarding the proportion of sites engaged
in MSE activity comes directly from the survey. As enumerators cover
clusters, they keep track of the status of every household and shop location
they visit. There are three possibilities: a site can contain an MSE, can be
closed to the interviewer, or can have no MSE activity.® By dividing the
number of sites with MSE activity by the sum of sites with activity and
with no activity, an estimate of the proportion of open sites with MSE
activity can be calculated.* This estimate of the proportion of sites
involved in MSE activity is made for each cluster. To come up with an
estimate for the stratum, the cluster proportions are averaged. In
Zimbabwe, the information regarding these proportions is presented in
Table 1.

TABLE 1

PROPORTION OF SAMPLE INVOLVED IN MSE ACTIVITY
(Cluster Averages)

Urban ' Rural
Sites with MSEs 3,760 1,815
Sites with no MSE activity 6,146 2,629
Total sites witn information 9,906 4,444
Percentage of sites with MSEs 37.96% 40.84%

Next, theproblem of estimating the number of sites in each stratum
is tackled. This one is more troublesome, since this information is not
generated by the survey, but comes from some outside source. Often, this
source is the most recent population census. This is an especially good
choice if the clusters were based on census enumeration areas. The
drawback is that the census only provides the number of households per
stratum, not the number of sites. Still, since the vast majority of sites are
households, using the census estimate is the best way of approaching this
step. In Zimbabwe, the census figures provided the information that in
1991 there were 837,513 urban and 1,522,125 rural households.

To arrive at an estimate of the total number of MSEs per stratum,
the proportion of sites with MSE activity (as calculated in Table 1) is '
muitiplied by the total number of sites. The weights are computed by
simply calculating the share each stratum has of the estimated total number
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. of enterprises. In the Zimbabwe case, these weights turn out to be .338
and .662 for urban and rural strata, respectively. In other words, 33.8
percent of the estimated total number of MSEs are located in urban areas,
while the remainder, 66.2 percent, can be found in rural areas.

Once these weights have been calculated, they can be used in the
analysis to arrive at figures that reflect what the survey would have found
if all MSEs in the country had been enumerated. If one is interested, for
example, in the percentage of proprietors made up of females, the
percentage of female proprietors in each stratum is multiplied by the above
weights and summed. Because 76.2 percent of proprietors in urban areas
are women, and the analogous number for rural areas is 62 percent, the
weighted average is (76.2)(.338) + (62.0)(.662), or 66.8 percent.

Weighting is a necessary step if the researcher is interested in Weighting is a neces-
making statements about the findings of the survey for the country as s':’:’ s‘ept“’ Z’a";’
wh?le. Although the px:ocedure used to calculz}te the weights involves ii:diiw’zznc:uin(rj;lwide.
estimates and assumptions, as long as care is taken a much better
understanding about MSEs in the country is possible.

DATA MANAGEMENT: KEY POINTS | V

. Do invest time setting up a paper trail and seeing that the
system functions well.

. Don’t fail to document all computer files.
° Doarrange a system whereby computer files are backed up
at least once a day.

. Do take advantage of any data cleaning features in the data
entry software.

. Don’t forget to gather all information necessary for
weighting data before lcaving the country.
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Notes

1. The speed and reliability of the mail should be considered. In
Zimbabwe, inexpensive overnight express was available.

2. In some countries, power surges and power failures are common
place. In such countries, a surge protector should be bought or
rented, and data should be saved to disk much more frequently.

3. That is, no one is home or the respondent refuses to grant an
interview.

4. The difficulty lies with guessing what proportion of the closed sites
have MSEs. In a survey of Kiber:., Kenya, Parker and Dondo
(1991) resurveyed households found to be closed when first
visited. They found that roughly the same proportion of closed
households had MSEs as open households. The weights that are
calculated depend on this being the case.
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CHAPTER SIX

DISSEMINATION OF RESULTS

As we have made clear, seeing a survey through from the design
phase to data collection to analysis is a difficult and time-consuming job.
However, the work is not yet complete. One crucial task remains: getting
the results of the survey into forms that are useful to the client and to other
interested parties. The larger the group that is aware of the survey, the
more useful is the exercise. Fortunately, there are two great advantages
to the system described in the preceding chapter. The first is that because
the process is streamlined and because there are seldom delays in getting
the data entered, it is possible to produce preliminary results withina week

- of the end of field work, and final re+ults within two months. This is a.
happy surprise for most clients, who are used to waiting for results for:
many months oreven years. A second advantage is that the data generatexl
by the suzrvey can be shared with other researchers as soon as the data an:
cleaned.

WRITTEN PRODUCTS

The survey results will become known to the greatest number of
people by means of written products. These come in two forms: a
preliminary description of the findings, and amore extensive final report..!
What exactly is the nature of these two important documents?

The preliminary report provides a rough idea of survey findings
very quickly. Indeed, this report is usually given to the client as an oral
briefing by the researcher before she even leaves the country in which the
survey took place. Because the data are continually entered as the
questionnaires come in from the field, by the time the field work ends
almost all of the information is in the computer. This means that some
simple features of MSEs in the sample, such as the sectoral distribution,
average size, and typical locations, can be ascertained quickly, as can
some of the characteristics of the proprietors. It is important, however,
to remind the audience of the limitations of these findings. Specifically,
the data have not yet been cleaned or weighted. This means that some
inaccuracies aiz still present and that statements about MSEs in a
nationwide context are not yet possible. With these important caveats,
Lowever, the preliminary report is an important part of the survey process.

The preliminary report
provides a rough idea
of survey findings very
quickly.
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Some weeks after the data are cleaned and analyzed, the principal .
researcher is responsible for producing a report summarizing the findings

of the survey. The shape of this document is largely dependent on the
preferences of the client. Most clieiits will want a document aimed at the
nontechnical reader. Mead, Fisseha, and McPherson (1991) present a

suggested outline for the baseline survey report:?

Although the individual researcher must decide with the client on
the exact content of the report, this outline provides a reasonable starting ‘
point. Examples of recent survey reports include Liedholm and McPherson
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(1990), Fisseha (1991), Parkerand Dondo (1991), Fisseha and McPherson
(1991), and McPherson (1991).

MAKING THE DATA AVAILABLE

After the survey process has wound down and the final report has
been written, the principal researcher may still be responsible for the
dissemination of survey data. The data technically belong to the client who
may distribute them or not according to its wishes. The intentions of the
client along these lines should be discussed in the design phase of the
survey. Often, the client is the U.S. Government. In this case, the
researcher is obliged to share the data with any U.S. citizen. If it is the
desire of the client that the data be made generally available, it is the
responsibility of the principal researcher to provide complete and well-
documented computer files to all interested parties. This sharing of data
makes possible a more complete analysis of MSEs, certainly a desirable
outcome if the ultimate goal of the survey is to improve the state of
knowledge regarding these enterprises.

OTHER USES FOR BASELINE SURVEY DATA

The MSE Baseline Survey has provided a useful way to identify
the number and characteristics of MSESs in a country. But baseline surveys
have other potential uses beyond this immediate purpose, five of which
are mentioned briefly below.

First, a baseline survey provides a sampling frame for future work,
including monitoring and evaluation efforts and also additional intensive
studies. As an example of the latter, recent MSE Baseline Surveys in
Swaziland and Niger were used to form a sampling frame for a study by
the Organization for Economic Cooperation and Development of the
impact of the regulatory environment on MSEs.

Another use of basic data is that if the survey is readministered
regularly, it can provide macro-level time series data on MSEs. This
permits two specific possibilities. First, the data can track the progress of
the entire MSE sector when looking for the effects of diffused forces on
small businesses, such as when studying the effects of macroeconomic
policy changes on MSEs. Second, the data give a periodic look at how the

Baseline surveys have
seversl uses.



68 A Manual for Conducting Baseline Surveys of Micro- and Small-Scale Enterprises

general MSE population is faring relative to any assisted sectors. In this
case, the entire baseline data set serves as a control group, while data on
assisted sectors make up the experimental group.

More targeted analyses of the basic data make up the third category
of potential uses. These data sets contain a great deal of information that
can be examined from other angles by many different researchers. One
recent example of this possibility is a study of gender issues by Downing
and Daniels (1992), based on baseline surveys from Lesotho, South
Africa, Swaziland, and Zimbabwe.

Fourth, as similar surveys are completed in an ever-widening
number of countries, they provide an excellent resource for cross-country
comparisons. Although this is usually insufficient grounds for undertak-
ing a baseline survey, it is certainly an argument for those already set on
studying MSEs. to use similar techniques.

Finally, data generated by the baseline survey can be used to check
the accuracy of other data sources, such as government statistics on MSEs.
Should the otlver data sources be comparable to the results generated by
the baselin2 suxvey, it may be possible to use these other data sources for
national planning, monitoring and evaluation of projects, and studies of
the impacts of policy changes on the MSE sector.

RESULTS: KEY POINTS

o Don’t miss the opportunity to present preliminary findings
to the client before leaving the country. .

o Do consult with the client regarding the nature of the
survey report.

. Do make available all survey data on disk, subject to the
client’s approval.

o Do remember the many uses of baseline Survey data
beyond the immediate needs of the client.
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0 Notes

1. Recent survey reports are listed in the reference section of this
manual.

2. If the survey includes the closed enterprise or the supplementary
questionnaires, the report could be extended to reflect the
information generated by these.
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CONCLUSIONS

Over the last several decades, there has been an increasing
awareness of the importance of micro- and small-scale enterprises to the
economies of many countries of the world. As a result, surveys of MSEs
in developing countries have proved to be valuable tools for policy
makers, assistance institutions, and researchers. But, to be valuable,
surveys of MSEs must be able to find all businesses regardless of whether
they are mobile or home based, registered or not. The MSE Baseline
Survey method presented here compiles a complete list of MSEs,
penetrating households as well as more traditional places of business, and
counting all enterprises regardiess of size or registraticn.

This manual represents a great deal of accumulated experience in
MSE Baseline Surveys in developing countries. It seeks to give
instruction on such important topics as setting up administrative and
financial arrangements, effective survey management, designing an
appropriate and feasible sampling procedure, hiring and training of survey
personnel, using and adapting the several survey instruments, appropriate
methods of data management, and making survey findings generally
available. The manual intendsto alert future researchers to the pitfalls that
inevitably accompany these exercises.

It is hoped that this manual provides a way to share this experience
with other interested parties who may be searching for ways to study MSEs
around the world. The application of the methods described in this
manual, with adjustments made for the particular circumstances in the
country at hand, can make this powerful tool available to an ever broader
array of countries and institutions.

Previous Page Blani
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APPENDIX 1
THE HISTORY OF BASELINE SURVEYS

Priorto 1974, small enterprise surveys were confined to urban areas, and they counted only
those enterprises that could be identified easily. Surveys were usually limited to manufacturing
activities. In the rural areas, studies focused on agricultural activities, with little or no attention
given to non-agricultural activities.

In 1974, the first MSE Baseline Survey was carried out in Sierra Leone. That survey took
several innovative steps. First, it counted all businesses, regardless of their visibility, by going from
house to house in search of enterprises. Second, it acknowledged that rural households also had
nonfarm activities that provided income and employment. The survey extended the search for
enterprises into the rural households, thereby providing a national picture of both urban and rural
MSEs. Third, it used a lean questionnaire designed to cover a large sample of enterprises at low
Tesource Ccosts.

Over the rest of the 1970s, the baseline survey was considered a way to provide a sampling
frame for more data-intensive research. But, early in the 1980s, the notion that the baseline was
primarily a springboard for other research was given less emphasis, and policy makers began
requesting baseline surveys for the information they could provide in their own right. At this stage,
the baseline survey became an important instrument for identifying the scope and key characteristics
of the small enterprise sector, both rural and urban.

Until the mid-1980s, MSE Baseline Surveys focused exclusively on manufacturing
activities. In the Zambia baseline survey of the mid-1980s, the survey was extended to count service
and trade income-earning activities as well, which dramatically increased the coverage of that
survey. In general, however, manufacturing remained the key focus of the MSE baseline surveys
until 1989, when the new A.I.D.-funded Growth and Equity through Microenterprises Investments
and Institutions (GEMINI) Project made a decision to give equal attention to trade and service
activities.

As the 1980s drew to a close, questions about small enterprises began to shift from a focus
on the structure of the sector to more complicated questions about the evolution of the sector. In
response to these new information needs, the content of the baseline survey was revised in 1990
to add questions on cuterprise dynamics, such as growth and longevity. This is the current
generation of baseliine surveys discussed in this manual.

Although the baseline survey is a particularly good method for studying smali enterprises
on a countrywide basis, it has also been used to study specific parts of a country of particular
concern. In South Africa, for example, the survey was limited to a study of enterprises in black
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townships. In Kenya, the survey focused on enterprises in Nairobi’s largest slum settlement. These
limited surveys were designed primarily to generate specific information for programs operating
in the target areas.

To date, some form of baseline survey has been used in 18 countries. The baseline survey
has been especially popularin Africa, where it has been used in Sierra Leone, Zambia, Niger, Upper
Volta (Burkina Faso), Egypt, Lesotho, South Africa, Kenya, Zimbabwe, Swaziland, Botswana,
and Malawi. In Asia, baseline surveys have been carried out in Thailand and Bangladesh. In Latin
America, the list includes Jamaica, Haiti, Honduras, arnd the Dominican Republic.

The one constant feature of the baseline survey has been its ability to evolve as information
needs change. As it has proved itself rusponsive to information needs, it has become an ever more
popular method of research. We can expect new generations of small enterprise baseline surveys
in the future that will meet information needs in the same flexible way.
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' APPENDIX 2

ILLUSTRATIVE BUDGET
FOR A COUNTRYWIDE BASELINE SURVEY

Coming up with a budget that will not only make possible a complete and accurate survey,
but also satisfy the constraints of the client is a complicated but important task. The principal
researcher should involve herself heavily in the presurvey budget-writing process, because she will
have to live with the budgetary consequences. The following is an illustrative budget. Of course,
each survey will have unique circumstances. For example, the arrangement with the survey
administrator, the number of person-days necessary, and the types and numbers of vehicles required
will all depend on factors particular to each survey. This being the case, the budget presented below
is intended to provide some guidance as to the line items that should be considered, and to the
particular information the principal researcher must have access to when writing the budget.

SALARIES

. Principal researcher 1 person for 16 weeks @ ___/week
Survey administrator 1 person for 11 weeks @ ___/week
Data enterer 1 person for 8 weeks @ ___/week
Coder 1 person for 9 weeks @ ___ /week
Supervisors 2 persons for 10 weeks @ ___ /week
Enumerators 16 persons for 9 weeks @ ___/week
Drivers 2 persons for 8 weeks @ ___/week .

PER DIEMS
Principal researcher 70 days @ international rate
Supervisors 2 persons: 15 days/each @ local rate
Enumerators 16 persons: 15 days/each @ local rate
Drivers 2 persons: 15 days/each @ local rate
INTERNATIONAL TRAVEL

Principal researcher lround trip@ ___
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DOMESTIC TRAVEL/TRANSPORT

Vehicle rental

Field team vehicles _ 2 vehicles: 8 weeks @ __/wk

Researcher’s car 1 vehicle: 10 weeks @ __/wk

Per kilometer charges

Field team vehicles 7900 km @ ___/km

Researcher’s car 3600 km @ ___/km

Petrol costs

Field team vehicles 7900 km @ ___km/liter @ ___

Researcher’s car 3600 km @ __ kms/liter @ ___

Domestic airfare!

Researcher travel 16 round trips @ ___/trip
SUPPLIES/EQUIPMENT

Computer rental 10 weeks @ ___/wk

Printer rental 10 weeks @ ___/wk

Field supplies ?
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.b COMMUNICATION/PHOTOCOPYING
Reproduce questionnaires 2400 pages @ ___/page
Misc. photocopying 500 pages @ ___/page
International fax/phone A
Domestic fax/phone S
Transfer of questionnaires
from field to headquarters I A
SPACE RENTAL
Training space 1 week@ ___ /wk
Headquarter space 10 weeks @ ___/wk

This illustrative budget assumes eight weeks of field work for two teams, each made up of
‘ eight enumerators, cne supervisor, and one driver. It also assumes that each field team spends 15
nights on the road during the course of the survey.

Notes

1. For a large country, air travel may be required for the principal researcher or survey
administrator during training and fieldwork.
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® APPENDIX 3
CONTENT OF BASIC TRAINING

Chapter Two addressed many of the most important items in designing and implementing
a training session for an MSE Baseline Survey exercise. This appendix extends this information
by providing details on the content of basic training.

Administrative matters are always points of concern for the enumerators and are the biggest
source of questions until addressed. Therefore it is useful to set aside time early in training to go
over the survey work week (how many hours a day and days a week people are expected to work),
salary (including payment schedule), expense coverage while on the road, and attendance. Details
will vary from country to country, but most survey teams have worked long hours, five days a week,
leaving weekends free.

Training starts with a substantive introduction to the survey exercise, which answers the
following questions: What is meant by small enterprise or income-earning activity? Why do people
care about small enterprises? What are the goals of this survey? Where else has such a survey been
done? Answering these questions providesa sense of purpose to the exercise, and gives enumerators

‘ the background they will need to identify MSEs and to explain the survey to respondents. The second
part of the introduction identifies the participants in the survey and their tasks, including the client,
the principal researcher, the survey administrator, the supervisors, the enumerators, the coder, and
the data enterer. When possible, the individuals serving in these roles should be introduced by name
and background during this session.

Training on the basic questionnaire consumes the bulk of the training time, usually about
three days, and can be divided into three categories: classroom lectures, classroom exercises, and
field exercises. The following sections give a brief overview of the content of each of these
categories of training.

CLASSROOM LECTURES

When introducing the trainees to the basic questionnaire, the obvious first step is to explain
the matrix format. Once that is understood, it is useful to take each column on its own and discuss

the following:!
. What is the precise information we are looking for in each column?
‘ ° Why is the question important?
° How should the question be phrased to ensure consistency between interviews?
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. What answers can we expect?
Are answers recorded as values or codes? and
. If the answer is coded, where are the codes located and what do they mean?

Once the individual questions have been discussed, the principal researcher needs to explain
the sequence in which questions are asked, emphasizing that the order should be followed to reduce
the number of skipped questions. It is also important to explain which columns are filled in by
observation (for instance, it is usually not necessary to ask the proprictor his or her gender!), and
which should be filled i after the interview is over.?

Classroom lectures also cover the survey conventions listed in Chapter Four, including the
rule of on-site interviewing. For example, enumerators should be trained to ask: “Are there any
income-earning activities in this home?” instead of: “Do you have any income-earning activities?”
since the latter is not a site-specific question. Using the conventions correctly will keep survey
coverage complete and unbiased. The enumerators need to be trained on how to fill in the upper
right-hand corner of the questionnaire.? Enumerators also need to learn how to classify and order
their interviews, both by filling in the information in the upper left-hand corner of the questionnaire,
and by giving each interview an identification number.*

Finally, the lectures include a description of how to conduct a door-to-door survey,
including how to identify the boundaries of the entire sampled area, how to divide the area between
enumerators, and how to ensure that coverage within the area is complete.® If some of the
supervisors and enumerators have participated in the national census, theirexperience can be shared
with others, though with the caution that some census methods may have been less thorough than
the small enterprise survey.

If more than one questionnaire is administered in the baseline survey, most of the above
topics need to be covered for each questionnaire. It is helpful, however, to finish training on the
basic questionnaire before introducing the other survey instruments. If a supplementary questionnaire
is administered, some time will be needed to help enumerators make the shift from the matrix-style
questionnaire toa more traditional questionnaire. In addition, because a supplementary questionnaire
is given only to a subset of respondents, the enumerators and supervisors mus be instructed on
which respondents should receive that supplementary questionnaire.

CLASSROOM EXERCISES

Although lectures on the basic questionnaire are a necessary starting point, they are most
effective when frequently interspersed with practical exercises that make the lectures concrete and
Lelp the trainees raise questions.
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Exercises provide opportunities to work on key areas of questionnaire delivery, such as:

Introducing oneself and the survey;

Wording questions in an identical way in each interview;,

Listening to answers (plus identifying non-answers or answers that show the
respondent has not understood the question);

Recording answers (using codes and values correctly);

Questionnaire pacing, flow, and completeness;

Dealing with hostile or unwilling respondents; and

Translating questions into other languages.

Many mzthods have been used for classroom exercises, three of which have proved
particularly useful and are discussed here.

The first method is the mock interview. One enumerator acts as interviewer while another
- .5 as respondent. The interviewer introduces himself and the survey to the respondent, gets
permission for the interview, thca conducts the interview, filling in the questionnaire as he goes.
The other trainees follow along, filling in blank quesiionnaires as the interviewer elicits
information. After the interview, there is a roundtable discussion of the style, content, order, and
wording of the interview, or of any other issues that emerge. This exercise is first carried out in
English (or the language of training), until the principal researcher feels comfortable that the
enumerators understand the questionnaire completely. After a translation exercise (discussed
below), mock interviews can then be carried out in the survey language, breaking the group into
smaller units if several languages will be used in the survey. Because the principal researcher is
rarely proficient in these languages, this exercise is most useful if the session can be led by someone
who understands both the questionnaire and the languages. In Kenya, for example, the national
researcher who had participated in questionnaire design led the sessions that wer: conducted in
Kiswahili,

The second classroom activity is a series of short written excreises, which quiz the
enumerators on the content of the . uestionnaire, the meaning of the questions and cndes, and the
various survey conventions. An example is provided in Appendix 4. These are collected and
corrected by the principal researcher, and areas of misunderstanding sre té:;:n addressed in the next
session. These written exercises, alo::_; with performance in the mock i:ierviews, provide the
principal researcher with a way to decide which traine .. should be selected as enumerators, and
who should be selected as coder.

Finally, translation sessions are a helpful activity late in training, once the quest.onnaire
is familiar in English. In <mall groups, the trainees develop translations for each guestiva, an
exercise which brings out any ambiguities in or disagreements about meaning. Once each small
group has written dov'n their “best” translation for each question, the entire group reconvenes,
shares their translations, and agrees on a common translation. This session is best led by a national
who understands both the questionnaire’s intent and the local languages. Although the principal
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researcher is rarely able to understand the subtleties of the discussion, it is still important for her
to sit in on the discussion in case questions arise on the intent of the questions that she can resolve.

FIELD EXERCISES

Once the enumerators and supervisors have become proficient with the questionnaires, it
is time to get them acclimated to the field. The first field exercise is usually a visi¢ o a marketplace,
where enterprises can be observed without knocki .g on doors. The purpose of this visit is to practice
recognizing types of enterprise, then. matching types of enterprise with the enterprise codes,
identifying boundaries of enterprises (a task that can be difficult in a crowded market), and
discovering the locations of enterprises.® This visit must be carried out in an area NOT included
in the sample.

The second and more intensive field activity is a survey pretest. Again, it must be carried
out in areas not included in the sample. Before the pretest, field team assignments are made, then
each field team is designated a pretest area. Once in the field, the supervisor leads the team in
identifying the boundaries of the area and dividing thc area between enumerators. Enumerators then
use the door-to-door method and administer the questionnaires wherever enterprises are found. This
gives the enumerators their best opportunity to identify when they may be unsure of ho.: to move
through an area, how to introduce themselves or the survey, or how to ask or record specific
questions. Enumerators are also likely to have their first encounters with curious bystanders and
unwilling respondents, both of whom they will need to be ready to deal with during field work.
Enumerators should be encouraged to keep a running list of any difficulties or questions they have.
Supervisors, meanwiiile, practice keeping track of their enumerators’ progress and whereabouts,
and make sure that all assigned areas are covered. The principal researcher should also be in the
field during this period, spending time with each team and responding to questions as they arise.
After the pretest is finished, the entire group reconvenes to discuss the exercise and to deal with
questions or concerns.

Notes

1. This information is typically covered more than once during the training pe.i.d because it
is too detailed for trainees to assimi“ate the first time around. In addition, it is helpful to
have this information written down and distributed to the field teams so that the enumerators
and supervisors have a source to refer to if questions arise during training or fieldwork.

2. In addition to proprietor’s gender, the business address and type of business location should
be filled in after the interview is completed, since they can be completed by inspection.
Similarly, althoughth: exact type of business is written down on the questionnaire longhand
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during the interview, the business code need not be looked up and filled in until after the
interview. Finally, there are a few columns that the enumerator never fills in, which are
usually shaded, such as those reserved for a unique interview with ID codes assigned by
the coder once the questionnaire has been turned in.

The upper right-hand corner of the questionnaire has a place for tallying the number of (1)
sites where there was no one at home and (2) sites without businesses. These tallies are
discussed further in Chapter Four in terms cf instrument design, and in Chapter Five interms
of their usefulness for extrapolating survey results tc the entire population.

The information collected in the upper left-hand corner of the questionnaire includes a listing
of (1) enumerator’s name, (2) supervisor’s name, (3} where the interviews were done, and
(4) when the interviews were done. This information allows the principal researcher to keep
questionnaires in order and to keep track of which areas have been covered. In addition,
the first two columns of the questionnaire give the enumerator a place to number each
interview for a given site (starting with “1” each time he goes to a new site) and for each
site in a given area (starting with “1” each time 1ie goes to a2 new area). This numbering
system has several important purposes, and nezds to be weli understood by enumerators.
Further details on this system are given in Appendix 5.

In brief, the enumerator is instructed how to follow the supervisor’s instructions regarding
boundaries; how to coordinate coverage with other enumerators (for example, when a street
is a boundary between two enumerator’s areas, each has a designated side of the street, but
one is name- to be responsible for anyone in the street itself); and how to most effectively
penetrate the area and identify hidden households within it.

Enterprises exist along footpaths and side-streets leading to marketplaces as well as within
the market’s boundaries. It often surprises enumerators how many MSEs are found in a
small geographic area, particularly near marketplaces.
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APPENDIX 4
ILLUSTRATIVE TRAINING EXERCISE
FOR THE BASELINE SURVEY
What are the three major types of business codes?

1)
2)

3)

Write out how you would ask for the information n=eded in the column headed “ % Family
Income.” Remember that this question requires careful phrasing.

How do you record the information that you went to a household and met only a small child
who could not answer any questions?

What are the 4 subcategories of workers included in the column headed “# Workers at Start-
up”?

1) )
2) 4)

How many times per day do you administer the Dead Enterprise Questionnaire?

Previcus Page Blank
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6. Using the following information, fill in the baseline survey questionnaire.

Mr. Monareng owns two businesses, a brickmaking concern and a retail hardware shop.
The brickmaking concern, which is run from his home, brings inabout 30 percent of his household’s
income. You are interviewing Mr. Monareng in the retail shop, which is in the commercial district.
These are the only two sources of income available to the Monareng household. In the brickmaking
business, he works with one full-time salaried man. In the retail shop, his wife works part-time
keeping the books register but she is not paid a salary. There is also a male full- time salaried skop
assistant ir the hardware store who is paid Z$5 per day. The retail shop operates year-round, fi-
days a week, while the brickmaking operation is open only in the summer, and then only .
weekends. Mr. Monareng started the hardware store last vear, while the brickmaking activity has
been going on for nine years. Both businesses have the same number of workers now as when the
businesses started. In both enterprises, the major part of the business is selling to individual
consumers. To begin his brickmaking concern, Mr. Monareng took out a loan from a moneylender,
but he has never borrowed money to support the hardware store. The hardware store is supplied
by a wholesaler of tools and other hardware, but the brickmaking concern collects its own inputs.
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APPENDIX §
COLUMN EXPLANATIONS FOR BASIC QUESTIONNAIRE

This appendix provides a description of the information collected on the illustrative basic
questionnaire shown in Figure 2, and explains the content, purpose, and coding for each question.
At the end of the appendix is a description of the spaces along the top of the questionnaire.
Numbering of items in this appendix corresponds to the numbers written in the columns and spaces
on the illustrative questionnaire. (These numbers are only for use in training, and are removed
before the questionnaire is photocopied for field work.)

The bulk of the questions included on the illustrative basic questionnaire are standard
columns that are always included on the questionnaire. For example, columns 1-4 and 31-32 are
required for basic data handling, columns 6-10 and 23-26 provide basic descriptive information on
the enterprise, while columns 11-18 and 21-22 are required for calculations of business size and
growth. A few of the questions are not standard, but have been used on different baseline surveys
to address specific questions. For instance, columns 28-29 pick up information about the
- proprietor’s household, a focus which may be important to some clients.

LER RERERERRE

Coluymn 1
“PROPRIETOR SEQUENCE #”
Definition: PROPRIETOR SEQUENCE NUMBER

This column is filled in by the enumerator. It is designed to keep track of the number of
proprietors interviewed by an enumerator in a given enumeration area. The first person the
enumerator interviews is given a “1,” the next “2,” then “3,” and so on, until the enumerator
records the last interview for that enumeration area. If the respondent has more than one business
in a givenssite and is therefore assigned more than one row on the questionnaire, that person is given
the same sequence number for all rows containing his or her businesses. The only time the
numbering sequence is broken is when the enumerator changes enumeration areas. When the
enumerator begins ir. a new area, he begins again with “1,” “2,” and so on.

If a supplementary questionnaire is used, a space must appear on the supplementary
questionnaire - - proprietor sequence number. The same sequence number should appear on the
supplementary questionnaire as was given that individual on the basic questionnaire.

If, inaddition tothe basic questionnaire, the closed enterprise questionnaire is administered,
the numbering s 'stem becomes more complicated. Individuals are numbered sequentially
regardless of which questionnaire they answer, or whether they answer both. If the same proprietor
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is interviewed on more than one questionnaire, the same sequence number is given on all
questionnaires delivered to that person. If the person appears on only one questionnaire, his
sequence number appears on only that form and is skipped on the other questionnaire.

Given this system, it is not uncommon for the column on the basic questionnaire to be
numbered “1,2,2,3,5...” while on the closed questionnaire the column reads “2,4,5...” In this
example, the first person interviewed had an open business only, the second person interviewed
had two opsn businesses as well as a closed business, the third person interviewed had an open
business only, the fourth person interviewed had a closed business only, and the fifth person
interviewed had both an open and a closed business.

The sequence numbers are not unique identification numbers: each enumerator hasa “1,”
a “2,” and so on for each enumeration area. Because they are not unique, they should not be entered
into the computer. They serve only o order the enumerator’s field interviews and tie questionnaires
together so that the coder can accurately assign unique identification numbers once all the
questionnaires are in the head office.

LR R E R R R ER |

Column 2
“ENTERPRISE SEQUENCE #”
Definition: ENTERPRISE SEQUENCE NUMBER

This column is filled in by the enumerator. It is designed to keep track of the number of
enterprises run by each proprietor in a given site. For the first business a proprietor mentions for
that site, a “1” is written in the colnmn. For the second business the same proprietor runs in the
same site, a “2” is assigned, and so ¢:.. For most cases, the column will have a “1” in it, since most
proprietors run only one enterprise out of a given site.

A similar system is used on the closed business questionnaire (if administered). The first
closed business discussed for a given proprietor receives a “1,” the second receives a “2,” and so
on.

Because the enterprise sequence numbers do not provide a unique identifier for a given
enterprise, they are not entered into the computer. They are only useful for the coder who is
responsible for tying together multiple businesses of a single proprietor.

I EERERERERERERR
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Colymn 3
“PROPRIETOR ID #”
Definition: UNIQUE PROPRIETOR IDENTIFICATION NUMBER

This column is filled in by the coder, not by the enume. ator, and is entered into the computer
by the data enterer. It contains a unique identification number for each proprictor who was
interviewed in the baseline survey.

The coder uses the information in Column 1 to fill in this column. The coder begins with
“1” and numbers the individuals sequentially through to the end of the survey. For exampie, if 8,567
proprietors are interviewed over the course of the survey, numbers in this column will run from
1 through 8,567. The coder must keep track of the last number assigned on any given day, and begin
the next day with the subsequent number. By the end of the survey, each proprietor will have a
unique number connected with his or her interview in the computer.

The coder assigns a given proprietor the same, unique ID number each time he or she appears
on any questionnaire. A person will appear more than once (with the same member) when he or
she has more than one business at a given site (therefore, has more than one row on the basic
questionnaire) or when the person is interviewed using more than one questionnaire.

tEREEREREERRES

Column 4
“ENTERPRISE ID #”
Definition: UNIQUE ENTERPRISE IDENTIFICATION NUMBER

This column is filled in by the coder, not by the enumerator, and is entered into the computer
by the data enterer. It contains a unique identific~**-n number for each enterprise that is listed in
the baseline survev.

The coder begins with: “1” and number- the enterprises sequentially through to the end of
the survey. In effect, each case, or row of the questionnaire, has its own number which identifies
it as a unique enterprise in the computer. If the 8,567 proprietors discussed above have 10,203
businesses among them, then the unique enterprise identification numbers will run from 1 through
10,203. The coder must keep track of the last number assigned on any given day, and begin the
next day with the subsequent number.

If the closed business questionnaire is administered, it has a similar column that identifies
each closed enterprise with a umiqu= number. Inthe computer, and even though these data are stored
indifferentfiles, this column mustbe givena different variable name than the corresponding column
on the hasic questionnai.e because it is also numbered from “1” onward, and tracks a different set
of business activities. For example, the unique identification numb-. for cvzrent cnterprises might
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be called “ENT_ID”, while the unique identification number for closed enterprises might be called
“C_ENT_ID”. (This differs from the proprietor identification number variable, which is given the
same variable name in both data files so that individuals can be linked between data files.)

R R R RRERE

- Column §
“ENTERPRISE TYPE”
Definition: COMPLETE DESCRIPTION OF ACTIVITY UNDERTAKEN

This column records in_words the exact nature of the enterprise. Enumerators are
encouraged to be as specific as possible, writing down both the nature of the activity and the nature
of the product. For example, if the enumerator writes “shoes” in the column, but does not write
whether the person is making, selling, or simply polishing shoes, it is impossible to identify the
activity correctly as manufacturing, trade, or services.

This column is not entered into the computer. It is used by the coder to check the accuracy
of Column 6, which is entered into the computer.

Enumerators often try to fill in this column by inspection. Many enterprises, however, have
hidden activities that may affect how the enterprise is defined. An example from Lesotho can
illustrate: a man was found selling candies in a small shop. The enumerator, having observed the
stock of candy, had recorded the enterprise as a candy shop. Only later in the interview did the
enumerator discover that the proprietor also sold newspapers but had sold out the entire stock of
papers for the day. What was more, the enumcrator discovered that newspapers accounted for the
vast majority of the shcp’s sales and, therefore, the business should have been categorized as a
newspaper shop. The lesson for the enumerator is to always ask about the nature of the business,
even if it seems apparent.

% 3% ok o e N ek %k

Column 6
“ENTERPRISE CODE"”
Definition: NUMERIC CODE CCRRESPONDING TO ENTERPRISE TYPE

This column is for the numeric code that corresponds to the type of activity listed in column
5. These codes are listed on the sheet entitled “Enterprise Codes.”

This column is usually left blank during the interview, in order to minimize paper shuffling
and delays while the enumerator looks for the correct code. It is filled in by the enumerator before
the 4uestionnaire is turned in to the supervisor.
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Column 7
“% FAMILY INCOME (a)”
Definition: PERCENTAGE OF FAMILY INCOME FROM THIS BUSINESS

This column records the importance of the enterprise with respect to total household income.
Does the enterprise contribute all, more than half, iess than half, or just half of houseiold income?
The codes (1-4) are listed at the bottom of the questionnaire next to the letter (a).

To get the correct answer from the respondent, enumerators need to draw the respondent’s
attention to all possible sources of income into the household, including:

-- employment income from any household member

-- remittances from household members living away from home
-- other business income

-- agricultural income

-- gift income

and then ask them to compare the importance of the enterprise they are discussinyg to the total of
these other sources.

It is important that the enumerators do not ask the respondents about amounts of income,
only about the relative importance of the business to income. Amounts of money are never discussed
in the baseline survey for three reasons: they make respondents uncomfortable and may even result
in noncooperation, they are notoriously inaccurate, and they take too much time.

This question has traditionally been difficult for enumerators to ask correctly, and often
requires extra attention during training.

S5 % ok sk e e o ok %

Colymn 8
“LOCATION TYPE (b)”
Definition: TYPE OF LOCATION IN WHICH ENTERPRISE OPERATES

This column records the location of the erierprise. Codes for this column are listed at the
bottom of tke questionnaire next to the letter (b). The code choices ar:

(1) Home/homestead: -  The business is located in the home or within the compound in which
the proprietor lives.

(2) Traditior.al market: The business is located in a marketplace, (often open-air or within
a walled enclosure) where many people do business.
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(3) Commercial district: The enterprise is located where formal businesses are concentrated.
Although formal businesses may be the most obvious activities in
commercial districts, many informal businessss locate there in hopes
of capturing consumers who come to those areas to shop, bank, or
work.

(4) Roadside: The business is located along a road or footpath outside of a
commercial area or traditional market.

(5) Mobile: The business is not in a fixed location, rather it can be found at
different places at different times.

This column can be filled in by inspection, either during or immediately following the
interview.
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Column 9
“STRUCTURE TYPE (c)”
Definition: TYPE OF STRUCTURE IN WHICH ENTERPRISE OPERATES

This column records the type of structure in which the enterprise operates. Codes for this
question are at the bottom of the page next to the letter (c), and include the following:

(1)  Permanent structure: The enterprise operates from within a structure with walls and a roof,
usually of cement, wood, brick, metal sheeting, or other permanent material.

(2)  Temporary structure: The enterprise operates from within a structure with sides and a cover,
usually constructed of materials such as sticks, brush, cardboard, metal scraps, or polyurethane
sheeting.

(3)  Roof only:The enterprise operates under a cover that gives some protection from rain and
sun. The cover may be permanent (such as on the patio of a building) or temporary (such as under
a leau-to roof).

(4)  Open air: The enterprise operates in the open air with no protection from rain or sun.

. nis question is not always included on the questionnaire. It may, however, be particularly
useful in situations where the client is interested in enterprise working conditions or access to space.
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Column 10
“# MONTHS PER YEAR?”

Definition: NUMBER OF MONTHS PER YEAR THAT ENTERPRISE IS OPEN

This column records the number of months per year that the enterprise operates. It is
designed to uncover seasonality of enterprises, which is particularly relevant when studying
enterprises in the rural areas.

If the amount of time the enterprise operates, or the amount of time the proprietor spends
in the enterprise, is of particular concern, an additional columi can be added that captures the
number of days per month that the enterprise operates or the hours per week that the proprietor
spends in the business. These are considered optional questions.
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NOTE: Columns 11-18 record information on the current work force of the enterprise. They count
workers in four categories to come up with the total work force, then asks three additional questions
about the total work force. Temporary or occasional workers are not counted. Any individual who
works in the enterprise on a regular basis — whether part-time or full-time, paid or unpaid, acuit
or child — is counted.
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Column 11
“# WORKING PROPRIETORS?”
Definition: NUMBER OF PROPRIETORS WORKING IN THE ENTERPRISE

This column records the number of proprietors who work in the enterprise on a regular basis.
This is not the same as the total number of proprietors, since some proprietors may not work in
the business on a regular basis, and would therefore not be included in this column. The proprietor
is defined as the person (or persons) who owns the enterprise. If the enterprise has a corporate
structure, the proprietor is the person who makes major business decisions about the business (what
will it produce or seil, how profits will be reinvested, and so forth).

Enumerators should be cautioned not to assume that the proprietor works in the business
on a regular basis i’ he or she is there at tiic time of the interview.
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Column 12
“# UNPAID FAMILY”

Definition: NUMBER OF UNPAID FAMILY MEMBERS
WORKING IN THE ENTERPRISE

This column records the number of family members who work in the business on a regular

basis but are NOT fully compensated for their efforts. These family members may receive pocket
money or no money for their efforts, but they do not draw a salary for the time they spend in the

business.
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Column 13
“# PAID WORKERS”
Definition: NUMBER OF PAID WORKERS IN THE ENTERPRISE

This column records the number of workers who are fully compensated for their efforts.
It includes both family members who are paid and nonfamily members who are paid. It includes
workers paid by the piece as well as those paid by the day or month, as long as the workers report
to the business on a regular basis.
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| 14
“# APPRENTICES”
Definition: NUMBER OF APPRENTICES WORKING IN THE ENTERPRISE

This column records the number of apprentices working in the business on a regular basis.
Apprentices differ from hired workers who receive on-the-job training in that apprentices do not
receive monetary compensation for their efforts.
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Column 1§
“TOTAL # OF WORKERS”
Definition: TOTAL NUMBER OF WORKERS IN THE ENTERPRISE

This column records the total number of people wotking in the bz <. . on a regular basis.
It includes a complete count of working proprietors, unpaid family wu: .ers, paid worke;s, and
apprentices, and is therefore iite sum . f the numbers recorded in columws 11-14,
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Column 16
“# FEMALE”
Definition: NUMBER OF FEMALE WORKERS OUT OF TOTAL

Of the total number of workers in the enterprise (recorded in column 15), how many are
female?
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Column 17
“# PART-TIME?”

Definition: NUMBER OF PART-TIME WORKERS OUT OF TOTAL

Of the total number of workers in the enterprise (recorded in column 15), how many work
on a part-time basis? A part-time worker is defined as anyone who works in tbz business less than
30 hours per week.
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Coluran 18
“# CHILDREN”
Definition: NUMBER OF CHILDREN OUT OF TOTAL

Of the total number of workers in the enterprise (recorded in column 15), how many are
under 15 years of age?
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Columns 19-20
“PAY OF BEST PA'D WORKER?” and “PAY  IOD (d)”
Definition: HOW MUCH IS THE BEST-PAID WOR', R RECEIVING?

Columns 19 and 20 together record the amount that the best paid worker is receiving for
his or her time. Two columns are required to capture the two pieces of information needed. The
first, column 19, records the amount of money, while the second, column 20, records the pay period
or increment. Codes for column 20 are listed at the bottom of the page next to the letter (d), and
include:

(1)  Per hour
(2)  Per day
(3)  Per week
(4)  Per moath
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(5)  Peryear
(6)  Per piece ‘
7 Other

As an example, if the best-paid worker in an enterprise was paid 30 shillings per day, “30”
would be recorded in column 19, and “2,” the code for “per day,” would be recorded in coiumn
20. :

LIE R I R

\ =

“YEAR BUSINESS WAS ACQUIRED”
Definition: THE YEAR THE PROPRIETOR ACQUIRED THE ENTERPRISE

This column records the year in which the proprietor began or took control of the business.
To avoid crowding on the questionnaire, only the last two digits of the year are recorded in this
column. For example, if the answer is 1985, the enumerator writes “85” in the space.
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Columa 22 @
“# WORKERS AT START”
Definition: TOTAL NUMBER OF WORKERS IN THE ENTERPRISE
WHEN IT FiRST OPENED

This column records the total number of workers in the firm when it was first acquired by
the proprictor. The proprietor should explicitly be reminded to count himself, as well as any family
memoers, paid workers, and apprentices who worked in the business.
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Column 23
“SELLS TO WHOM? (e)”
Definition: WHAT IS THE MOST IMPORTANT MARKET FOR THE ENTERPRISE?

This column was introduced to explore patterns of forward linkages by identifying the

largest buyer of the small enterprise’s goods or services. The codes, listed at th= bottom of the page
next to the letter (e), give the following options:

(1) Individuals: The business sells its goods or services primarily to individuals.

(2)  Urban commercial The business produces goods for '
enterprises: resale by urban businesses.
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(3) Urban manufacturing The business produces inputs (goods
enterprises: or services) for further productive activities in the
urban area.
(4) Rural commercial 'The business produces goods for
enterprises: resale by rural businesses.
(5) Rural manufacturing The business produces inputs (goods
enterprises: or services) for further productive activities in the
rural area.
(6) Export: The business exports the majority of its products.
(7)  Other: All answers that cannot be categorized in (1)-(6) fall
under this code.

During training, enumerators should be warned that although some respondents will give
multiple answers to this question, the survey is looking for the business’s most important type of
buyer, not a list of all types of buye:s.
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Column 24
“NATURE OF INPUTS ()"
Definition: AT WHAT LEVEL OF PROCESSING DOES THE PROPRIETOR BUY
THE ENTERPRISE’S MOST IMPORTANT INPUT?.

This column complements Column 23 in that it searches for patterns of backward linkages
to the enterprise by examininy the source of the enterprise’s inputs ar stock. Because enterprises
use multiple inputs, the question focuses only on the most important input into the business (as
defined by the proprietor).

Codes for this question are listed at the bottom of the page next to the letter (f), and include
the following five categories:

(1)  Makes/gathers own inputs: The enterprise makes or gaihers its most important input.
Beer-brewers may, for example, make their own hops.

(2)  Buys unprocessed inputs:  The enterprise buys unprocessed inputs, then does the
processing as a stage of production within the enterprise.

(3)  Buys semiprocessed inputs: The enterprise buys inputs that have already been processed
to some extent.
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(4)  Buys finished products The enterprise does not buy
for sale: inputs for production, but rather buys finished goods for

resale. This category isusually applicable for retail concerns.

&) Other: All answers that do not fall under (1)-(4) above are coded as
5).

In addition to providing information on forward and backward linkages, columns 23 and
24 provide the material to develop an index of the enterprise’s level of vertical integration. In such
anindex, for example, the most integrated business would process its own inputs and market directly
to final consumers. A less integrated business would buy semi-processed inputs and/or sell to other
businesses that service the final consumer.
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Column 25
“CREDIT SOURCE (g)”
Definition: WHAT HAS BEEN THE ENTERPRISE’S
MAJOR SOURCE OF CREDIT?

This column asks for the enterprise’s most important source of credit, including during the
start-up period. Codes are listed at the bottom of the page next to the letter (g), and include the
following:

(1)  Never received loans

(20 Loans from family/friernds
(3) Loans from moneylenders
(4)  Loans from banks

(8 Loans from elsewhere
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Column 26
“PROPRIETOR GENDER (h}"
Definition: WHAT IS THE FROPRIETOR’S GENDER?

This column records the gender of the proprietor. Codes for this question are listed at the
bottom of the questionnaire next to the letter (h). The code choices an::

(1)  Female, one proprietor: The business has only one proprietor, who is female.

(2) Male, one proprietor: The business has only one proprietor, who is male.
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(3) Female, more than one The enterprise has more than one

proprietor: psoprietor, and all of them are female.
(49 Male, mor: than one The enterprise has more than one

proprietor: proprietor, and all of them are male.
(5) Mixed-gender joint The enterprise has more than one

proprietorship: proprietor, and includes at least

one male and one female proprietor.
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] 27
“PROPRIETOR CATEGORY (i)”
Definition: WHAT IS THE PROPRIETOR’S ETHNIC AFFILIATION?

This column, while not always included in the questionnaire, may be useful for identifying
proprietors by ethnic or national group. In Zimbabwe, the color of the entrepreneur was considered
the relevant distinction; in Lesotho, tribal identity was used. Since categories are country-specific,
codes need to be added at the bottom of the questionnaire next to the letter (i) if the question is used.
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Column 28
“TOTAL # OF HH ENTERPRISES”
Definition: TOTAL NUMBER OF ENTERPRISES IN THE HOUSEHOLD

This column records the total number of enterprises undertaken by the househoid as a unit.
Although the household is not the unit of analysis used in the survey, it is still of concern to policy
makers, who may want to know how many enterprises the average household runs. Household has
traditionally been defined as including the individuals who eat out of the same pot.
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Column 29
“# IN HOUSEHOLD IN PAID EMPL.”
Definition: NUMBER OF INDIVIDUALS IN HOUSEHOLD IN PAID EMPLOYMENT

This column records the number of individuals in the aousehold who have paid jobs outside
of the family’s enterprises. When combined with the information in Column 28, it providesa profile
on how the household supperts itself.

tEE R ERERRE R |
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Column 30 .
“PROPRIETOR’S NAME, NICKNAME, ENTERPRISE NAME,
PHYSICAL ADDRESS, AND CONTACT’S NAME”

This space is used to record five types of information to help the researcher contact the
respondent again. Because the space is so small, enumerators will have to write neatly to fit all the
information in the space provided.

Proprietor’s name:  Enumerators record the proprietor’s first and last name, asking for assistance
in spelling if necessary.

Nickname: If the proprietor has a nickname that is used by friends, neighbors, or
customers, it is written down in quoiation marks after his/her formal name.

Business name: Does the business have either a formal or informal name? A formal name
will probably be displayed on the building, while an informal name may be
how the business is referred to in conversation, such as “Mama’s Cakes.”

Physical address: Where is the business situated with respect to streets, intersections, and
landmarks? The information should be recorded with as much detail as
possible, and include any helpful details. An example is: “Mud house with ‘
green door on Tsamaya Street, two blocks down frem Mveledzo Primary
School.”

It is important to remind enumerators that mailing addresses are not
acceptable. The enumerators should write down whatever information they
would need to return to that site a month later.

Contact’s name: What is the name of someone who will be able to help find the proprietor
if he or she cannot be located? This person may be a neighbor, another
business person, or a friend. Althcugh this heading is not explicitly written
on the questionnaire, the information can be very important in some
situations. In particular, contacts’ names should be requested for mobile
vendors or those with businesses in squatter settlements.
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Column 31
“SUPPLEMENTARY QUEST.? (1=YES, 0=NO)”
Definition: DID THE ENUMERATOR ADMINISTER THE SUPPLEMENTARY
QUESTIONNAIRE FOR THIS ENTERPRISE?”

This column is only used if a supplementary questionnaire is included in the baseline survey.
The column is needed to later help the coder and researcher link the basic questionnaire interviews
to the corresponding supplementary questionnaire interviews.

Codes for this column are given in the heading, where “Yes” is “1” and “No” is “0”. If
the enumerator administers the supplementary questionnaire for a gives. interview, he marksa “1”
in the column for that row, signifying that there is a suppicmentary gquestionnaire pertaining to this
business. If he does not administer the supplementary questionnairz in a given interview, he marks
a “0” in the column for that row, signifying that there is no supplementary questionnaire on that
business.
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Column 32
“ANY PAST ENTERPRISES? (1=YES, 0=NO)”
Definition: DID THE ENUMERATOR ADMINISTER THE CLOSED ENTERPRISE
QUESTIONNAIRE FOR THIS PROPRIETOR?

This column is only used if the closed enterprise questionnaire is included in the survey.
It is needed to help the coder and researcher link the basic questionnaire interviews to the
corresponding closed enterprise questionnaire interviews.

Codes for this column are given in the heading, where “Yes” is “1” and “No” is “0.” If
the enumerator administers the closed enterprise questionnaire for the proprietor of a given
interview, he marks a “1” in the column for that proprietor’s rows, signifying that there is at least
one closed enterprise questionnaire pertaining to that proprietor. If he does not administer the closed
enterprise questionnaire, he marksa “0” in the column forthat row, signifying that there is no closed
enterprise questionnaire for that proprietor.
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INFORMATION AT THE TOP OF THE QUESTIONNAIRE

REGICN, STRATUM, ENUMERATION AREA

Enumerators are given a list of enumeration areas, categorized by stratum and by region.
The list assigns a code to each enumeration area, stratum, and region. At the top left-hand corner
of the questionnaire, the enumerator fills in the code for each of these categories to match where
the interviews are being carried out. He also writes out the name of the enumeration area, stratum,
and region, to ensure that the questionnaires are properly classified.

DATE COMPLETED

The enumerator fills in the date he completed the interviews and turned the paper in to his
supervisor at date completed.

DATE PROOFED, DATE ENTERED, DATE VERIFIED

The enumerator leaves these spaces blank. The coder fills in the date he completes coding
on the sheet at date proofed, the data enterer fills in the date she completes entering the data from
the questionnaire at date entered, and also fills in the daie she completes verifying the data from

the questionnaire at date verified.

PAGE #

The enumerator keeps track of the pages he has filled in for that enumeration areq. The first
complete page is “1,” the next “2,” and so on. Numbering continues from day to day until the
enumeration area is complete. As soon as the team starts a new enumeration area, the enumerator
begins with a fresh page (with the new enumeration area’s name and number recorded at the top)
that is again numbered “1.”

ENUMERATOR/SUPERVISOR

In these spaces, the enumerator enters his name and the name of his supervisor.
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SITES WITH NO ACTIVITY

This is the space where a running tally is kept of all sites visited where no activity is taking
place. For each such site, the enumerator places a stroke in this space. After the enumeration area
has beencovered, the coder or researcher can add up the number of strokes made by each enumerator
in that enumeration area to arrive at the number of sites with no activity in that area.

SITES CLOSED

This is the space where a running tally is kept of all sites that are either closed or where people
refused to grant an interview. For each such site, the enumerator places a stroke in this space. After
the enumeration area has been covered, the coder or researcher can add up the number of strokes
made by each enumerator in that enumeration area to arrive at the number of sites closed in that
area, which is then used to calculate the percentage of sites that were included in the survey.
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APPENDIX 6

COLUMN EXFLANATIONS FOR CLOSED
ENTERPRISE, QUESTIONNAIRE

Column 2
“ENTERPRISE SEQUENCE #”
Definition: ENTERPRISE SEQUENCE NUMBER

This column is filled in by the enumerator. It is designed to keep track of the number of
now-closed enterprises a given proprietor has had. For the first closed business a proprietor
mentions, a “1” is written in the column. For the second ciosed business the proprietor mentions,
a “2” is assigned, and so on.

Because the enterprise sequence numbers do not provide a unique identifier for a given
enterprise, they are not entered into the computer. They are only useful for the coder who is
responsible for tying together the business history of a2 single proprietor.
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Column 3
“PROPRIETOR. ID #”
Definition: UNIQUE PROPRIETOR IDENTIFICATION NUMBER

This columnis filled in by the coder, not by the enumerator, and is entered into the computer
by the data enterer. It contains a unique identification number for each proprietor who was
interviewed in the baseline survey.

The coder uses the information in Column 1 to fill in this column. The coder begins with
“1” and numbers the individuals sequentially through to the end of the survey. For example, if
8.567 proprietors are interviewsd over the course of the survey, numbers in this column will run
from 1 through 8,567. The coder must keep track of the last number assigned on any given day,
and begin the next day with the subsequent number. By the end of the survey, each proprietor will
have a unique number connected with his or her interviews in the computer.

The coder assigns a given proprietor the same unique ID number each time he or sheappesrs .
on any questionnaire. A person will appear more than once when he or she has more than one closed
business (therefore has more than one row on the closed enterprise questionnaire) or when the person
is interviewed using more than one questionnaire.
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Column 4
“CLOSED ENTERPRISE ID #”
Definition: UNIQUE CLOSED ENTERPRISE IDENTIFICATICN NUMBER

This column is filled in by the coder, not by the enumerator, and is entered into the computer
by the data enterer. It contains a unique identification number for each closed enterprise that is
listed in the baseline survey. :

The coder begins with “1” and numbers the closed enterprises sequentially through to the
end of the survey. In effect, each case, or row of the questionnaire, has its own number that
identifies it as a unique closed enterprise in the computer. If the 8,567 proprietors discussed above
have 2,000 closed businesses among them, then the unique closed enterprise identification numbers
will run from 1 through 2,000. The coder must keep track of the last number assigned on any given
day, and begin the next day with the subsequent number.

This column must be given a different variable name than the corresponding column on the
basic questionnaire because it is also numbered from “1” onward, and tracks a different set of
business activities. For example, the unique identification number for curreat enterprises might
be called “ENT_ID”, while the unique identification number for closed enterprises might be called
“C_ENT _ID”. (This differs from the proprietor identification rumber variable, which is given
the same variable name in both data files so that individuals can be linked between data files.)
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Column 5
“CLOSED ENTERPRISE TYPE”
Definition: COMPLETE DESCRIPTION OF ACTIVITY UNDERTAKEN

This column records in_words the exact nature of the <losed enterprise. Enumerators are
encouraged to be as specific as possible when writing down the type of activity. This column is
not entered into the computer. It is used by the coder to check the accuracy of Column 6, which
is entered into the computer.
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Column 6
“CLOSED ENTERPRISE CODE”

Definition: NUMERIC CODE CORRESPONDING TO ENTERPRISE TYPE

This column is for the numeric code that corresponds to the type of activity listed in column
6. The enumerator uses the same list of codes given for the basic questionnaire. This column is
usually left blank during the interview, in order to minimize paper shuffling and delays while the
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‘ enumerator looks for the correct code. It is filled in by the enumerator before the questionnaire ‘
is turned in to the supervisor. \
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Column 7 \
“LOCATION TYPE (a)” ‘

Definition: TYPE OF LOCATION IN WHICH ENTERPRISE QOPERATES

This column records the location of the closed enterprise. Codes for this column are listed ' ‘
at the bottom of the questionnaire next to the letter (a). The code choices are: ‘

(1) Home/homestead: The business was located in the home or within the compound in ‘
which the proprietor lived at the time. ‘

(2) Traditional market: The business was located in a marketplace, where many people did
business.

(3) Commercial district: Theenterprise was located where formal businesses wiere concentrated. ‘

. (4) Roadside: The business was located along a road or footpath outside of a \
commercial area or traditional market. \
(5) Mobile: The business was not in a fixed location, rather it moved to different

places at different times.
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Column 8 \
“YEAR ENTERPRISE STARTED” \
Definition: THE YEAR THE PROPRIETCR ACQUIRED THE ENTERPRISE \

This column records the year in which the proprietor began or took control of the business. \
To avoid crowding on the questionnaire, only the last two digits of the year are recorded in this ‘
column. For example, if the answer is 1985, the enumerator writes “85” in the space.
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Column 9
“# WORKERS AT START”
Definition: TOTAL NUMBER OF WORKERS IN THE ENTERPRISE
WHEN IT FIRST OPENED

This column records the total number of workers in the enterprise when it was first acquired
by the proprietor. The proprietor should explicitly be reminded to count himself, as well as any
family members, paid workers, and apprentices who worked in the business.
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Column 10
“YEAR ENTERPRISE CLOSED”
Definition: THE YEAR THE PROPRIETOR CLOSED THE ENTERPRISE

This column records the year in which the proprietor closed the business. Toavoid crowding
on the questionnaire, only the last two digits of the year are recorded in this column. For example,
if the business closed in 1990, the enumerator writes “90” in the space.
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Colunia 11
“# WORKERS AT CLGSE”
Definition: TOTAL NUMBER OF WORKERS IN THE ENTERPRISE
WHEN IT CLOSED

This column records the total number of workers in the enterprise just before it closed. The
proprietor should explicitly be reminded to count himself, as well as any family members, paid
workers, and apprentices who worked in the business.
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Column 12
“HIGHEST NUMBER OF WORKERS”

Definition: THE LARGEST SIZE THE ENTERPRISE ATTAINED IN TERMS OF
NUMBER OF WORKERS

This column records the largest size the enterprise attained in terms of total number of
workers. When combined with the information from columns 9 and 11, the data provide a sketch
of how much businesses grew and whezi. The proprietor should explicitly be reminded to count
himself, as well as any family members, paid workers, and apprentices who worked in the business
at any given time.
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Column 13 ,
“SOLD PRODUCT TO WHOM? (b)”

Definition: WHAT WAS THE MOST IMPORTANT MARKET
FOR THE ENTERFRISE’S OUTPUT?

This column was introduced to explore patterns of forward linkages by identifying the
largest buyer of the small enterprise’s goods or services. The codes, listed at the bottom of the page
next to the letter (€), give the following options:

(1) Individuals: The business sold its goods or services primarilyto individuals.
(2) Urban commercial The business produced goods for
enterprises: recale by urban businesses.
(3)  Urban manufacturing The business produced inputs (goods or services)
enterprises: for further productive activities in the urban area.
(4)  Rural commercial The business produced goods for
enterprises: resale by rural businesses.
(5)  Rural manufacturing The business produced inputs (goods
enterprises: or services) for further productive activities in the rural area.
(6) Export: The business exported the majority of its products.
) Other: All answers that cannct be categorized in (1)-(6) fall under
this code.

During training, enumerators should be warned that: although some respondents will give
multiple answers to this question, the survey is looking for the business’s most important buyer,
not a list of all types of buyers.
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Column 14
“NATURE OF INPUTS (c)”
Definition: AT WHAT LEVEL OF PROCESSING DID THE PROPRIETOR
BUY THE ENTERPRISE’S MOST IMPORTANT INPUT?

This column complements Column 13 in that it searches for pattemns of backward linkages
to the enterprise by examining the source of the enterprise’s inputs or stock. Although most
enterprises use multiple inputs, the question focuses only on the most important input into the
business (as defined by the proprietor).




112 A Manual for Conducting Baseline Surveys of Micro- and Small-Scale Enterprises

0]
2

&)

@

®

Codes for this question are listed at the bottom of the page next to the letter (f), and include
the following five categories:

Makes/gathers own inputs:

Buys unprocessed inputs:

Buys semi-processed inputs:

Buys finished products
for sale:

Other:

The enterprise made or gathered its most important input.

The enterprise bought unprocessed inputs then did the
processing as a stage of production within the enterprise.

The enterprise bought inputs that had already been processed
to some extent.

The enterprise did not buy inputs for production,
but rather bought finished goods for resale.
This category is usually applicable for retail concerns.

All answers that do not fall under (1)-(4) above are coded as
9).

In addition to providing information on forward and backward linkages, columns 13 and
14 provide the material to develop an index of the enterprise’s level of vertical integration.
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Celumn 15

“REASON ENTERPRISE CLOSED”
Definition: FOR WHAT REASON WAS THE ENTERPRISE CLOSED?

as explained by the respondent.

In this column the enumerator writes out in words the reason that the enterprise was closed
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Column 16

“CLOSURE CODE (d)”

Definition: NUMERIC CODE CORRESPONDING TO REASON FOR CLOSURE

This column contains the numeric code for the reason for closure given in column 15.
Respondents may give a wide variety of responses, but the enumerators must categorize each answer
into one of the following rcsponses, which are recorded at the bottom of the page next to the letter (d):
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‘ (1)  Market problems: This category includes ali demand-related problems (for
example, riot enough customers), as well as problems with
competition (for example, too many producers, or other
producers undercut prices).

(2)  Personal reasons: This category includes all nonbusiness reasons for closure,
such as proprietor death, sickness, or retirement, family
responsibilities (such as child care or marriage), a move by
the household, or any other such reascn.

(3)  Shortage or expense The proprietor could not gain
of operating funds: access to or could not afford working capital.

4) Shortage or expense of The proprietor could not gain
stock or raw materials:access to or could not afford stock or

raw materials.
(5) Gota job: The proprietor closed the business to work for someone else.
(6). Started another MSE: The proprietor closed the business in order to open another
‘ business activity.
(7)  Legal troubles/ The business was closed due to

government interference:  legal troubles or government interference.

(8)  Other All answers that cannot be categorized as (1)-(7).
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Column 17
“WHAT ARE YOU DOING NOW?”
Definition: WHAT INCOME-EARNING ACTIVITIES
IS PROPRIETOR DOING NOW?

In this column the enumerator writes out in words what the respondent is now doing to earn
his or her income.
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Column 18 ”
“CURRENT ACTIVITY CODE (e)”

Definition: NUMERIC CODE CORRESPONDING TO CURRENT ACTIVITY
This column contains the numeric code for the respondent’s current income-earning activity

givenincolumn 17. While respondents may give a wide variety of responses, the enumerators must
categorize each answer into one of the four following responses, which are recorded at the bottom
of the page next to the letter (e):
(1) New MSE: The respondent is now the proprietor of a new enterprive.
(2)  Works for someone else: ~ The respondent now is an employee of someone else.
(3) Nothirg: The respondent has no curreat method of earning income.

(4  Other All answers that cannot be categorized as (1)-(3).
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Column 19
“PROPRIETOR GENDER (f)” ‘

Definition: WHAT IS THE PROPRIETOR’S GENDER?

This column records the gender of the proprietor. Codes for this question are listed at the
bottom of the questionnaire next to the letter (f). The code choices are:

(1)  Female, on: proprietor: The business had only one proprietor, who was female.
(2)  Male, one proprietor: The business had only one proprietor, who was male.
(3) Female, more than one The enterprise had more than one

proprietor: proprietor, and all of whom were female.
(4) Male, more than one The enterprise had more than one

proprietor: proprietor, and all of whom were male.
(5)  Mixed-gender joint The enterprise had more than one

proprietorship: i roprietor, including at least one male and one female

proprietor.
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Column 20
“PROPRIETOR CATEGORY (g)”

Definition: WHAT IS THE PROPRIETOR’S ETHNIC AFFILIATION?

This column, although not always included in the questionnaire, may be useful for
identifying proprietors by ethnic or national group. Because categories are country-specific, codes
need to be added at the bottom of the questionnaire next to the letter (g) if the question is used.
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olumn 21
“PROPRIETOR’S NAME, NICKNAME, ADDRESS, AND CONTACT”

This space is used to record three types of information to help the researcher contact the
respondent again in the future.

Proprietor’s name: Enumerators recoru the proprietor’s firstand last name, asking for assistanc 2
in spelling if necessary.

Nickname: If the proprietor has a nickname that is used by friends, neighbors, or
customers, it is written down in quotation marks after his/her formal name.

Address: Where does the proprietor live or work? The information should be recorded
with as much dctail as possible. It is important to remind enumerators that
mailing addresses are not acceptable. The enumerators should write down

whatever information they would need to contact that individual again a
month later.

Contact’s name: What is the name of someone who will be able to help find the respondent

if he or she cannot be lscated? This person may be a neighbor, another
business person, cr a fricad. ’
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Column 22
“ENUMERATOR: DID YOU FILL IN BQ? (1=YES, 0=NO)”
Definition: DOES INDIVIDUAL HAVE, CURRENT ENTERPRISES
RECORDED ON THE BASIC QUESTIONNAIRE?

The enumerator puts a “1” in this columy: if the respondent has a current business as well
as a closed business, and therefore appears on the basic questionnaire as well. 1f the respondent

has no current businesses, the enumerator puts a “0” in the column, signifying that he did not fill
in the basic questionnaire for this individual.
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TOP OF THE QUESTIONN/ RE:

For instructions on filling in the top of the questionnaire, see the end of Appendix 5, which
describes the top of the basic questionnaire form.
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A. PRODUCTION/MANUFACTURING

£

APPENDIX 7

ILLUSTRATIVE BUSINESS CODE SHEET

1. Tailoring
2. Dressmaking
. Knitting
. Weaving

[L M

. Other Textiles

6

7. Sawmilling

8. Furniture making

9. Carpentry

10. Wood carving

11. Grase/Cane works
12. Coal/Wood production
13.

14. Other Woodworking

15. Welding

18. Tinemithing

17. Blacksmithing

18.

19. Other metalworking

20. Auto repaiv

21. Bike repair

22. Electrical repair

23. Clock/watch/jewelry repair
24. Radio/TV repair

25.

28, Other repairs

27. Shoswork and repairs
28. Other leatherwork
29. Rubber work

30. Plastic work

31. Flour/msize milling
32. Butchery

33. Baking

34,

36. Other food proc. \sing

36. Beer brewing/shebesn
37.
38. Other beverage making

39. Brick/block making
40. Pottsry

41.

42. Other masonry

43. Chemical production

44. Photo studio

45. Gless work

48. Printine work

47. Jeweiry wu

48. Art/artifact production
49.

§0. All other manufacturing

B. COMMERCE/TRADE

Vending

Wholsssie

56. Vending foods

56. Vending drinks

67. Vending farm
products

68. Vending forest-based
products

59. Vending hardware

80. Vonding garments

81. Vanding art/artifacts

82. Food catering

83.

84,

85. Vanding other

688. Grocery

67. Retail foo

68. Bottle store

89. Retail livestock

70. Retail farm praducts

71. Retail hardware

72. Retail forest-based
products

73. Retail garments

74. Retail leather/shoes

75. Stationers/bookstore

78. Filling station

77. General trader/dealer

78. Pharmacy

79. Restaurant

80, Bar/Pub

81.

82.

83. Other Retciling

84. Liquor distributor
85. Wholesale

C. SERVICES

88. Hotel

87. Laundry

88. Dry cleaning

89. Hair salon/barber
90. Construction

91. Traditional healer
92. Funeral services
93. Bus/taxi services
94. Goods transport
95. Renting flate/rooms
96. '

98.
99. Other services
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. APPENDIX 8

INTERNATIONAL STANDARD INDUSTRIAL
CLASSIFICATION CODES

3 MANUFACTURING
31 Food, Beverage, and Tobacco Processing

3111 Butchery
3116 Flour/Maize Milling
3117 Baking

32 Textile and Wearing Apparezl Production

3221 Dressinaking
3222 Tailoring
3223 Knitting
3224 Other Textiles

@ 3225 Weaving
3226 Crocheting

33 Wood Production and Processing
3311 Sawmilling
3312 Grass/Cane/Bamboo Work

3313 Coal/Wood Processing
3319 Wood Carving

3320 Carpentry
3321 Furniture Making

3322 Other Woodworking

34 Paper, Printing, and Publishing
3420 Printing Work

35 Chemical and Plastics Froduction

3520 Chemical Production
‘ 3525 Plastic Production

Proslous POge Bloml
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36  Non-Metallic Mineral Processing ‘ ‘

3610 Pottery

3620 Glass Work

3690 Brick/Block Making
3699 Other Masonry

38 Metal Fabrication

3811 Blacksmithing
3814 Tinsmithing

3818 Other Metalworking
3819 Welding

39  Miscellaneous Manufacturing

3901 Jewelry Production
3904 Art/Artifact Production
3905 All Other Manufacturing

5  CONSTRUCTION .

50 Construction

6 TRADE
61 Wholesale Trade

6100 Liquor Distributing
6110 Wholesaling

62  Retail Trade

6201 Vending foods

6202 Vending Drinks

6203 Vending Farm Products

6204 Vending Garments

6205 Vending Forest-Based Products
6206 Vending Hardware

6207 Vending Art/Artifacts

6208 Other Vending ‘
6209 Food Catering

6213 Grocery

6214 Retail Food
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° 6215 Bottle Store
6216 Retail Livestock
6217 Retail Farm Products
6220 Retail Garments
6221 Retail Leather/Shoes
6230 Retail Forest-Based Products
6240 Stationers/Bookstore
6250 Filling Station
6251 Pharmacy
6280 Retail Hardware
6290 General Trader/Dealer
6291 Other Retailing

63 Hotels, Restaurants, and Bars
6309 Hotel
6310 Restaurant
6311 Bar/Pub
6312 Shebeen
. 7 TRANSPORTATION
71 Transportation
7113 Bus/Taxi
7114 Goods Transport
8 FINANCE, REAL ESTATE, AND BUSINESS SERVICES
83  Real Estate

8310 Renting Flats/Rooms

9 SERVICES

95  Services

9520 Laundry
9521 Dry Cleaning

‘ 9531 Traditional Healing
9591 Hair Salon/Barber
9592 Photo Studio
9597 Funeral Services
9599 Other Services
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APPENDIX 9

INFORMATION ABOUT HOUSEHOLDS

The survey described in this manual is based on the enterprise, and not the household, as
the unit of analysis. As discussed in Chapter Four, the necessity of interviewing on-site (to avoid
double-counting) prevents this particular survey from providing comprehensive data at the
household level. Still, some insights into the workings of the household can be gleaned from the
MSE survey. Two of the columns in the Illustrative Basic Questionnaire, for example, gather
information about the household. These are discussed in Appendix 5.

Information generated by the survey can also answer another question. Sometimes clients
or other interested parties want to know what proportion of households in the country or region
under study are engaged in MSE activity. The tallies in the upper right corner of the questionnaire
identify the numbers of sites in each cluster that either have no MSE activity or are closed. The
number of interviews tells how many sites were found with activity. Unfortunately, because sites
are composed of not only households but also shops and mobile enterprises, the proportion of
households with activity is not directly available. With a small amount of preparation, however,
this question can be addressed.

First, note that sites with ro activity are almost exclusively households, since by definition
shops and mobile enterprises have activity. Second, the number of households within the cluster
engaged in MSE activity must be ascertained. This is not difficult, for the survey gathers
information on enterprise location. In other words, the number of home-based enterprises are
tallied, using the location identifier in the basic questionnaire. This number is then added to the
number of sites (households) without activity, to come up with a number of open households visited.
The number of households with activity is then divided by this number to calculate the proportion
of households engaged in MSE activity. If the researcher is interested in the countrywide
proportion, she can follow the weighting procedures described in Chapter Five.
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() APPENDIX 10
FORMULAE FOR SAMPLE SIZE

How many MSEs ought to be enumerated in a stratified sampling procedure? Let us first
consider a stratified technique without.cluster sampling (i.e., enterprises are randomly selected
within ¢ach stratum). In a design with A strata, where the total number of enterprises in the
country, N, is given by
¢))

; N,=N,

the sample size necessary for a given level of precision is:

@

where

and

Previous Pags Blank

are the values of some continuous variable of interest and the mean of this variable, respectively.
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The variance, V, can be calculated in two different ways. Either it can be estimated from the
data, or if a particular desired margin of error is specified, it can be approximated as:

(€))

where d is the desired margin of error, and t is the confidence level.

As noted in Chapter Three, the use of cluster sampling decreases the precision relative
to randomly sampling units within the stratum. The degree factor of adjustment, as reported in
Casley and Lury (1987) is given by:

() 1+686M-1),

where 6 is the intracluster correlation and M is the size of the cluster. More specifically,
&)

Sp2-Sp
(M-1) s°

where S,? is the between-cluster variance, S? is the variance among all MSEs, and M is the
average number of MSEs per cluster. 6 is calculated for each stratum, and the resulting factor
of adjustment for each stratum is multiplied by the sample size estimates calculated for each
stratum using equation (2). As the average cluster size, M, increases, this imprecision increases.
Cochran (1977) notes that the intracluster correlation, &, is also a function of cluster size
(specifically, S,? and S? are decreasing furictions of M), and that increases in the average cluster
size decrease 5. However, this effect is not enough to offset the increase in imprecision
described in equation (4). The especially diligent reader is referred to a sampling text, such as
Cochran (1977) for further detail.

Given that the variances in the equatxons above are unknown, these forrnulae are not
useful for calculating the appropriate sample sizes in the survey design phase. Still, these
equations have uses. If estimate of variances from prevmus surveys are calculated, these
formulae can provide approximations for sample sizes in future surveys. Also, it is useful,
though sometimes painful, to ascertain after the survey how appropriate the sample size for a
given survey was so that the inaccuracies it may contain are known.
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Arelis Gomez Alfonso. GEMINI T:chnical Report No. 36. May 1992.. $3.00

37. "The Private Operators’ Perspective on an Agenda for Action," Dakar, Senegal, November 22-25,
1991, A Seminar on the Private Sector in West Africa. Organized by the Senegalese National
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Employers’ Union (CNP), the Club du Sahel, CILSS and USAID. GEMINI Technical Report No. 37.
May 1992. $7.00

38. "Background Documents to the Seminar oz the Private Sector in West Africa,"” Dakar, Senegal.
November 22-25, 1991. Technical Report No. 38. May 19¢Z. $5.00

39. "Apex Study of the Small Enterprise Develop:nent Program of Catholic Relief Services, Thailand."
Arelis Gomez Alfonso. GEMINI Technical Report No. 39. May 1992. $3.20.

40. "Study of Informal Cross-border Trade, Poland." SMG-KRC/Poland. GEMINI Technical Report
No. 40. May 1992. $3.20.

41. "Study of the Informal Commercial Sector, Poland." SMG/KRC Poland. GEMINI Technical
Report No. 41. May 1992. $4.20

42. "Evaluation of the Micro and Small Enterprise Development Project (MSED) in Bolivia." William
Fisher, Jeffrey Poyo, and Ann Beasley. GEMINI Technical Report No. 42. June 1992. $10.60. Also
available in Spanish.

43, "Analysis of Funding Mechanisms for the Small and Micro Enterprive Development Project, Egypt."
Kenneth J. Angell and John M. Porges. GEMINI Technical Report No. 43. June 1992. $3.80.

44, "Get Ahead Foundation Credit Programs in South Africa: The Effects of Loans on Client
Enterprises." Jennefer Sebstad. GEMINI Technical Report No. 44. June 1992. $3.00

45. "Get Ahead Foundation in South Africa: Final Evaluation." Robert Christen, Elisabeth Rhyne,
Doug Salloum, and Jennefer Sebstad. GEMINI Technical Report 2o. 45. June 1992. $11.00

46. "Micro- and Small-Scale Enterprises in Botswana: Results of a Nationwide Survey.” Lisa Daniels
and Yacob Fisseha. GEMINI Technical Report No. 46. August 1992. $9.40.

*47. "The Growth and Dynamics of Women Entrepreneurs in Southern Africa." Jeanne Downing and
Lisa Daniels. GEMINI Technical Report No. 47. August 1992, $3.10.

48. "Small Business Development Programming Trip: Peace Corps/Albania and the Office of Training
and Program Support, Small Business Development Sector.” Lauren Spurrier and Wesley Weidemann.
GEMINI T-achnical Report No. 48. October 1992. $6.00

49a. "$mall Enterprise Development in the Russian Far East." Martha Bla:rall, Yasuo Konishi, Virginia
Lambert, Jennifer Santer, and Timothy Smith. GEMINI Technical Report No. 49a. October 1992.
$12.00 {not for general circulation]

49b. "Supporting Private Enterprises in Uzbekistan: Challenges and Opportunities.” Nan Borton, John
Magill, Neal Nathanson, and Jim Packard Winkler. GEMINI Technical Report No. 49b. November
1992. $5.60. [not for general circulation]

49c. "Assessing the Prospects for Small Enterprise Development in Kazakhstan." Kenneth Angell,
James J. Boomgard, Mohini Malhotra, and Robert A. Rodriguez. GEMINI Technical Report No. 49c.
December 1992. $3.90. [not for general circulation]




49d. "Small Enterprise Development in Ukraine." Dennis De Santis, Jean Gilson, Max Goldensohn,
Jennifer Santer, and Timothy Smith. GEMINI Technical Repoit No. 49d. December 1992. $8.10. [not
for general circulation]

*50. "Skins and Hides in Four Countries in Africa: The Potential Role for Micro- and Small-Scale
Enterprise Development." William Grant. GEMINI Technical Report No. 50. November 1992. $3.00.
Also available in French.

S5la. "Morocco: Assessment of Programming Options for Microenterprise Development." Housni El
Ghazi, Sheila Reines, Steve Silcox, Katherine Stearns, and Matthew Gamser. GEMINI Technical Report
No. 51A. November 1992. [not for general circulation]

51b. "USAID/Morocco: Assessment of Programming Options for Microenterprise Development.
Report on Workshop and Field Investigations." Matt Gamser, Housni El Ghazi, Sheila Reines, Steve
Silcox, and Katherine Stearns. GEMINI Technical Report No. 51b. December 1992. Also available
in French. [not for general circulation]

52. "Small Enterprise Development in Armenia: Programming Recommendations for Peace Corps
Volunteers." Timothy J. Smith. GEMINI Technical Report No. 52. July 1992. $2.20.

53. "Results of a Nationwide Survey on Micro, Small, and Medium Enterprises in Malawi." Lisa
Daniels and Austin Ngwira. GEMINI Technical Report No. 53. January 1993. $11.80.

*54. "A Review of Donor-Funded Projects in Suppori of Micro- and Small-Scale Enterprises in West
Africa." William Grant. GEMINI Technical Report No. 54. February 1993. $18.80.

Technical Notes:

Financial Assistance to Microenterprise Section:

*1. Series Notebook: Tools for Microenterprise Programs (a three-ring binder, 1 1/2 inches in diameter,
for organizing technical notes and training materials) and "Methods for Managing Delinquency" by

Katherine Stearns. $7.50. Also available in Spanish and in French.

*2. "Interest Rates and Self-Sufficiency." Katherine Stearns. $6.50. Also available in Spanish and in
French.

*3, "Financial Services for Women." C. Jean Weidemann. March 1992. $5.00
Nonfinancial Assistance to Microenterprise Section:

*1. "A Field Manual for Subsector Practitioners." Steven J. Haggblade and Matthew Gamser. $4.65.
Also available in Spanish and in French.

*2. "Facilitator’s Guide for Training in Subsector Analysis.” Marshall A. Bear, Cathy Gibbons, Steven
J. Haggblade, and Nick Ritchie. December 1992. $20.00




Field Research Section: _ . -
*1. "A Manual for Conducting Baseline Surveys of Micro- and Small-scale Enterprises.” Michael A.

McPherson and Joan . Parker. February 1993. $13.60.

Special Publications:

*1. Training Resources for Small Enterprise Development. Small Enterprise Education and Promotion
Network. Special Publication No. 1. 1992. $11.00

*2. Financial Management of Micro-Credit Programs: A Guidebook Jor NGOs. Robert Peck Christen.
ACCION International. Special Publication No. 2. 1990. $19.00

*3. The ADEMI Approach to Microenterprive Credit. A. Christopher Lewin. Special Publication No.
3. 1991. $15.00

*4. Microempresas Yy Pequefias Empresas en la Repiblica Dominicana. Resultados de una Encuesta
Nacional. Miguel Cabal. Michigan State University and FondoMicro. Special Publication No. 4. 1992,
$9.00

Copies of publications available for circulation can be obtained by sending a check or a draft drawn on
a U.S. bank to the DAI/GEMINI Publications Series, Development Alternatives, Inc., 7250 Woodmont
Avenue, Bethesda, MD 20814, U.S.A.
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