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Introduction

C

ommunity radio stations, particularly those in
developing countries increasingly encounter financial challenges that limit their ability to keep
informing, entertaining and connecting communities.
Although they are not set up as profit-making entities,
community radios are now expected to raise sufficient
income to cover their operational costs.
Entrepreneurship has been argued as an effective way
of integrating community radios into the economy and
improving their financial circumstances, especially for
those that broadcast in rural areas. Actually, policy makers are increasingly paying attention to entrepreneurship development as a means to broadening economic
activity in many countries across the globe.
Many organizations today are engaged variously in promoting and developing entrepreneurship for example
through provision of financial assistance, exposure to
business opportunities like through industrial fairs and

exhibitions as well as capacity building in organization
development. Nonetheless, there remain gaps in capacity in terms of the intricacies of starting, running and
growing a small or medium enterprise that continues
to stifle progress.
There is need to improve the knowledge of community radio staff on the fundamentals of entrepreurship
in areas around financial planning and management,
resource mobilization. As has been seen in the past,
for grass-root organizations, capacity building in basic
financial planning and management skills has helped
raise their awareness of finance and use of financial
information in making decisions resulting to improvement of financial performance of their organizations.
Such trainings have focused on book keeping; making
financial records; budgeting; risk and risk management,
marketing, managing cash, record keeping and so on.
These could assist them actualize their business ideas,
break even, sustain or grow their businesses.
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What is this toolkit about?
UNESCO, with support from the Swedish International
Development Agency (SIDA), is executing a three-year
project entitled “Empowering local radios with ICTs”
in 4 radio stations in Kenya, Uganda and Rwanda. The
project sought to develop Open Educational Resource
Materials for use in training of community radio practitioners on entrepreneurship and resource mobilisation.
The development of this module is informed by interactions and assessment conducted amongst community radios in Kenya and Rwanda in areas of financial
sustainability and needs assessment for capacity development. This toolkit and training materials therein
are released by UNESCO under a Creative Commons
License allowing free use and distribution for non-commercial use.

About Acepis
The Africa Centre for People, Institutions and Society (Acepis) is an Afro-centric think-tank dedicated
to bolstering access to information to improve governance, encourage evidence led policy making and
expand democratic space. Acepis works with governments, multilateral organizations and other non-state
actors along three core areas: Research and analysis in
Public Policy, Capacity building in organizational development; and Knowledge Brokering.
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Toolkit overview

T

his toolkit is aimed at facilitating training and
learning to increase capacities of the staff of
community radio stations on the concept of entrepreneurship and lay a foundation for deeper understanding of the salient issues in setting up, running and
growing a small or medium enterprise.
The toolkit contextualizes the concept of entrepreneurship as an avenue for raising revenues for community
radio stations. It begins with an exploration of the roles
radio mangers, staff and the community can play in order to identify, and establish entrepreneurial ventures
that can raise revenue and ensure their sustainability.
Basic concepts in entrepreneurship and essential qualities of successful entrepreneurs are covered, through
lecture and plenary discussions. Participants are guided
to reflect on common challenges faced by entrepreneurs and into simulating, discussing and suggesting
possible ways of dealing with such challenges.
In session two, the toolkit explores the birth of a business; guides participants through the process of scanning their environment to identify needs or problems
that require solutions and generate viable business
ideas. Methods for judging and electing viable business ideas are considered before delving into how to
transform such ideas into tangible thriving businesses

by developing business plans. Session three covers the
salience of budgeting and budget control; the broad
concept of marketing and its relevance to entrepreneurship; customer management; risk and risk management in business; record keeping; and Monitoring
and Evaluation as a vital process in tracking progress in
the business. Session four focuses on managing cash,
exploring the cash operating cycle, understanding the
payment process, and the concept of reconciliation.
It also covers the typical financial records/reports or
documents critical for effective cash management in a
business. Session five deals with how to secure funding
for a business, exploring possible streams of financing
for a typical entrepreneur.
It focuses on different methods of pursuing such resource streams and the skills and competencies required of an entrepreneur to succeed. Since these are
characteristically broad topics in their own right, this
toolkit will focus on succinct presentations, discussions
and exercises to improve understanding on the most
important bits of these topics for entrepreneurship
rather than attempt to exhaustively deal with them.
References, further readings and supplementary resource materials are provided for trainers and trainees
who require deeper understanding to consult.
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Objective
To facilitate introductions, and an
understanding of expectations,
roles and responsibilities of
participants and facilitators

- Pace setting
- Ground rules; Outlining modalities for training and
explaining methodology
- House keeping

To introduce the concept of
entrepreneurship and lay a
foundation for deeper understanding of the salient issues in setting
up, running and growing a small or
medium enterprise

- Contextualizing entrepreneurship for community radios
- Basic concepts in entrepreneurship
- Qualities of successful entrepreneurs
- Common challenges in entrepreneurship

To improve the abilities of
participants in identifying,
evaluating and electing viable
business ideas and transforming
them into tangible thriving
enterprises

- Identifying business opportunities
- Generating viable business ideas
- Transforming business ideas into actual enterprises;
developing a business plan

Session III: Supporting
process for
starting,
running &
growing a
business

To guide participants to recognize
and understand some of the daily
business processes critical for
supporting an enterprise

Session IV: Managing Cash

To guide entrepreneurs to
understand the critical processes of
managing working capital – cash

Session V: Mobilizing
resources to
finance the
business

To improve the capacity of
entrepreneurs to understand the
scope of resources available to
finance their business ideas and
how to pursue such resource
streams

| www.acepis.org

Overview of content

Budgeting and budget control
- Basic concepts in budgeting
- What to budget for
- How to draw realistic budgets
Marketing
- What is marketing?
- 4 Ps of Marketing
- Marketing Strategy
- Approaches to understanding the market – market research,
market segmentation
Customer management
- Why are customers important (central)?
- Why do customers leave?
- What is great customer service?
- Managing customers
Risk and risk management
- Risk; contemporary/typical business risks
- Risk management frameworks, plans (ERM)
- Risk management strategies for entrepreneurs
Maintaining financial records/reports
- Importance of record keeping in entrepreneurship
- What to consider in keeping financial records/reports for the
business
- Common business records entrepreneurs keep
Monitoring and Evaluation
- Introduction to M and E
- Importance of M and E to entrepreneurs
- Elements of an effective M and E framework
- Common tools and techniques for M and E – reports, time
sheets, Log Frames
- What to monitor in SMEs
- Understanding the cash cycle and operating cycle
- The payment process – including supporting documentation
- Reconciliation
- Common financial records involved in managing
cash – practical exercises
- Tips for effective cash flow management for entrepreneurs
- Categories of capital for financing the business
- Sources of capital
- Basics of resource mobilization
- Reviewing business financial demands, financial situation and
identifying resource gaps
- Creating resource provider maps
- Contemporary methods of resource mobilization – partnerships, crowdfunding, proposal development for grants, loan
applications

Length of
session
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How to use this toolkit

T

he Manual comprises five modules ordered in sessions, each module includes the theory and procedure of conducting the training; power point
presentations and handouts; and other reference materials (including videos) to guide the facilitator.
•

•
•

•

•

•

The trainer should prepare teaching and learning
materials using the instructions within each session
of the manual, and adjust the time allocation for
each session according to the available for training,
number and knowledge level of participants.
It is recommended that trainers use this manual
as a compact guide for holistic coherent five-day
trainings.
The sessions each deal with a different area of importance to enhancing skills and capabilities of
radio staff in entrepreneurship. The modules/sessions are ordered in such a way that a facilitator can
go directly to as particular session that deals with
a specific skill, or problem that requires training in
case there is no time for administering the entire
toolkit.
There are exercises infused into the modules that
are meant to help facilitators and participants think
around the circumstances of their radio stations
and how to actualize their entrepreneurial ideas.
The exercises are meant to provide a link between
the theoretical approaches and their practical application in actual entrepreneurial endeavors.
The training is meant to be participatory and practical as possible. Facilitators are encouraged to keep
working with participants in small groups unless instructed otherwise by particular instructions inset.
Handouts and references to further resource materials and information are provided for deeper un-

derstanding of different aspects of entrepreneurship. Facilitators are encouraged to consult them
and suggest to participants for further information.
Energizers, training games and icebreakers
Since this toolkit is intended to facilitate an interactive
and practical training experience, each session is provided time allocation for games and energizers which
facilitators are meant to elect and use appropriately.
There are a broad range of resources for energizing or
keeping training participants active. Facilitators are encouraged to be as creative as possible, and adapt the
different games/energizers to the circumstances of
their trainings. Here under are links to some popular,
commonly used, free access links that facilitators can
explore and use:
• International HIV/AIDS Alliance, 2002, ‘100 ways to
energise groups’ International HIV/AIDS Alliance.
http://www.icaso.org/vaccines_toolkit/subpages/
files/English/energiser_guide_eng.pdf
• Pranati, 2015, ‘List of energizers/icebreaking games
for training – Team building’ Citehr.com http://
www.citehr.com/37945-list-energizers-icebraking-games-training-team-building.html
• NUS, 2015, ‘Training games, icebreakers and energizers’ National Union of Students, London. http://
www.nusconnect.org.uk/pageassets/charity/student-opportunities/training/trainingguides/Training-games-icebreakers-and-energisers.pdf
• 350.org, 2015, ‘Facilitation tips, games, and energizers’ 350.org Workshops http://workshops.350.org/
facilitation/#energizers
• Trainer bubble, 2015, ‘Free energizers’. Trainer Bubble.http://www.trainerbubble.com/energisers.aspx

Who is this toolkit meant for?

T

his toolkit, is developed to promote learning and
knowledge sharing amongst community radio
stations on approaches to generating business
ideas for income generation to ensure financial sustainability. The toolkit covers five broad areas/themes in entrepreneurship useful for budding entrepreneurs that
can be used by community radio staff.

It can be used by capacity building organizations, or radio station managers to organize systematic training for
staff of community radio stations to improve their capabilities to generate business ideas and transform them
into profitable enterprises that can assure their financial
sustainability.
www.acepis.org
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Preliminary Session :

Introduction and
Workshop Overview
Objective:
This session aims to facilitate introductions, and an understanding of expectations, roles and responsibilities of participants and facilitators. By the end of the session, participants should have a broad understanding of the overview
of the entire training, outlined and discussed their expectations, rules, roles and responsibilities, and open to interact
with one another.

Session Summary:
This session provides an opportunity for participants to
know and begin to get comfortable with each other.
Functions as an ice breaker for eliminating interpersonal barriers to learning and knowledge sharing. An

Activity

Participant
introductions

Grouping
participants

Content details
- Participants take time to introduce
themselves
- Preferably, provide a direction on the
amount of information to volunteer
- Could include: - Names, work designations/
responsibilities and expectations
- Discourage elaborate introductions
- Facilitator should have divided the
participants into groups of seven; and
allocated an animal to each of the groups
- They use the Zoo game to find themselves
into the groups of seven
- Participants stay in these groups for rest of
training

Course Agenda

- Facilitator uses the opportunity to talk the
participants through the module step by step
so they are clear what to expect.

House Rules

- Facilitator aides participants to establish
ground rules for the entire training period.
- Focus on time keeping, participation, use of
devices (laptops, phones, tablets etc), and
accommodation of divergent opinion.

overview of the entire training is explored, expatiations
of participants documented, and ground rules for engagement throughout the training set (participatory).

Pedagogical approach

Training
Materials

Length of
session

Name tags

15 minutes

Plenary session

Group activity game

Role play,
energizer,
games
instructions

Lecture

Powerpoint
presentation,
facilitator notes

Plenary session

Powerpoint
presentations,
Facilitator notes,
Role play, energizer,
games instructions

5 minutes

20 minutes

20 minutes
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Session I:

Introduction to
Entrepreneurship
Objective:
This session aims to introduce the concept of entrepreneurship and lay a foundation for deeper understanding of the
salient issues in setting up, running and growing a small or medium enterprise.

Session Summary:
A great deal of attention is increasingly being paid to
entrepreneurship across the globe. The central arguments for it revolve around the fact that small enterprises have been proven to contribute considerably to economic growth and that many people are increasingly
choosing entrepreneurship to formal employment.
This session explores income generation in general,
then contextualizes the concept of entrepreneurship
as an avenue for raising revenues for community radio
stations. It begins with an exploration of the roles radio mangers, staff and the community can play in order to identify, and establish entrepreneurial ventures
that can raise revenue and ensure their sustainability.
It focuses on deepening participants’ understanding
of the concept of entrepreneurship, using participant
contributions and aims to arrive at an agreed definition
of entrepreneurship to be adopted for the rest of the
training. Basic concepts in entrepreneurship and essential qualities of successful entrepreneurs are covered,
through lecture and plenary discussions. Participants
are guided to reflect on common challenges faced by
entrepreneurs and into simulating, discussing and suggesting possible ways of dealing with such challenges.

Further readings and resource materials or this session
• El-Ghul, S., 2005, ‘A Balancing Act: Entrepreneurship in Community Media’ CBAA https://www.

•

•

•

•

•

•

cbaa.org.au/sites/default/files/3CMedia-Issue1-February2005-El-Ghul.pdf
Brooks, C., 2015, ‘What is entrepreneurship?’
Business Daily News http://www.businessnewsdaily.com/2642-entrepreneurship.html
Di-Masi, P., 2015, ‘Defining entrepreneurship’
GDRC.http://www.gdrc.org/icm/micro/define-micro.html
James, S., 2015, ’25 common characteristics of
successful entrepreneurs’ Entrepreneurs. http://
www.entrepreneur.com/article/200730
Pride, V., 2014, ‘The top 10 challenges you’ll face
as a new entrepreneur (and how to conquer
them)’ Bold & Determined. https://boldanddetermined.com/top-10-challenges-youll-facenew-entrepreneur/
Brian, M., 2014, ‘The top 10 challenges faced
by entrepreneurs today: Solved’ Deluxe
https://ww.deluxe.com/blog/top-10-challenges-faced-entrepreneurs-today-solved/
Schumpeter, 2013, ‘Crazy diamonds: True
entrepreneurs find worth in the worthless and possibility in the impossible’
Economist.
http://www.economist.com/
news/business/21581965-true-entrepre neurs-find-worth-worthless-and-possibility-impossible-crazy-diamonds?fsrc=scn/gp/wl/pe/
crazydiamonds
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Session Plan: - Introduction to entrepreneurship

Activity

Discussion

Overview of content
- Contextualising entrepreneurship
and its relevance to financial
sustainability of community radios
- Roles of radio mangers, staff and the
community in identifying, and
establishing entrepreneurial ventures

Pedagogical approach

Training
Materials

- Plenary discussions.
- Plenary of all participants
discuss

Flip charts,
sticky notes

30 mins

Lecture

Basic concepts in entrepreneurship –
what makes an entrepreneur?

- Powerpoint
presentations

Powerpoints
Handouts

25 mins

Video

- Video – plenary of all
participants watch

Video

10 mins

Excerpts from Steve jobs movie

- Small group discussion
- Plenary presentations

Video
Flip charts,
sticky notes

30 mins

Exercise

- Qualities of successful entrepreneurs
- participants discuss in small groups
present findings;
- Reflect on excerpts of Steve Jobs
video

5 mins

Energizer

Discussion

Lecture

23

Length of
session
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- Common challenges encountered by
contemporary entrepreneurs
- Each small group gets a scenario of a
struggling entrepreneur – analyse and
identify the striking challenges
- Groups presents findings to plenary
- Presentation: common challenges
faced by entrepreneurs
- Facilitator reflects on findings of
participants from the group work

- Small group discussion
- Plenary presentations

Plenary presentations

Scenarios
Video
Flip charts,
sticky notes

Powerpoints
Handouts

30 mins

30 mins

Entrepreneurship & Resource Mobilization
Skills for Community Radio Managers

Africa Centre for People
Institutions and Society

Handout
What is entrepreneurship?
“Entrepreneurship is the journey of opportunity
exploration and risk management to create value for
profit and/or social good,” - Ajay Bam
• Entrepreneurship is the development of a business
from the ground up — coming up with an idea and
turning it into a profitable business.
• Recognizing the right opportunity, finding
resources — such as funding and tools — to pursue
the opportunity and creating the right team to do
so.
• The process of identifying opportunities in the
market place, arranging the resources required
to pursue these opportunities and investing the
resources to exploit the opportunities for long
term gains. It involves creating wealth by bringing
together resources in new ways to start and operate
an enterprise.
• “The art of identifying viable business opportunities
and mobilising resources to convert those
opportunities into a successful enterprise through
creativity, innovation, risk-taking and progressive
imagination” -ILO Youth Entrepreneurship Manual,
2009.
Who is an entrepreneur?
“[…] someone who can take any idea, whether it be a
product and/or service, and have the skill set, will and
courage to take extreme risk to do whatever it takes to
turn that concept into reality and not only bring it to
market, but make it a viable product and/or service that
people want or need” - Gottlieb MJ
An entrepreneur is any person who creates and
develops a business idea and takes the risk of setting
up an enterprise to produce a product or service which
satisfies customer needs. Entrepreneur refers to the
person and entrepreneurship defines the process.
Mo Ibrahim, the founder of Celtel, saw the possibility
of bringing mobile phones to sub-Saharan Africa when
telecoms giants saw only penniless peasants and
logistical nightmares.
On a trip to Tobago Sean Dimin and his father Michael

observed that fishermen were leaving tonnes of fish to
rot, so they created a company, Sea to Table, to get the
surplus fish to New York restaurants.
Qualities of successful entrepreneurs
• Ability to plan: Entrepreneurs must be able to
develop business plans to meet goals in a variety
of areas, including finance, marketing, production,
sales and personnel.
• Communication skills: Entrepreneurs should be
able to explain, discuss, sell and market their goods
or services.
• Marketing skills: Good marketing skills, which
result in people wanting to buy goods or services,
are critical to entrepreneurial success.
• Interpersonal skills: The ability to establish and
maintain positive relationships with customers
and clients, employees, financial lenders, investors,
lawyers and accountants, among others, is crucial to
the success of the entrepreneur’s business venture.
• Basic management skills: Even if entrepreneurs
hire others to deal with the day-to-day tasks of the
business, entrepreneurs need to know whether
their company has the correct resources.
• Leadership skills: The ability to develop a vision for
the company and to inspire employees to pursue it
is imperative for success.
You succeed in entrepreneurship when you
• Learn from others’ failures. Rather than admiring the
small percentage of successful businesses, study
those that end up failing - most companies have
made common mistakes that led to their demise.
• Make sure this is what you want. Because
entrepreneurship entails so much hard work, it is
critical to ensure you’re following the right path. “The
vast majority of great entrepreneurs failed multiple
times before they finally found the business idea
that took off and brought them success.”
• Solve problems. Entrepreneurs should always be in
search of problems to solve and not the other way
around.
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Become passionate. Find your passion and then
build a business around that. “The passion is what
will get you through the stumbling blocks and
prevent you from quitting in the middle of the race”
Get advice from those who have done it. Find
mentors who are successful, read books, and
network
Are self-confident, persuasive and multi-skilled. Be
the person who can ‘make the product, market it
and count the money, and maintain the confidence
to endure unchartered waters, difficulties and
discouraging circumstances.
Innovative - able to carve out a new niche in the
market place, often invisible to others.
Focus on results – deriving pleasure not only from
setting goals and targets but also achieving them.
Take calculated risks – demonstrating an
incremental approach to risk taking, at each stage
exposing yourself to a limited, measured amount of
personal risk, moving from one stage to the next as
each decision is proved.
Committed and persevering, with a drive for hard
work, energy and single-mindedness.

| www.acepis.org

Contemporary
challenges
encountered
by
entrepreneurs
• Finances - How do you start a business when you
don’t have any money?
• Time management
• Self-motivation; Dealing with negative people,
loneliness and self-doubt
• Lack of focus; when to quit your day?
• Picking the right business - Most small businesses
fail because they aren’t real businesses in the first
place.
• Market – finding customers and dealing with
competition
• Dealing with the stress of not having a steady
paycheck
• Managing your money, legal protection, taxes
• Finding trustworthy business partners, building a
reputation
• Putting together a team – hiring staff

Entrepreneurship & Resource Mobilization
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Starting a business
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Session II:

Starting a business
Objective:
This session aims to improve the abilities of participants to Identify, evaluate and elect viable business ideas and
transform them into tangible thriving enterprises.

Session summary:
The essence of business/entrepreneurship is emanates
from identifying a need/problem in the society,
figuring out a solution to address it, and explaining
it or marketing it and interesting people to buy the
solution (good or service) to satisfy their need or solve
their problem in such a way that whoever does so gains
monetarily.

•

This session explores the birth of a business; guides
participants through the process of scanning their
environment to identify needs or problems that require
solutions and generate viable business ideas.

•

It considers methods for judging and electing viable
business ideas from a host of options. It further delves
into how to transform such ideas into tangible thriving
businesses by developing business plans. Finally, it
tackles a critical component of entrepreneurship –
financing, concerned with how to finance a business
proposal though this is covered deeply in session IV.

•

Further readings and resource materials or this session
• Australian Government, 2015, ‘How to write a
business plan: tips when writing your business
plan’ http://www.business.gov.au/business-topics/
business-planning/writing-a-business-plan/howto-write-a-business-plan/Pages/default.aspx
• Kukral, L., 2010, ’21 ways to generate businessboosting ideas’ Business Insider http://www.
businessinsider.com/20-ways-to-generate-ideasthat-will-boost-your-business-2010-10?op=1
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•

•

•

Hall, A., 2012, ‘How to create a winning a business
idea – in six easy steps’ Forbes. http://www.forbes.
com/sites/alanhall/2012/07/10/how-to-create-aworld-class-business-idea-in-six-easy-steps/
Reynolds, S., 203, A brilliant methods to bolster
your business ideas. Forbes. http://www.forbes.
com/sites/siimonreynolds/2013/11/07/a-brilliantmethod-to-generate-ideas-for-your-business/
Caan, J., 2013, ‘Is there a formula for generating great
business ideas?’ Guardian Small Business network
http://www.theguardian.com/small-businessnetwork/2013/oct/09/formula-ideas-generationbusiness-james-caan
Weinstein, B., 2004, ’10 Great ways to generate
business ideas’ Entrepreneur. http://www.
entrepreneur.com/article/74184
Berry, T., 2015, ‘What is a Business Plan?’ Bplans.
http://articles.bplans.com/what-is-a-businessplan/
Entrepreneur, 2015, ‘An introduction to Business
plans’ http://www.entrepreneur.com/article/38290
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Session Plan: - Starting a business

Activity

Lecture

Exercise

Overview of content

Pedagogical approach

Training
Materials

Length of
session

- Generating business ideas
- Sources of business ideas
- How to judge and elect viable
business ideas

- Powerpoint
presentations
- Plenary of all
participants discuss

Powerpoints
Handouts

30 mins

- Within their groups, participants
discuss, brainstorm and list a host of
business ideas; vet and elect a
single viable idea to pursue

- Small group discussion
- Plenary presentations

Flip charts,
sticky notes

30 mins

- Small group discussion
- Plenary presentations

Video
Flip charts,
sticky notes

Game

Lecture

Video

-Developing a business plan – how to
transform an idea into a business
- Salient issues in business planning:
customer, market, finance, competi
tion, product, human resource
- Contemporary business planning
tools
Step-by-step process of developing a
business plan

- Video – plenary

- Groups use the business idea elected
above to develop business plans
(simple)

- Small group discussion
- Plenary presentations

30 mins

10 mins

Energizer

Exercise

- Each presents the content of their
business plan. All participants critique

- Plenary presentations

Scenarios
Video
Flip charts,
sticky notes
Powerpoints
Handouts

30 mins

30 mins
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Handout
A business is any activity that is intended to add value
or create wealth through making profit or enhancing
survival. A business can be small, medium or large
depending on the level of activity involved, what
matters most is that it makes profit or creates value and
facilitate the entrepreneur to improve his/her living
standards.

•

Entrepreneurship begins with a business idea. A
business idea is a short and precise description of the
basic operations of an intended business. Business
ideas are normally obtained through observation or
forecasting, based on individual experience or exposure.
Essentially, before starting a profitable business, an
entrepreneur requires to have a clear understanding of
the true nature of the kind of business he/she purposes
to set up.

•

Sources of great business ideas
Business ideas are identified through positive, creative
thinking. They can come from different sources such as
ideas built on local resources, local needs, local activities,
interests and hobbies. Most often entrepreneurs obtain
business ideas from:
• Personal experiences and that of others
• Researching the environment – people’s needs or
problems
• Entrepreneurs skills, talents and or hobbies
• Trends, events, seasons.
• Brainstorming
Business ideas could involve:
• Inventing a new product
• Assemble a product
• Supply a product
• Design ways of utilizing waste materials
• Manufacture/produce someone’s product
• Working as an agent, distributor for another
business
• Recycle or add value to an existing product
Salient elements of successful business ideas: - Asks
and answers the Who, Which, What, and How
• Which: - Which customer needs do you want to
satisfy? Which customer needs will your product or
service satisfy?
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•

What: - What product or service do your customers
want? What quality of the product do your
customers want? What do you know about the
product or service for this business?
Who: - Who are your likely customers for this
particular business? Will they be enough in number
to keep your business viable? Who are your
competitors?
How: - How will you be able to supply goods and
services the customers want? How much do you
know about the quality of goods and services
the customers want? How does running this sort
of business suit your personal characteristics and
abilities? How do you know there is need for this
business in your area? How do you imagine yourself
running this business in ten years’ time?

In deciding what business idea to settle on, besides
considering the salient elements above, an entrepreneur
could conduct a SWOT analysis as well as addressing
the following requisites:
• Sources of advice and information about the
business
• Competition - will this be the only business of
this kind in your area? If there are other similar
businesses, how will you be able to compete
successfully? What will distinguish this business?
• Viability, cost effectiveness (cost benefit analysis) –
can the business make profit?
• Market – is there market for the products that this
business would focus on?
• Investments in terms of equipment, premises or
qualified staff?
• Capital – can you afford to start the business; where
will you get the resources to start this business?
• Interests - is this something I do well and like to do?

Business Plan: - transforming great ideas into actual
businesses
A business plan refers to a formal statement, a written
summary of a proposed business detailing the specific
plans (goals), operations, financial details, foreseen
opportunities, overall strategy including some
background information on the entrepreneur(s).
“[…] a guide—a roadmap for your business that outlines

Entrepreneurship & Resource Mobilization
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goals and details how you plan to achieve those goals”
“A business plan is a written description of your
business’s future. That’s all there is to it--a document
that describes what you plan to do and how you plan
to do it”
“[…] a written statement of your business; what you
want to achieve with it and how you will do that. It
should outline the structure of your business, the
product or service, the customer, the growth potential
and the financials. But as well as giving information
about your business it should also inspire you for the
future”
Importance of a business plan
• Give strategic direction – outlines intentions of the
business
• Facilitate access to financial support as it details
resources required – like bank loans or grants
• Estimate profit and reduce risk of loss- indicates
chances of success and potential critical points to
monitor
• Help run a business smoothly
What to consider when writing a business plan
• Product – specifications including why it would
interest customers
• Financial analysis – budget detailing capital
required – How much capital will be required?
Are there sources of adequate capital? How will
the capital be mobilized (resources, mechanisms
and providers)? Income - cash flow projections;
Expenditure - cost of production, liabilities.
• Risk - What risks are involved?
• Profitability – Will it be profitable?
• Technical skills and equipment/infrastructure Does the entrepreneur have enough experience,
skills and necessary implements/infrastructure to
run the business?
• Market and marketing channels – demand for
the product; competition; price and sales trends;
market research.

Africa Centre for People
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Steps in writing a business plan
• Describe the idea
• Prepare a marketing plan
• Estimate expected sales
• Determine how much to buy and how much to
produce
• Determine the staff requirements
• Identify necessary fixed assets
• Calculate the costs, set prices and make a cash
flow plan
• Estimate the start-up capital required
• Choose the legal form to adopt for the business

Outline of a typical business plan
Cover/Title page
i.
Table of contents
ii.
Executive Summary
iii.
Statement of Purpose
iv.
v.
Business Description (About the business)
Marketing plan
vi.
Organisation and Management
vii.
Production Plan/Operational
viii.
Risk Reduction strategy
ix.
Financial plan
x.
Supporting documentation
xi.
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Session III:

Supporting processes for
running a business
Objective:
This session aims to guide participants to recognize and understand some of the daily business processes critical for
supporting an enterprise

Session summary
Whether starting, running or growing a business,
there are critical processes that you require to carry
out in order to secure a thriving business; some on a
daily basis others weekly, monthly or annually. These
processes range from budgeting and budget control to
marketing, record keeping, monitoring and evaluation
to resource mobilization. This session is divided into
subsections each covering a specific process essential
to a typical business. Session 3a) covers the salience
of budgeting and budget control; session 3b) covers
the broad concept of marketing and its relevance
to entrepreneurship. 3c) explores how to manage
customers; this includes customer care, attracting and
retaining a critical mass of regular customers.
The issue of risk and risk management in business is
dealt with in session 3d). Session 3e) deals with the
important issue of recording keeping for the business
– covering such issues as what records to keep, how
to prepare such records. The last section, 3f ) tackles
Monitoring and Evaluation as a vital process in tracking
progress in the business – what to measure, evaluate
or track, when to it, how and using what kind of
techniques, methodologies or tools. Since these are
characteristically broad topics in their own right, this
toolkit will focus on succinct presentations, discussions
and exercises to improve understanding of the most
important bits of these topics for entrepreneurship
rather than attempt to exhaustively deal with them.
References, further readings and supplementary
resource materials are provided for trainers and trainees
to consult for those who require deeper understanding.

Further readings and resource materials or this session
Budgeting and budget control
• Infoentrepreneurs, 2015, ‘Budgeting and Business
Planning’ Canadian Business network. http://www.
infoentrepreneurs.org/en/guides/budgeting-andbusiness-planning/
• Cornwall, J.R., 2012, ‘Budgeting for entrepreneurs’
The Christian Science Monitor http://www.
csmonitor.com/Business/The-EntrepreneurialMind/2012/1112/Budgeting-for-entrepreneurs
• Marion, E., 2006, ‘Budgeting Strategies’ http://www.
entrepreneurship.org/resource-center/budgetingstrategies.aspx
• BizConnect, 2015, ‘Your basic guide to budgeting’
Standard Bank. http://bizconnect.standardbank.
co.za/start/introduction-to-entrepreneurship/
your-basic-guide-to-budgeting.aspx
• Mwandiambira, G., 2015, Budgeting: How your
business can save money’ Entrepreneur. http://
www.entrepreneurmag.co.za/advice/financialmanagement/budgeting/how-your-business-cansave-money/
• Schmoll, J., 2013, Taking the Plunge: Budgeting
and the Entrepreneur’ Frugal Rules. http://www.
frugalrules.com/plunge-budgeting-entrepreneur/
• Nordmeyer, B., ‘Why id cash budgeting important
for the organisation’ Demand Media. http://
yourbusiness.azcentral.com/cash-budgetingimportant-organization-24074.html
Marketing: Refer to ‘Marketing Community radios.
A toolkit for capacity building. There is a host of
information and further references on marketing’
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Session Plan: iii a) Budgeting and budget control
Activity

Lecture

Overview of content
- What to budget for
- How to budget – salient issues in
budgeting
- Benefits of budgeting
- Common challenges in budgeting

Pedagogical approach
- Powerpoint presentations
- Plenary of all participants
discuss

Training
Materials
Powerpoints
Handouts

Energizer

Exercise

Length of
session

30 mins

10 mins
- Within their groups, participants discuss,
brainstorm and develop a profile for a
specific project to budget for in a sample
business
- Participants develop budgets for their
corresponding projects as described above
- Groups present their budgets to plenary;
each budget is critiqued for conformity to
salient issues in budgeting discussed
already.

- Small group discussion
- Plenary presentations

Flip charts,
sticky notes

- Small group discussion
- Plenary presentations

Video
Flip charts,
sticky notes

20 mins

30 mins

Session Plan: iii b) Marketing
Activity

Role play

Lecture

Overview of content

Pedagogical approach

- Collapse the small groups into 2 big
groups
- Ask participants in the two groups to
brainstorm, select a product, and simulate
a strategy on how to market it

- Drama
- Group discussions
- debrief, plenary
discussion

- What is marketing?
- 4 Ps of Marketing – Product, Price, Place,
promotion
- Marketing Strategy

- Powerpoint
presentations
-Plenary of all
participants discuss

Training
Materials

50 mins

Powerpoints
Handouts

Energizer
Lecture
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Length of
session

30 mins

10 mins
- Approaches to understanding the market
– market research, market segmentation
- Who are your customers?
- What are your customer needs?
- How can you satisfy customer needs or
solve their problems?

- Powerpoint
presentations
- Plenary of all
participants discuss

Flip charts,
sticky notes

30 mins

Entrepreneurship & Resource Mobilization
Skills for Community Radio Managers

Handout
Budgeting
“A budget is an estimate of future numbers based on
information you already know. Budgets estimate the
profits, financial performance, and cash flow of a business for a particular period of time”
“[…] a plan to control your finances, ensure you can
continue to fund your current commitments, enable
you to make confident financial decisions and meet
your objectives, and ensure you have enough money
for your future projects”
Importance of budgeting - Why is it a good idea to have
a budget?
A budget gives you a yardstick against which you
can monitor the ‘actual’ spends once a trading period
or project has started. It allows you to see whether a
business activity or project is likely to be worthwhile in
money terms. If your planned expenditure is going to
be greater than your expected income, you’re on to a
non-starter and need to have a re-think! When preparing a budget it’s important to consult with the people
who are going to be responsible for working within it. If
people are involved in setting a budget, it will be more
realistic - and they are more likely to stick to it. Budgets
help:
•
•
•
•
•
•
•
•

Evaluate operational efficiency.
Monitor and evaluate performance (against targets) and financial health of your business.
Plan the business’s financial future.
Create a business that meets your financial goals.
Manage your money effectively
Allocate resources to projects appropriately
Improve decision-making
Forecast and foresee problems before they occur

What do you budget for?
For entrepreneurs, as they begin, most often they operate on a single ‘small’ budget which grows as the business grows. Eventually, the operating budget of your
business will be an amalgamation of smaller individual budgets for example for marketing, sales and so on.
Nonetheless, at the point of starting a business, your
budget will comprise at least the following:
• Sales
• Marketing
• Production

Africa Centre for People
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• Inventory
• Human resource
• Operating Expenses
• Fixed Asset Purchases
In a nutshell, your budget will need to include: i) projected cash flow – which are projections of the business’s month-by-month cash position; ii) costs – typically, fixed costs, variable costs and one off capital costs;
and iii) revenues – a forecast of revenues expected to
come in – based on your sales history and your judgement of how well the business will do in the future
Salient issues in budgeting
• Make time for budgeting and involve everyone
bound to be affected by the budget
• Use the previous year’s figures only as a guide
• Collect historical information on sales and costs if
they are available - and combine these with your
sales plans together with any anticipated changes
in the competitive environment.
• Create realistic budgets – using historical information, your business plan and any changes in operations or priorities to budget for overheads and
other fixed costs.
• Provide as much useful information as possible for
each of the budget items
Marketing
4 Approaches to marketing in the digital age
• Direct Community Interaction: - Whenever possible, marketers and communicators should directly
interact with their primary stakeholders. Whether
the topic is sales, donations, input on ideas, agreement on civil actions, public resolution of customer
issues, customer reviews, or other actions, direct
communication is most likely to produce outcomes
and do so quickly.
• Top-Down Influence: - The top-down attitude is
one in which media—events, PR, some types of
advertising tools. Campaigns, and well-known influencers—are used to “inform” the marketplace
about new products. The message comes to the
marketplace from a position of authority, and the
source hopes that the positions of media voices,
celebrities, and bloggers are enough to persuade
customers.
• Groundswell: - Not every company has the luxury
of an established customer base for its products
and services, nor the resources to support advertising and promotional campaigns. The groundswell
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method of marketing a product or service is fostering word of mouth-marketing to loyal customers
by the individual, who shares with dozens, and so
forth.
Flanking Techniques: - The direct, top-down, and
groundswell approaches are common in traditional
advertising, social media, public relations, networking, and direct marketing disciplines. But sometimes, a company has regulations and obstructions,
or a lack of a loyal customer base, or no one is
talking positively about it, etc. Then that communications effort must employ flanking techniques,
such as advertising, content marketing, or search
engine optimization (SEO) as primary

All these approaches can be blended; some tools can
be used across different approaches. For example, social
media can be a lead tool set for groundswell approaches but provide customer support for a direct marketing campaign, or blogger relations for a top-down approach. Similarly, approaches can support each other in
a large multichannel campaign. Top-down approaches
can be used to support a direct marketing campaign,
for example launching its products with events and
publicity coinciding with strong email marketing campaigns to drive existing customers to buy.
3 Principles of Marketing in the digital age
• Clarify objectives
• Establish and use an innovation team to identify,
evaluate, and activate emerging opportunities
• Build open assets in the market place

The Marketing Mix: - 4 Ps of Marketing (Product, Place,
Promotion, and Price)
• Product: What exactly are you selling to your customers? This element implies the specifications of
the product: includes the terms, conditions, bonuses and warranties you offer to your customers.
Your product should solve an urgent need or pain
for the customer. Your product needs the right features: It should be easy to use, visually interesting,
and well-packaged. If you own a catering business,
the team delivering the service as well as the food,
are all considered the “product.” Make sure they
have matching uniforms and are trained in how
to speak to the customers, and ensure the food is
nicely plated and properly served. Presentation is
everything.
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•

•

•

Place: - Includes the physical location of your business and the method of delivery. For local businesses, place matters. Often store-front businesses pay
for prime locations so they can have the needed
foot traffic. Doing your research is important. You
want to be located on a highly coveted corridor,
in a location that provides you easy access to the
target customer. A residential cleaning company
might open shop in a neighborhood instead of a
business district. However, if you’re focused on corporate clients, then a commercial district is where
you want to be. Not having the right location is a
reason that many small businesses fail.
Promotion: - Involves the communication of the information about the product to potential customers. Without proper promotion to attract your target customer, you won’t grow your revenue. Good
promotion starts with a budget and marketing
plan. Today, social media provides small businesses
low-cost opportunities for marketing. If your customer is hanging out on Facebook and Twitter, you
need to be there too, building a relationship that
you will eventually be able to turn into commerce.
Price: - Refers to the way you set prices for your
products or services. Determined on a cost-plus
or competitive basis. Where i) Cost-plus pricing is
based on adding up the cost of production and
adding an acceptable profit margin (risks resulting
in a price higher than what customers are willing
to pay), and ii) Competitive pricing is based on the
price of other similar goods in the market (price
could be too low to provide an adequate profit
for the business). When pricing your product you
must know four things: your cost, what the competition is charging, the standard markup or profit
margin in your industry, and the value to the customer. Ask yourself this key question: “What will it
cost the customer to not have what I’m offering?”
If you can’t determine a perceived value, then you
need to redesign or reposition your product. And
don’t compete on price. A customer who’s deciding
solely based on price is not a long-term customer
and will switch to a neighboring business for just a
few cents less.
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Session Plan: iii c) Customer Management
Activity

Overview of content

Video

- Bad customer service
- Play Ann Kansiime video to all participants
- Guide participants to analyze and discuss
the appropriateness of the demeanor of
the service provider

Lecture

- Why are customers important (central)?
- Why do customers leave?
- What is great customer service?

Video

- Difficult customer
- Play difficult customer video to all
participants
- Guide participants to analyze and discuss
how to deal with a challenging customer
like that

Pedagogical approach

Training
Materials

Length of
session

- Small group discussion

Video,
Flip charts

25 mins

-Plenary presentations
and discussion

Powerpoints

30 mins

- Small group discussion

Video, Flip
charts

30 mins

Energizer
Lecture

5 mins
- Managing customers – some crucial
competencies

- Plenary presentations

Powerpoints

30 mins

Further readings and resource materials or this session
• Marketing Donut, 2015, ‘Managing your customer relationships’ http://www.marketingdonut.co.uk/marketing/
customer-care/understanding-your-customers/managing-your-customer-relationships
• Dugan, T., 2015, ‘The top customer service management skills for hiring managers’ Chron. http://work.chron.com/
top-customer-service-management-skills-hiring-managers-1141.html
• Gibson, N., 2014, ’10 reltionship management skills that enhance your business’ udemy blog. https://blog.udemy.
com/relationship-management-skills/
• Sobel, A., 2012, ‘the key roles and skills of the client relationship manager’ Andrew Soberl Advisors. http://
andrewsobel.com/wp-content/uploads/2012/01/RM-Roles-Powerpoint-Presentation.pdf
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Handout:
The typical business will have three different types of
customers at any given point in its life: i) new customers,
ii) existing customers, and iii) exiting customers. An
entrepreneur must endeavor to learn how to handle all
three categories of customers concurrently in order to
succeed.
Qualities of good customer managers
• Awareness of customer needs – without sufficient
knowledge about customer needs/problems it
is difficult to attract their attention and convince
them to do business with you.
• Direct marketing skills
• Persuasiveness and ability to connect with
strangers - get along with strangers. From cold calls
to prospect met at trade shows and events, the
skill of conversion and persuasion makes customer
management easier.
• Ambition and motivation - people that are willing to
reach out to prospects and call existing customers
to learn what they’re interested never struggle to
connect with your customers and learn what they
need.
• Strategic thinkers
• Open minded – pig picture thinking, forming
relationships that allow your business to evolve
alongside its customers.
• Good interpersonal skills – a friendly personal
attitude is crucial for effective customer
management. Being able to stay both professional
and friendly is one of the key features of successful
entrepreneurs
• Analysis Skills - able to analyze and troubleshoot
complex problems, breakdown larger problems
into smaller parts to determine a solution.
• Effective communication Skills - able to express
thoughts clearly, listen carefully and respond
appropriately.
Effective
customer
service
management involves clear communication to
reduce misinterpretations or misunderstandings
and improve customer satisfaction.
• Leadership Skills - Effective customer service
management requires the ability to influence,
negotiate and persuade.
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•

Effective decision making – able to quickly assess a
situation, propose alternatives and choose the best
option.

Great Customer Service is:
• Attentive – considers the interests of the customer what do they want from you? What are their needs?
Understanding this is the cornerstone of effective
service
• Personal - anticipates the needs of particularly
special customers. Offer recommendations and
ideas that they might be able to use. Become their
partner.
• Allows discounts – a great way to create a bond
and earn customer loyalty, a great way to make
customers feel special
• Keeps customers informed – involves good
knowledge of customers – utilizes different
channels to communicate new products or services
to customers
• Take personal responsibility – dealing with
customer issues, complaints, problems directly and
promptly, ensuring the business keeps promises
made to customers.
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Session Plan: iii d) Risk and Risk management
Activity

Lecture

Overview of content
- Risk
- Contemporary/typical business risks
encountered by entrepreneurs – market,
technological, financial, legal and
regulatory, competition, systemic

Pedagogical approach
- Powerpoint
presentations
- Plenary of all
participants
discuss

Training
Materials

Length of
session

Powerpoints
Handouts

30 mins

Energizer
Lecture

Exercise

5 mins
- Risk management
- Risk management framework
- Enterprise Risk Management
- Risk management strategies for
entrepreneurs
-Developing a risk management plan for a
sample business

-Small group discussion
- Plenary presentations

Flip charts,
sticky notes

30 mins

- Small group discussion
- Plenary presentations

Video
Flip charts,
sticky notes

30 mins

Risk and Risk management
•
•
•
•
•
•

Hirai, A., 2010, ‘Hot Sauce! Secret Sauce for Entrepreneurs: what kills start-ups?’ Cayene Consulting. http://www.caycon.com/
what-kills-startups.php
Ripton, J.T., 2014, ‘Risk management strategies for entrepreneurs’ Smallbiz Daily http://www.smallbizdaily.
com/16357/5-risk-management-strategies-entrepreneurs/
Margraf, B., ‘8 steps every entrepreneur can take to reduce business risk and liability’. Small Business Chron http://
smallbusiness.chron.com/8-steps-entrepreneur-can-reduce-business-risk-liability-52978.html
Queensland Government, 2014, ‘Risk Management’ https://www.business.qld.gov.au/business/running/risk-management/risk-management-plan-business-impact-analysis/analyse-evaluate-impact-risks
Kaplan, R., and Mikes, A., 2012, ‘Managing Risks: A new framework’ Harvard Business Review-Strategic Planning.
https://hbr.org/2012/06/managing-risks-a-new-framework
Franck, C.J., 2008, ‘Business Risk management’ Atlantic International University. https://hbr.org/2012/06/managing-risks-a-new-framework
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Handout:
Risk and Rsk Management
“[…] risk exists in any situation where there is a possibility of an outcome that we would rather avoid”
Risk is part of life. Avoiding all risk would result in no achievement, no progress and no reward. IRM defines risk as “The
combination of the probability of an event and its consequence. Consequences can range from positive to negative.”
All organizations have objectives at strategic, tactical and operational levels - anything that makes achieving these
objectives uncertain is a risk. As our world becomes increasingly volatile and unpredictable, we must cope with
greater uncertainty.
Risk management is the systematic process of understanding, evaluating and addressing these risks to maximise
the chances of objectives being achieved and ensuring organisations, individuals and communities are sustainable.
Risk management also exploits the opportunities uncertainty brings, allowing organisations to be aware of
new possibilities. Essentially, effective risk management requires an informed understanding of relevant risks, an
assessment of their relative priority and a rigorous approach to monitoring and controlling them. To be effective, risk
management must be proportionate to the size and nature of an organisation. It can range from a risk assessment
for a community event up to a sizeable, integrated process for a multi-national

Risk management Framework
Risk Management involves the process of considering
all that could go wrong in business and thinking
about how to address/mitigate the effects when they
happen. The management framework assumes that all
risks are two dimensional – as in eah has a likelihood of

Minor
Consequences

Major
Consequences
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occurrence, and severity of the potential consequences.
These two dimensions form four quadrants, which in
turn suggest how we might attempt to mitigate those
risks:

Risks that can be safely
ignored

Risks that can be mitigated
through simple changes in
behavior

Risks that can be mitigated
through insurance

Risks to actively identify,
monitor and mitigate

Entrepreneurship & Resource Mobilization
Skills for Community Radio Managers

Enterprise Risk Management.
Enterprise risk management (ERM) refers to an
integrated or holistic approach to managing risk across
an organisation, using clearly articulated frameworks
and processes led from board level. Risk management
should be embedded in the general management
of an organisation and fully integrated with other
business functions such as finance, strategy, internal
control, procurement, continuity planning, HR and
compliance. The degree of integration will differ
between organisations depending on their culture,
implementation process, and ways of operating and
external environment.
Principles of risk management
The International Organization for Standardization
(ISO 31000) identifies the following principles of risk
management. Risk management should:
• create value – resources expended to mitigate risk
should be less than the consequence of inaction, or
the gain should exceed the pain
• be an integral part of organizational processes
• be part of decision making process
• explicitly address uncertainty and assumptions
• be systematic and structured process
• be based on the best available information
• take human factors into account
• be transparent and inclusive
• be dynamic, iterative and responsive to change
• Pragmatic risk management planning
• Pragmatic risk management is about two things:
• Engaging common sense to recognize and
mitigate the most obvious risks in a cost effective
manner, using some of the techniques described in
this article; and
• Developing a culture of responding to unanticipated
developments - that is, putting out fires - in a calm,
rational way.

Africa Centre for People
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Creating a pragmatic risk management plan involves
considering the following:
• Risk Factors: List anything you can think of that
could cause substantial harm to your business.
• Type: Assign the risk a category, either as a market
risk, competitive risk, technology & operational risk,
etc.
• Likelihood: Think of the relative likelihood of
manifesting this particular risk factor – could be
high, medium, or low.
• Consequences: Describe what would happen to
the company if this risk factor manifests itself.
• Mitigation Tactics: Outline what could be done to
either reduce the likelihood or minimize the impact
of the consequences if this risk factor manifests
itself.
• Mitigation Costs: consider what costs the business
would incur while implementing the tactics
• Status: Once you have assembled the first six
columns, you need to decide which mitigating
tactics, if any, you need to implement. Your choices
will depend on your personal risk tolerance.
Risk management strategies for entrepreneurs
• Limiting personal liability
• Sharing the load
• Managing debt effectively
• Insurance
• Categorizing and grading business risks –
determining what can be ignored and what must
be mitigated
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Session Plan: iii e) Maintaining financial records/reports
Activity

Overview of content

Pedagogical approach

Lecture

- Importance of record keeping in
entrepreneurship
- What to consider in keeping financial
records/reports for the business

- Powerpoint presentations
- Plenary of all participants
discuss

Energizer

-

-

- Common business record a typical
entrepreneur would keep: - Cash book;
Debit/Credit book; Sales book; Profit and
Loss accounts; Balance sheet
- When should a business discard some
records?

- Powerpoint
presentations
- Small group
discussion
- Plenary
presentations

Lecture/Exercise

Training
Materials

Length of
session

Powerpoints
Handouts

30 mins

5 mins

Flip charts,
sticky notes

30 mins

Further readings and resource materials or this session
• Hirai, A., 2010, ‘Hot Sauce! Secret Sauce for Entrepreneurs: what kills start-ups?’ Cayene Consulting. http://www.
caycon.com/what-kills-startups.php
• Ripton, J.T., 2014, ‘Risk management strategies for entrepreneurs’ Smallbiz Daily http://www.smallbizdaily.
com/16357/5-risk-management-strategies-entrepreneurs/
• Margraf, B., ‘8 steps every entrepreneur can take to reduce business risk and liability’. Small Business Chron http://
smallbusiness.chron.com/8-steps-entrepreneur-can-reduce-business-risk-liability-52978.html
• Australian Government, 2011, ‘Guide for small business operators: record keeping for small business’ Australian
Taxation Office. http://www.surrypartners.com.au/wp-content/uploads/2013/05/Small-Business-Record-keeping.pdf
• Daily, F.W., 2015, ‘Choosing the right business record-keeping system: should your business use a manual or
computer based record-keeping system?’ NOLO. http://www.nolo.com/legal-encyclopedia/choosing-right-business-record-keeping-32277.html
• Fontinelle, A., 2015, ‘Starting a small business: record keeping’ Investopedia. http://www.investopedia.com/university/small-business/creating-maintaining-business-records.asp
• Clarke, D., 2014, ‘What you need to know about small business record keeping’ Quickbooks. http://quickbooks.
intuit.com/r/cash-flow/what-you-need-to-know-about-small-business-record-keeping
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Handout:
Records refer to the information created, received, and
maintained as evidence by an organisation or person,
in pursuance of legal obligations or in the transaction
of business.
“[…] your business records tell the story of your company.
[…] they help you drive your enterprise forward. Invest
some time in putting together a plan to keep them safe
and available as long as necessary, including having
backups whenever prudent. Whether your records are
hard copy or digital, […] take the necessary steps to
protect records from natural or man-made disasters
and unauthorized access” – Diane Carlisle
Record-Keeping
This is a systematic process of compiling similar or
related information resulted from business activities or
operations into one document, and storing it in files/
folders (accepted formats) for the purpose of tracking
and assessing the performance or operations of a
business.
Why do we need to keep records?
Business planning and management depends a lot on
analysis of business experiences over time (performance,
strengths and weaknesses) and projections of future
circumstances based on such experiences. Such analysis
can only be accurate and useful where proper good
records are regularly kept and updated. Essentially,
record keeping is done:
•
•
•
•
•
•
•
•

•

To help find and solve problems in a business
To control business capital, especially cash
To show the direction of the business
To plan for the future
Records allow business people to oversee
expenditures, costs, and profit
Records help to analyse business development
over time
Financial records provide information to allow you
to monitor the performance of your business.
It is a legal requirement. By law, the Australian
Taxation Office (ATO) requires you to keep certain
business records and penalties may apply if you do
not comply.
You are required to keep financial records for a
minimum of five years after they are prepared,
obtained or the transactions completed (whichever
occurs later).

•

•

•

Your obligations to keep records for five years
continue even if you sell, close, or retire from your
business
The records need to be in plain English and allow
for ease of access should the tax office ever wish to
see them.
If you maintain good financial records, it will be
easier and faster to complete your business activity
statements and other tax obligations when they
are due.

What records does an entrepreneur require to keep?
Whilst businesses vary in size, industry, location and
type, the records that any business generally should to
keep include: - accounting and tax records, contracts,
client files etc.
• Business documents — Records that establish
your right to conduct business, such as articles of
incorporation and associated by-laws and business
and tax-collection permits.
• Financial data — Records that reflect your financial
dealings, such as accounts payable, accounts
receivable, payroll records, and tax filings.
• Business agreements – Records that demonstrate
your company’s obligations to your customers/
clients, suppliers, and vendors (such as contracts),
as well as to your staff (such as employee benefit
packages and individual selections).
• Executive decisions — Records that show how
business decisions were made and commitments
honored, including annual reports, dividend
records, board of directors meeting minutes and
actions, and company health and safety documents.
• Regulatory compliance — Records that show you
have met legal and regulatory requirements.
When should a business discard some records?
• Are the business transactions and decisions relying
on this information concluded?
• Have all regulatory and statutory requirements for
keeping this information been met?
• Are you involved in any regulatory or statutory
actions that require you keep the information
longer than your policies dictate?
• Are you involved in any litigation which requires
you keep them for the duration of the action? If
not, keeping records around after the fact can leave
you exposed to accusations of selective disposition,
undermining the credibility of your program.
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Session Plan: iii f) Monitoring and Evaluation
Activity

Overview of content

Lecture

- Introduction to monitoring and Evaluation
- Why M and E is important to
entrepreneurs/small businesses
- Elements of an effective M and E
framework

Game

-

Lecture

- Tools and techniques for M and E –
Reports, Tracking matrices, Time sheets,
Log Frames.
- What to monitor in in a small or medium
enterprise (SME): - Market share, custom
ers/clientele, turnover, operating
environment, Human resource, Sales
volumes, technological developments

Energizer

-

Exercise

- Logical Framework Analysis (LFA) –
developing a suitable LFA for a sample
project for a small business
- Group work: - using information for a
specific business idea – develop a Logical
Framework for executing a business plan
for a specific project

Debrief

Reflections: linking M and E to
entrepreneurship.

Pedagogical approach

Training
Materials

Lecture
Discussion

Power-point
presentation,
Facilitator notes,
video

Length of
session

40 minutes

5 minutes

Lecture
Discussion

Power-point
presentations,
facilitator notes,
flip charts,
sticky notes.

Group activity
Plenary
presentations

Power-point
presentations,
facilitator notes,
flip charts, sticky
notes,

Plenary discussions
Presentations

Facilitator notes,
flip charts,
sticky notes.

40 minutes

60 minutes

35 minutes

Further readings and resource materials or this session
• Marketing Donut, 2015, ‘Managing your customer relationships’ http://www.marketingdonut.co.uk/marketing/customer-care/understanding-your-customers/managing-your-customer-relationships
• Umhlaba Development Servces, 2015, ‘Introduction to Monitoring and Evaluation: Using the Logical Framework
Approach’ European Commission Civil Society Fund in Ethiopia. http://eeas.europa.eu/delegations/ethiopia/documents/eu_ethiopia/ressources/m_e_manual_en.pdf
• SAMDI, 2010, ‘Monitoring and Evaluation: Orientation Course manual’ SAMDI. http://www.samea.org.za/documents/
SAMDI/7_Orientation%20course%20M&E_Manual.pdf
• Thompson, R., 2011, ‘Stakeholder Analysis’ university of Washington. http://www.washington.edu/research/rapid/resources/toolsTemplates/stakeholder_analysis.pdf
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Handout:
Introduction to Monitoring and Evaluation
• Monitoring - It involves the tracking of inputs,
processes, activities, outputs and outcomes against
indicators, and the modification of these processes
and activities as and when necessary. It is aimed at
supporting effective management through reports
on actual performance against what was planned or
expected. Monitoring is based on regular collection
of information before and during implementation
of an idea/programme.
• Evaluation - Evaluation is a systematic assessment
of the strengths and weaknesses of the design,
implementation and the results of completed or
ongoing interventions. It is aimed at improving
interventions, supplying information on lessons
learnt from work already done to influence future
planning.
• A Monitoring and Evaluation system - A Monitoring
and Evaluation System is a set of components,
(including indicators, targets, activities and
processes), where each component is related to the
other component within the structure and where
they all serve a common purpose of tracking the
implementation and results of an intervention.

Monitoring
- A continous, ongoing process
- Tracks performance
- Looks inside (conducted internally)
- Seeks to answer the question“What is going on?”

Importance of an M and E system
• Priority setting - M&E can support budgeting and
planning processes when there are often many
competing demands on limited resources.
• Policy development, policy analysis work and/or
programme development.
• Service delivery and management of human
resource
• Enhances
transparency
and
supports
accountability by revealing the extent to which
desired objectives have been attained.
An effective M and E system:
• Generates information that is shared within the
organization
• is integrated with existing management and
decision-making systems
• Fits within the organizational structure
• Has sufficient prominence – M and E officers have
‘teeth’ as their recommendations taken seriously
• Is built on good planning and budgeting systems
and provides valuable feedback to those

Evaluation
- A periodic process
- Focuses on judgement, learning
and merits of different activities,
approaches or objectives
- Conducted externally/ also
internally usually by a separate
unit of the organization or an
external body
- Seeks to answer the question“Why do we have the results shown
by monitoring date?”
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Session IV: - Managing Cash
Objective:
This session aims to guide participants – budding entrepreneurs to understand the critical processes of managing
working capital – cash.

Session summary
Cash flow management remains a critical component
of business management and a crucial ingredient for
success in many Small and Medium Enterprises (SMEs).
Simply put, cash is the heartbeat of the business,
since without cash no business would afford to make
necessary installments – pay or borrow.
This session focuses on managing cash, exploring the
cash operating cycle, understanding the payment
process, the concept of reconciliation. It also covers the
typical financial records/reports or documents critical
for effective cash management in a business. It ends
with a discussion on some quick tips from successful
entrepreneurs on how to effectively manage cash.

•

Further readings and resource materials or this
session
• Cash operating cycle – http://finance.
mapsofworld.com/corporate-finance/
management/operating-cycle-and-cash-cycle.
html

•
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•

•
•

•

Bragg, S., 2015, ‘What is the operating cycle
of a business?’ Accounting Tools http://www.
accountingtools.com/questions-and-answers/
what-is-the-operating-cycle-of-a-business.html
Nordmeyer, B., 2015, ‘The Difference Between
Operating & Cash Conversion Cycles’ Small
Business Chron http://smallbusiness.chron.com/
difference-between-operating-cash-conversioncycles-24738.html
Buchanan, L., ‘How To Manage Cash Flow’ Inc. http://
www.inc.com/encyclopedia/cashflow.html
Taylor, A., 2014, ‘10 tips for better managing cash
flow’ QuickBooks http://quickbooks.intuit.com/r/
cash-flow/10-tips-managing-cash-flow
Warren, E., 2014, ‘Advice for growing businesses: A
free guide to managing your cash flow’ Sage, UK.
http://www.sage.co.uk/business-advice/growingand-running/free-guide-to-managing-your-cashflow
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Session Plan: - Managing Cash
Activity
Lecture

Overview of content
- Understanding the cash cycle and the
operating cycle in a business

Pedagogical approach
- Powerpoint presentations
- Plenary of all participants
discuss

Training
Materials

Length of
session

Powerpoints
Handouts

30 mins

Game

Lecture

5 mins
- The payment and receipt process –
documents and standards
- The concept of reconciliation

- Small group discussion
- Plenary presentations

Video
Flip charts,
sticky notes

5 mins

Game

Lecture

Exercise

30 mins

- Developing basic financial reports (daily,
monthly, quarterly, annual)
- Monitoring financial performance against
targets (over/underspending)
- Common financial reports, documents,
books kept by businesses

- Small group discussion
- Plenary presentations

- Practice session developing – cash book,
debtors book, balance sheet, sales book,
stock book

- Facilitator to provide
exercise scenarios
contextualized to the
circumstances of the
participants

Scenarios
Video
Flip charts,
sticky notes

30 mins

scenarios

60 mins

Flip charts,
sticky notes

20 mins

Energizer
Discussion

- Reflections on tips for effective cash
management expressed by successful
entrepreneurs

-Plenary discussion
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Mobilising resources
to finance a business
idea
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Session IV:

Mobilising resources to
finance a business idea
Objective:
To improve the capacity of entrepreneurs to understand the scope of resources available to finance their business
ideas and how to pursue such resource streams
Session summary
That initial infusion of money needed to transform a
business idea into an actual business is perhaps one of
the important issues in entrepreneurship. Essentially,
how a business is financed could be the distinction
between failure and success for an entrepreneur.
This session focuses on the critical issue of financing:
exploring possible streams of funding for a typical
entrepreneur; SME. It focuses on different methods
of pursuing such resource streams and the skills and
competencies required of an entrepreneur to succeed.
The session considers contemporary methodologies
for resource mobilization such as cowdfunding, and
other online platforms.
Further readings and resource materials or this session
• Murray, K., 2013, ‘5 ways to help young entrepreneurs
fiancé their business ideas’ https://www.sba.gov/
blogs/5-ways-help-young-entrepreneurs-financetheir-business-ideas
• Rao, D., 2010, ‘The 12 best sources of business

•

•

•

•

financing’
Forbes.
http://www.forbes.
com/2010/07/06/best-funding-sources-for-smallbusiness-entrepreneurs-finance-dileep-rao.html
Wallace, S., 2014, ‘Resourcing and Resource
mobilisation’ The ePMbook. http://www.epmbook.
com/resourcing.htm
Chiam, V., 2011, ‘A Guide to Resource Mobilisation
Planning for Partners of Telecentre Women: Digital
Literacy Campaign’ Telecentre.org Foundation.
http://women.telecentre.org/wp - content/
uploads/Resource-Mobilisation-Guide.pdf
Ferrara, A., 2014, ‘Mobilising Resources’ Ku Leuven.
http://www.slideshare.net/af937/130212-ito-itemobilizing-resources
Aflatoun, 2005, ‘Resource Mobilisation Manual’
Aflatoun Social and Financial Education. http://
www.aflatoun.org/docs/aflatoun-manual-english/
resource-mobilisation-manual.pdf
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Session Plan: - Mobilising resources to finance a business idea
Activity

Overview of content

Training
Materials

Length of
session

- Powerpoint presentations
- Plenary of all participants
discuss
-

Powerpoints
Handouts

20 mins

Pedagogical approach

Lecture

- Financing the business; different streams of
capital: - onetime costs; working capital;
recurrent/ongoing costs

Energizer

-

Exercise

- Within their groups, participants discuss,
brainstorm and list possible sources of
capital/funds to finance a business idea

- Small group discussion
- Plenary presentations

Flip charts,
sticky notes

30 mins

Lecture

- Sources of startup capital – savings, family
and friends, financial institutions, government grants, partnerships, venture capital etc

- Powerpoint presentations
- Plenary of all participants
discuss

Flip charts,
Powerpoints

30 mins

- Video – plenary

videos

10 mins

- Powerpoint presentations
- Plenary of all participants
discuss

Flip charts,
Powerpoints

60 mins

- Reviewing business requirements, financial
situation and identifying resource gaps for a
sample business
- Creating resource provider maps

- Small group discussion
- Plenary presentations

Flip charts,
sticky notes

30 mins

- Each presents the content of their resource
provider maps. All participants critique

- Plenary presentations

Powerpoints
Handouts

30 mins

Video

Lecture

Exercise
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Raising money for your startup https://www.youtube.com/watch?v=8OCjwBkMJ_E
https://www.youtube.com/watch?v=-hJj5NpWUXQ

- Basics of resource mobilization
- Contemporary methods of resource
mobilization – corwdfunding; proposal
development
- Resource mobilization action plan
- What to consider when setting out to raise
funds for the business -

5 mins
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Skills for Community Radio Managers
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Handout:
Resource mobilization – a definition
Resource mobilization is about an organization getting the resources that are needed to be able to do the work it
has planned. Resource mobilization is more than just fundraising – it is about getting a range of resources, from a
wide range of resource providers (or donors), through a number of different mechanisms. Resource mobilization can
therefore be conceptualized as a combination of:
Resources - kinds of things that are needed
Mechanisms - ways of directly getting resources
Resource providers which are different people/organizations that provide resources.

Resources
- Money
- Technical knowhow
- Human resources
- Material goods

Mechanisms
- Venture Capital
- Credit (debt)
- Equity
- Crowd funding

Resource
Mobilization

Resource
Providers
- International organisations
- National governments
- Corporates (partnerships)
- Individuals
- Philanthropists
- Venture Capitalists
- Financial Institutions
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Rate the quality of the following aspects of the training Tick appropriately
Training organization

Excellent

Good

Fair

Poor

Useful

Not
useful

Relevant

Not
relevant

Conference room
Administrative Services (projector, sound system)
Training resources (handouts, modules)
Training methodology
Group activities
Plenary Discussions
Lectures
Quality of powerpoint presentations
Role plays
Energizers and games
What are your thoughts on the topics taught? Tick appropriately
Training organization
The basics of entrepreneurship
Generating viable business ideas
Developing business plans
Budgeting and budget control
Marketing
Customer management
Risk and risk management
Maintaining financial records/reports
Monitoring and Evaluation
Managing Cash
Mobilizing resources to finance a business idea

Rate the adequacy of time for the following parts of the training. Tick appropriately
Not
enough

Just right

Surely

Somewhat

More than
enough

Total time for training
Presentations
Group work
Plenary sessions
Games and energizers

Tick appropriately
Total time for training
Presentations
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Not at all
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Intermediate

Advanced

The basics of entrepreneurship
- Qualities of successful entrepreneurs
- Common challenges encountered by entrepreneurs
Starting a business
- Generating viable business ideas
- Developing business plans
Budgeting and budget control
Marketing
- 4 Ps of marketing
- Marketing strategy
- Approaches to understanding the market
Customer management
- Why customers leave – how to attract and retain
- Fundamentals of good customer service
Risk and risk management
- Risk management framework
- Risk management planning
- Risk management strategies for entrepreneurs
Maintaining financial records/reports
- Importance of record keeping in entrepreneurship
- Common business records entrepreneurs keep
Monitoring and Evaluation
- Importance of M and E to entrepreneurs
- Elements of an effective M and E framework
- Common tools and techniques for M and E
Managing Cash
- cash cycle and operating cycle
- The payment process
- Reconciliation
- Common financial records involved in managing cash
Mobilizing resources to finance a business idea
- Categories and sources of capital for financing the business
- Reviewing business financial situation and identifying resource gaps
- Creating resource provider maps
-Contemporary methods of resource mobilization
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