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[image: image4.emf]Date Transaction Money In Money Out Balance

Month 1

9,000

Week 1 9,000

2/6/2013 1 sack fresh tomatoes 2,000 7,000

2/6/2013 Transport of tomatoes 300 6,700

4/6/2013 20 plastic bags 20 x 5=100 6,600

4/6/2013 30 labels 30 x 10=300 6,300

5/6/2013 Carton of cigarettes 500 5,800

Week 1 Total 5,800

Week 2 5,800

10/6/2013 Sale of 20 bags 20 x 100=2000 7,800

13/6/2013 1 sack of beans for family 1,500 6,300

13/6/2013 Meat from butcher 400 5,900

Week 2 Total 5,900

Week 3 5,900

16/6/2013 1 sack fresh tomatoes 2,000 3,900

16/6/2013 Transport of tomatoes 350 3,550

16/6/2013 20 plastic bags 20 x 5=100 3,450

16/6/2013 Sale of 10 bags 10 x 100=1000 4,450

21/6/2013 30 labels 30 x 10=300 4,150

Week 3 Total 4,150

Week 4 4,150

25/6/2013 Sale of 10 bags 10 x 100=1000 5,150

25/6/2013 1 pair of jeans 450 4,600

26/6/2013 20 plastic bags 20 x 10=200 4,500

27/6/2013 Sale of 5 bags 5 x 100=500 5,000

Week 4 Total 5,000

Month 1 Balance

5,000

Month 2

5,000

Week 1 5,000

1/7/2013 1 sack of fresh tomatoes 2,000 (credit) 5,000

1/7/2013 Transport of tomatoes 450 (credit) 5,000

2/7/2013 20 plastic bags 20 x 5=100 4,900

2/7/2013 30 labels 30 x 10=300 4,600

5/7/2013 Sale of 35 bags 35 x 100=3500 8,100

6/7/2013 Paying back credit 2,000+450=2,450 5,650

Week 1 Total 5,650


[image: image5.emf]Week 2 5,650

9/7/2013 20 plastic bags 20 x 5=100 5,500

11/7/2013 Sale of 10 bags 10 x 100=1000 6,500

11/7/2013 30 labels 30 x 10=300 6,200

12/7/2013 Sale of 5 bags (credit) 5 x 100=500 (credit) 6,200

13/7/2013 Carton of cigarettes 500 5,700

Week 2 Total 5,700

Week 3 5,700

14/7/2013 20 plastic bags 20 x 5=100 5,600

19/7/2013 Sale of 20 bags 20 x 100=2000 7,600

20/7/2013 1 sack fresh tomatoes 2,000 5,600

20/7/2013 Transport of tomatoes 550 5,050

Week 3 Total 5,050

Week 4  5,050

Week 4 Total 5,050

Week 5  5,050

29/7/2013 Meat from butcher 300 4,750

29/7/2013 Kitchenware 600 4,150

29/7/2013 Sale of 5 bags 5 x 100=500 4,550

Week 5 Total 4,550

Month 2 Balance

4,550

Month 3

4,550

Week 1  4,550

4/8/2013 1 sack of fresh tomatoes 2,000 2,550

4/8/2013 Transport of tomatoes 600 1,950

9/8/2013 Sale of 40 bags 40 x 100=4000 5,950

9/8/2013 20 plastic bags 20 x 5=100 5,850

9/8/2013 30 labels 30 x 10=300 5,550

Week 1 Total 5,550

Week 2  5,550

12/8/2013 Sale of 15 bags 10 x 100=1000 6,550

14/8/2013 Sale of 5 bags 5 x 100=500 6,550

15/8/2013 Produce from market 800 5,850

Week 2 Total 5,850

Week 3  5,850

19/8/2013 20 plastic bags 30 x 10=300 5,550

19/8/2013 30 labels 30 x 10=300 5,250

22/8/2013 Carton of cigarettes 500 4,750

23/8/2013 Sale of 20 bags 20 x 100=2000 6,750

24/8/2013 1 sack fresh tomatoes 2,000 4,750

24/8/2013 Transport of tomatoes 650 4,100

24/8/2013 New lantern 600 3,500

Week 3 Total 3,500

Week 4  3,500

26/8/2013 20 plastic bags 20 x 5=100 3,400

26/8/2013 Sale of 5 bags 5 x 100=500 3,900

30/8/2013 Sale of 10 bags 10 x 100=1000 4,900

Week 4 Total 4,900

Month 3 Balance

4,900



	Session: Recordkeeping


	Sector(s):
	
	Community Economic Development, Agriculture and Environment

	Competency:
	
	Promote business development

	Training Package:
	
	Income Generation Activities

	Terminal Learning Objective:
	
	Given an income generation activity, participants will adapt a simple recordkeeping system to meet the needs of an IGA demonstrating how to keep track of stock and cash transactions.

	
	
	

	Session Rationale:  
	
	This session focuses on simple and practical bookkeeping systems and tools for a basic microenterprise.

	Target Audience:  
	
	This session is one of ten designed for an audience of CED, Environment or Agriculture trainees in PST, but the materials can easily be adapted for use by Volunteers from other sectors as an IST. 

	Trainer Expertise:
	
	The ideal trainer will have a background in Small Enterprise Development, but a trainer with experience in the local marketplace is essential.

	Time:  
	
	 60 minutes

	Prerequisites:  
	
	· CED trainees: Global CED Sector—Economic and Organizational Environment in the Host Country

· Other sectors: a full PST with Global Core Community/Sector Assessment. 



	Version:
	
	Jul-2013

	Contributing Posts:
	
	PC/Namibia-Lead Developer
PC/Ecuador
PC/Guinea
PC/Burkina Faso



	Session:  Recordkeeping

	Date:  
	Time:   minutes
	Trainer(s):  

	Trainer preparation:
1. IGAs are common projects for many Volunteers. Therefore it is important that Volunteers from other sectors are sufficiently established in their primary assignment before participating in an IGA IST.
2. Adapt Case Studies for post and sector.

3. Decide if you will present the Basic Bookkeeping Record or the Illustrated Accounting Record or both.  
4. Adapt Illustrated Accounting Record by creating symbols and images that are appropriate to the host country and the sector.

5. If this is an IST that host country partners will attend, translate the case studies and accounting records into the local language.
Materials:
· Equipment
1. Flip chart
2. Markers
3. LCD projector and computer (optional)

4. Pencils

5. Calculators

6. Erasers (if using pencils)
7. Paper
· Handouts
Handout 1: Common Recordkeeping Obstacles
Handout 2: Simple Bookkeeping Template
Handout 3: Shoe Box Recordkeeping
Handout 4: Case Studies
Handout 5: Answer Sheets
Handout 6: Three Months of Records
Handout 7: Three Months of Records (Answer Sheet)
· Trainer Materials
Trainer Material 1: Flip Charts
Trainer Material 2: Case Study – Sun-dried Tomatoes


	Session Learning Objective(s): 

1. After listening to a business case study, participants in a large group will identify the minimum records the business should keep and why.

2. Participants working on their own will accurately fill out a simple bookkeeping template using data from a case study.  
3. Based on the review of business records in a case study, participants will collectively offer 5-10 practical observations and suggestions for improved financial management.


	Session Knowledge, Skills, and Attitudes  (KSAs)
· Identify the key records needed for a particular business (K)

· Compare and contrast appropriate records for an ag and non ag business (K)

· Recognize the cultural and literacy barriers to behavior change for business recordkeeping (A, K)
· Be mindful of adapting record keeping for low literacy populations (A)

· Use basic record system to track business health (S)

· Make recommendations (S)

· Explain the purpose of a basic record in the local language (S)


	Phase / Time /
Materials
	Instructional Sequence

	Motivation

5 minutes
Flip chart 
Markers
Trainer Material 1:  Flip Chart:  Questions 
	The Lack of Recordkeeping in IGAs is Typical
Participants understand that lack of bookkeeping isn’t a cultural divide but rather is typical of IGAs the world over. 
1. Reflect back to the Introduction to IGA Session. Say, “We began the session by discussing our experience with IGAs in the United States. I’d like for you to think about your IGA again.  Did you keep track of your IGA? What kinds of records did you keep?”
Note:

1) Possible Responses:
· Paper route:  Kept list of customers and whether or not they paid each month.  

· Avon:  Kept list of clients and their orders and payments.  

· Babysitting – a calendar to keep track of jobs.  

· Lawn mowing – didn’t keep any records.  I kept it all in my head.  

2) Participant answers will vary. In some circumstances, they may have used bookkeeping. In other circumstances, they would have operated without any written records. Ultimately, either answer is fine. The goal is to get participants thinking about basic bookkeeping as opposed to accounting and to show them that IGAs in the US operate the same way.   
2. Make the point that IGA owners like yourselves will only keep records if they see and understand their usefulness, feel confident that they can do it themselves, and practice until they have developed the new habit.

3. Ask: “Why do we keep written records for a business?”

Note:

Possible Responses:

· Remember expenses 

· track daily sales 

· keep track of credit outstanding to be paid or collected, 

· keep track of inventory and when to restock items

If participants are struggling to answer this question, ask if we could determine profitability, separation of funds, wages, without a written record? 

4. Ask participants to think about a tomato vendor in the market.  

5. Post Trainer Material 1:  Flip Chart:  Questions  

6. Ask participants to think about these questions on their own for a few moments. 

7. Ask participants to share some responses with the large group.
8. Explain that when done properly, bookkeeping reveals three important things about an IGA, including:
· How much has been spent.

· How much has been sold.

· How much has been earned.
Note:  

If participants received Introduction to Income Generation Activities Part 1 and 2, then the following will be a review.



	Information

20 minutes
Pencils
Paper

Erasers

Handout 1:  Common Recordkeeping Obstacles
Handout 2: Simple Bookkeeping Template
Trainer Material 1: Flip charts:  Simple Bookkeeping Template
Trainer Material 2:  Case Study:  Sun-dried Tomatoes
Handout 3:  Shoebox Recordkeeping
Trainer Material 1: Flip charts: Simple Bookkeeping Template.

	The Importance of Bookkeeping and Written Records
Participants understand the value of keeping written records, when to keep written records, and provide insight into a few of the common frustrations encountered when trying to encourage IGA owners to keep written records.
1. Explain that IGAs do not need complicated accounting systems.  A study of successful microenterprises in the Dominican Republic found that training on simple financial literacy had a much greater impact than more complicated accounting courses. The financial literacy training was based on four guiding principles that successful small enterprise owners had identified themselves:   

· separate business and personal cash 
· separate business from personal accounts  
· pay yourself a salary 

· be able to estimate business profit

2. Ask participants to think about these four principles.  Ask: “Why it is helpful to separate business and personal cash?  Why should a business separate business from personal accounts?  Why should a business owner pay herself a salary?”
Note:
Possible Responses:

· Separate business and personal cash – It makes it possible to know if there is money for the business or household to pay business or household expenses

· Separate business and personal accounts – It makes it possible to track business and household expenses.  This is necessary to determine whether the business is profitable.

· Pay yourself a wage – If you pay yourself a wage, then you can know exactly how much money was withdrawn for the business.  Otherwise if the owner withdraws money as needed here and there, it makes it more difficult to keep track of withdrawals from the business.  

3. Explain that helping IGA owners to keep simple records can help prepare them to follow those guiding principles of business success.  
4. Explain that no one wants to create more work for themselves.  A vendor who has never kept any records before may find it tedious.  IGA owners are not going to change their behavior and keep records if they do not first understand how it can improve their profits and have the confidence that they can do it themselves.  You will need to continue to encourage bookkeeping with your IGA vendors. It’s important to follow up and be patient.  It’s a gradual process.  Any kind of written record is a good start and over time you can add more detail, especially if she sees the value of recordkeeping. 
The discipline of writing transactions down can have an effect on the management of the IGA. It encourages reflection before giving away ‘gifts’. It discourages co-mingling of personal and business funds.  It helps the owner see what their personal expenses are in order to set a realistic wage for themselves.  Once the owner begins to pay herself a wage, then personal expenses can be separated from the business expenses.  Then it is easier to estimate the profit of the business.   
5. Explain that as a business grows, keeping good records can serve other functions too. Ask participants to spend two minutes and write down at least six ways that record keeping can help you manage your business.
6. After two minutes, ask for some examples and share as a group.
Note:

Possible Answers:

· Recognize problems early (such as disappearing inventory, increased costs for products or equipment, or customers who aren't paying on time), before they have a chance to bring down your business
· Maintain your cash flow at acceptable levels
· Figure out whether it's time to raise (or lower) your prices
· Put together the financial reports you need to get loans and investment
· Prepare your tax returns quickly and accurately
· Create savings goals to invest in and grow the business

7. Tell participants that as important as recordkeeping is there are some unexpected things to consider with bookkeeping. 
8. Distribute Handout 1:  Common Recordkeeping Obstacles, and ask participants to read the handout silently and write down a few ideas of how they would work with a community member who was facing one or more of the issues identified on the Handout. 
9. Ask participants to share one or two suggestions. 

10. Ask participants if they can recall the four guiding principles for business success.  Make sure that they have correctly listed all four before moving to the next activity.

Note: 

Answers:
· separate business and personal cash 

· separate business from personal accounts  

· pay yourself a salary 

· be able to estimate business profit

This activity assesses Learning Objective 1.
11. Before introducing the simple bookkeeping form, acknowledge that this tool is very basic, especially for participants with a business background. 

12. Distribute Handout 2: Simple Bookkeeping Template 
13. Post Trainer Material 1: Flip charts: Simple Bookkeeping Template on the wall.

14. Explain that the most important thing to remember about bookkeeping is that all transactions need to be registered as accurately as possible, including dates, type, monetary value, and its effect on the balance. The basic bookkeeping template below has been designed for recording all transactions in a simple and accurate way.  
15. Explain that the Simple Bookkeeping Template can be used for any type of business.  It works especially well if owners are literate and if they are not comingling household and business expenses.  It is also good if the business does not have a lot of transactions.
16. Explain each column of the template.  
· Date - the date column has a row for each day of the week.  IGA owners should get in the habit of noting money earned or spent each day.  

· Transaction – in this column, include a description of what happened.  Was it a sale?  What was sold?  Example:  sold three shirts.  Was it an expense?  Bought 1 kg of rice flour, or paid owner’s salary.  Owners should get in the habit of using the same standard language to describe standard transactions.

· Money In – in this column include the amount of all sources of income.  

· Money Out – in this column include all the different expenses and costs.  Common costs include supplies, transport, employees or owner’s wage, utilities, and all the other small and random things that are not easily classified.  Depending on the business, these items can be categorized as “Other” or “Miscellaneous.”  If the IGA owner you work with has not started to separate business from personal expenses, consider remind them to capture all expenses including those spent on the family.  They need to get into the habit of capturing all the expenses.

· Balance – the balance column shows the balance between what was earned and what was spent for each day.  Subtract the amount in the money out column from the amount in the money in column. This may be positive or negative.  In other words for that day, you may have spent less than you earned or more than you earned.  In which case you can put a + or – sign in front.

17. Using Trainer Material 2:  Case Study:  Sun-dried Tomatoes, demonstrate how to fill out two transactions on Trainer Material 1.
18. Explain that if the IGA has more than one income or expense transaction per week, then they will need to learn to keep some additional records, such as receipts, invoices or a simple running list of income and expenses. 

19. Distribute Handout 3:  Shoebox Recordkeeping.

20. At the end of each week, register the balance of the week by adding up and subtracting each day’s balance amount.
21. Demonstrate how this is done using the example on Trainer Material 1: Flip charts:  Simple Bookkeeping Template.
22. At the end of the month add down each column to come up with the total.  Then subtract the total from the Money In and Money Out columns.  It should be the same number as when you add up all the positive and negative balances in the balance column.  This is a way to check the accuracy of your work.
Demonstrate how this is done using the example on Trainer Material 1.
23. Explain that with 3-6 month’s worth of data you can begin to analyze what money has been earned and see where there were high and low points of revenue.  Also point out excessive spending, and find out what average expenditures are for each category.  



	Practice

15 minutes
Handouts 4:  Case Studies
Pencils
Handout 5: Answer sheets

	Bookkeeping Exercise
Participants will practice using a simple bookkeeping template.
1. Divide the participants into groups of 2-3.  Give each group a different case study – Handouts 4:  Case Studies.  Ask the group to work together to fill out the template.  Allow 10 minutes.
2. Distribute Handout 5: Answer sheets to each group to check their work.   Did anyone have any questions?  Allow time to clarify and answer questions.
Note: 
1) This activity assesses Learning Objective 2.
2) If participants are working with mostly illiterate IGA vendors then recommend the simple method for separating business and household accounts that was introduced in the Session:  Introduction to IGAs.

	Application

20 minutes
Handout 6:  Three Months of Records

	What the Books Show
Participants will review three months worth of business records and share observations.
1. Distribute Handout 6:  Three Months of Records.
2. Explain that this IGA owner has been following your advice and has diligently kept her books for the past three months.  She would like to get your advice on what she can do to improve.  

3. Ask participants to work individually and make a list of five observations and suggestions.  Allow 5-10 minutes.
4. In a large group ask the participants to share what they discovered.  

Note:

1) Possible Responses:

· There are errors in the totals.  
· She is spending a steady amount on her family and on cigarettes.  She should consider giving herself a wage.  

· She sold # to someone on credit but they haven’t paid her back yet.  She should follow up on getting repaid.

· Her expenses for supplies are always the same amount except for one week.  Check that she did not switch the order of the numbers by mistake.
· Her transport costs continue to rise each month.  Is there something she can do to reduce that expense or does she need to change her prices based on this expense?
· Once she pays herself a wage, she can remove family and other expenses
· Her business is making money even with the personal expenses.  She may want to start setting aside savings to reinvest in the business.  She could set some goals about how to grow her business or new equipment she wants to get.
2) This activity assesses Learning Objective 3.

	Assessment


	Learning Objective 1: Assessed in Information when participants answer the question about the four guiding principles

Learning Objective 2: Assessed in the practice when participants complete the case study exercise and check their work

Learning Objective 3: Assessed in the Application when participants review the case study and in large group discussion make suggestions.


	Trainer Notes for Future Improvement
	Date & Trainer Name:  [What went well?  What would you do differently?  Did you need more/less time for certain activities?]


Resources:  

· Chikina, Oksana (CHF International) and Silva, Sao (DAI) Income Generation Activities Manual:  Returning “Profit” to IGAs, February, 2007
· Drexler, Alejandro, Greg Fischer, and Antoinette Schoar, “Keeping It Simple: Financial Literacy and Rules of Thumb,” January 2011
· Kourilsky, Marilyn; and Others, The New Youth Entrepreneur:  Records and Books.  Did You make Any Money?  Module 9, EDTEC Education, Training, & Enterprise Center, Inc.  Camden, New Jersey, 1995
	Handout 1: Common Recordkeeping Obstacles


· IGA vendors may write things down, but never do anything with that information! So when suggesting working with bookkeeping, you have to clarify.  Ask to see the records!   And ask how the owner uses the information from the records.

· Vendors may be reluctant to share records with you. This is natural, especially if you haven’t built a relationship with them. 
· IGA vendors may be illiterate, in which case we have to use simplified bookkeeping. Before you go developing your own unique tools for illiterate accounting, please contact your APCD who can share Peace Corps’ materials.
· Forgotten costs.   Often, labor costs, especially for the owner, are not included in bookkeeping.  Similarly transportation costs are often forgotten.
· Mind Shift – the simpler the better – If you have an accounting background, have taken an advanced accounting course, or learned advanced QuickBooks or Sage/Pastel accounting packages, it can be difficult to think that a blank piece of paper with a line down the middle is a viable management tool. But it is. Think back to your lemonade stand or babysitting or lawn mowing business.  When working with IGAs simple is best.  People are more likely to change their behavior if something is easy to learn and can be applied immediately.  Keep that in mind when working with an IGA client to design a practical recordkeeping system that meets the needs of the business and matches the education level and technical savvy of the owner.
· Comingling of business and personal money. Sometimes business owners will include their personal expenses (food, clothes, household items) in their business records, or forget to pay themselves a salary that will allow them to distinguish between personal money and money set aside for business expenses.  Separating business and personal cash makes it possible to know if there is money for the business or household to pay business or household expenses. This makes it possible to track each one and is necessary in order to determine whether a business is profitable or not. 
	Handout 2: Simple Bookkeeping Template


	Date
	Transaction
	Money In
	Money Out
	Balance

	Week 1
	
	
	
	Register initial balance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 1 Total
	
	
	
	Register the final balance for the week

	Week 2
	
	
	
	Register the balance of week 1

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 2 Total
	
	
	
	Register the final balance for the week

	Week 3
	
	
	
	Register the balance of week 2

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 3 Total
	
	
	
	Register the final balance for the week

	Week 4
	
	
	
	Register the balance of week 3

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 4 Total
	
	
	
	Register the final balance for the week

	Monthly Balance
	
	
	
	Register the balance of week 4


Note:
Numbers of cells should be modified according to the number of transactions taking place.  The balance should be recorded after each transaction.

Total = 1+2+3+4+5+…

Balance = (Total) Money Received – (Total) Money Spent

Monthly Balance = Balance (Week1) + Balance (Week 2) + Balance (Week 3) + Balance (Week 4)

Balance from each month is transferred to the next month on line 1 as “Money In”
	Handout 3: Shoe Box Recordkeeping


Box with a Lid: If you don’t have a filing cabinet drawer, then you can use a shoe box or other box with a lid to organize business records.  The items you will need are some standard size file cards, such as 5x8” file cards (or pieces of paper cut into standard size) and envelopes.  Other items might include sales slips, a calculator, and a checkbook.

Cards: You can use these for inventory of merchandise, accounts receivable, and accounts payable.  If you use cash rather than a checkbook, then you can also use cards for cash disbursements and cash receipts, accounts payable and accounts receivable records.  

Envelopes: Have one envelope for each month of the year – Write the name of the month on each envelope.

Each envelope will include all the sales receipts for the month, purchase receipts, any canceled checks or bank statements.

These supporting documents will help IGA owners to fill out the money in and out register.

Based on The New Youth Entrepreneur:  Records and Books Module 9, pp 45-47.
	Handout 4: Case Studies – Carpentry


IGA
Case Study 1 – Carpentry

A group of fifteen carpenters is currently producing chairs, beds, tables and benches to be sold in the community.

Knowing that:

· Each board of wood costs 300 SDD

· The group already had most tools, but needed to buy some additional tools during this month (total cost = 3,000 SDD)

· They spent 2,000 SDD on basic materials (glue, nails, etc.)
· The selling price of a chair is 700 SDD

· The selling price of a table is 2,500 SDD

· The selling price of a bench is 1,000 SDD

· The selling price of a bed is 3,500 SDD

During July:

· 50 boards of wood were purchased

· 30 chairs were sold

· 5 tables were sold

· 7 benches were sold

· 3 beds were sold

Please complete the bookkeeping template, using the information above and any other information that may be required but is not provided
	Handout 4: Case Studies – Produce Selling


Case Study 2 – Produce Selling
Two months ago a group of 25 women started a business purchasing, drying and storing beans to sell later in the off season. Using personal savings, the women purchased the initial inputs for start up. With income generated from recent sales they were able to purchase a variety of beans to process and store as well as more equipment. Now, during the second cycle, the women have assumed responsibility for all aspects of the business, from purchasing raw materials to sales.

Knowing that:

· Each 50 kg bag of beans costs 7,500 SDD

· All 25 women participate in the production process

· Only 10 women sell their produce at the market

· Each bag of beans is sold for 50 SDD

· From each 50 kg bag of beans, they sell 150 bags of dried beans can be produced sold at retail.
During July:

· One 50 kg bag of beans was purchased

· 125 bags of beans were sold

Please complete the bookkeeping template, using the information above and any other information that may be required but is not provided.
	Handout 5: Answer Sheets - Carpentry


Case Study 1 – Carpentry – Answer Sheet

	Date
	Transaction
	Money In
	Money Out
	Balance

	Week 1
	
	
	
	Register initial balance

0

	2/7/12
	Wood boards
	
	50x300 = 15,000 SDD
	-15,000 SDD

	4/7/12
	Glue, nails, etc
	
	2,000 SDD
	-17,000 SDD

	5/7/12
	Tools
	
	3,000 SDD
	-20,000 SDD

	Week 1 Total
	
	
	
	-20,000 SDD

	Week 2
	
	
	
	-20,000 SDD

	7/7/12
	Sale of chairs
	30 x 700 = 21,000
	
	1,000 SDD

	13/7/12
	Sale of Tables
	5x2,500 = 12,500
	
	13,500 SDD

	Week 2 Total
	
	
	
	13,500 SDD

	Week 3
	
	
	
	13,500 SDD

	18/7/12
	Sale of benches
	7x1,000 = 7,000
	
	20,500 SDD

	Week 3 Total
	
	
	
	20,500 SDD

	Week 4
	
	
	
	20,500 SDD

	
	Sale of beds
	3x3,500 = 10,500
	
	31,000 SDD

	Week 4 Total
	
	
	
	31,000 SDD

	Monthly Balance
	
	
	
	31,000 SDD


Outcome:  the group’s balance at the end of July is 31,000 SDD.  It is successful.

Note:  Instructions for the case do not include labor and transportation costs.  If groups come up with these costs on their own, they should be praised.  Otherwise, it is important to point out that the profit of 31,000 SDD does not reflect revenue.  Labor and transportation costs should be deducted in order to assess the actual profit.

	Handout 5: Answer Sheets – Produce Selling


Case Study 2 – Produce Selling 

	Date
	Transaction
	Money In
	Money Out
	Balance

	Week 1
	
	
	
	0

	2/7/12
	Beans
	
	7,500 SDD
	-7,500 SDD

	4/7/12
	Bags and Labels
	
	30x 1,000 = 3,000
	-10,500 SDD

	5/7/12
	Transportation
	
	3,000 SDD
	-13,500 SDD

	Week 1 Total
	
	
	
	-13,500 SDD

	Week 2
	
	
	
	-13,500 SDD

	7/7/12
	Sale of 50 bags of beans
	50x50=2,500
	
	-11,000 SDD

	Week 2 Total
	
	
	
	-11,000 SDD

	Week 3
	
	
	
	-11,000 SDD

	18/7/12
	Sale of 50 bags of beans
	50x50 = 2,500
	
	-8,500 SDD

	Week 3 Total
	
	
	
	-8,500 SDD

	Week 4
	
	
	
	-8,500 SDD

	
	50 x 50 = 2,500
	
	
	-6,000 SDD

	Week 4 Total
	
	
	
	-6,000 SDD

	Monthly Balance
	
	
	
	-6,000 SDD


Outcome:  The group’s balance at the end of July is -6,000 SDD.  It is experiencing losses.

Note:  There are many other costs associated with buying, processing, storing and selling beans, as well as additional labor costs for sales people, which are not included in instructions.  If groups come up with these costs on their own, they should be praised.  Otherwise it is important to point out that the deficit of 6,000 SDD does not reflect the actual balance.  Labor costs should be deducted in order to assess the actual balance.

	Handout 6: Three Months of Records


Sonia is a small business owner who sun-dries tomatoes and sells them in the local market. A few months ago she attended a workshop hosted by an international NGO to learn about better business practices, and one of the topics discussed was how to manage business transactions to improve spending and profits. She has recently started keeping track of her business records, and has record three months of transactions in her new ledger. 

Sonia would like your help in evaluating her progress with maintaining records; please review her transaction history from the last three months and provide her with some suggestions on how to improve.


	Handout 7: Three Months of Records (Answer Sheet)


[image: image1.emf]Date Transaction Money In Money Out Balance Errors/Suggestions

Month 1

9,000

Week 1 9,000

2/6/2013 1 sack fresh tomatoes 2,000 7,000

2/6/2013 Transport of tomatoes 300 6,700Rising trans. Cost

4/6/2013 20 plastic bags 20 x 5=100 6,600

4/6/2013 30 labels 30 x 10=300 6,300

5/6/2013 Carton of cigarettes 500 5,800Personal

Week 1 Total 5,800

Week 2 5,800

10/6/2013 Sale of 20 bags 20 x 100=2000 7,800

13/6/2013 1 sack of beans for family 1,500 6,300Personal

13/6/2013 Meat from butcher 400 5,900Personal

Week 2 Total 5,900

Week 3 5,900

16/6/2013 1 sack fresh tomatoes 2,000 3,900

16/6/2013 Transport of tomatoes 350 3,550Rising trans. Cost

16/6/2013 20 plastic bags 20 x 5=100 3,450

16/6/2013 Sale of 10 bags 10 x 100=1000 4,450

21/6/2013 30 labels 30 x 10=300 4,150

Week 3 Total 4,150

Week 4 4,150

25/6/2013 Sale of 10 bags 10 x 100=1000 5,150

25/6/2013 1 pair of jeans 450 4,600Personal

26/6/2013 20 plastic bags 20 x 10=200 4,500Incorrect Price Tally

27/6/2013 Sale of 5 bags 5 x 100=500 5,000

Week 4 Total 5,000

Month 1 Balance

5,000

Month 2

5,000

Week 1 5,000

1/7/2013 1 sack of fresh tomatoes 2,000 (credit) 5,000

1/7/2013 Transport of tomatoes 450 (credit) 5,000Rising trans. Cost

2/7/2013 20 plastic bags 20 x 5=100 4,900

2/7/2013 30 labels 30 x 10=300 4,600

5/7/2013 Sale of 35 bags 35 x 100=3500 8,100

6/7/2013 Paying back credit 2,000+450=2,450 5,650

Week 1 Total 5,650

Week 2 5,650

9/7/2013 20 plastic bags 20 x 5=100 5,500

11/7/2013 Sale of 10 bags 10 x 100=1000 6,500

11/7/2013 30 labels 30 x 10=300 6,200

12/7/2013 Sale of 5 bags (credit) 5 x 100=500 (credit) 6,200Never paid back

13/7/2013 Carton of cigarettes 500 5,700Personal

Week 2 Total 5,700

Miscalculation


[image: image2.wmf]Week 3

5,700

14/7/2013

20 plastic bags

20 x 5=100

5,600

19/7/2013

Sale of 20 bags

20 x 100=2000

7,600

20/7/2013

1 sack fresh tomatoes

2,000

5,600

20/7/2013

Transport of tomatoes

550

5,050

Rising trans. Cost

Week 3 Total

5,050

Week 4 

5,050

Week 4 Total

5,050

Week 5 

5,050

29/7/2013

Meat from butcher

300

4,750

Personal

29/7/2013

Kitchenware

600

4,150

Personal

29/7/2013

Sale of 5 bags

5 x 100=500

4,550

Miscalculation

Week 5 Total

4,550

Month 2 Balance

4,550

Month 3

4,550

Week 1 

4,550

4/8/2013

1 sack of fresh tomatoes

2,000

2,550

4/8/2013

Transport of tomatoes

600

1,950

Rising trans. Cost

9/8/2013

Sale of 40 bags

40 x 100=4000

5,950

9/8/2013

20 plastic bags

20 x 5=100

5,850

9/8/2013

30 labels

30 x 10=300

5,550

Week 1 Total

5,550

Week 2 

5,550

12/8/2013

Sale of 15 bags

10 x 100=1000

6,550

14/8/2013

Sale of 5 bags

5 x 100=500

6,550

Miscalculation

15/8/2013

Produce from market

800

5,850

Personal

Week 2 Total

5,850

Week 3 

5,850

19/8/2013

20 plastic bags

30 x 10=300

5,550

Incorrect Price Tally

19/8/2013

30 labels

30 x 10=300

5,250

22/8/2013

Carton of cigarettes

500

4,750

Personal

23/8/2013

Sale of 20 bags

20 x 100=2000

6,750

24/8/2013

1 sack fresh tomatoes

2,000

4,750

24/8/2013

Transport of tomatoes

650

4,100

Rising trans. Cost

24/8/2013

New lantern

600

3,500

Personal

Week 3 Total

3,500

Week 4 

3,500

26/8/2013

20 plastic bags

20 x 5=100

3,400

26/8/2013

Sale of 5 bags

5 x 100=500

3,900

30/8/2013

Sale of 10 bags

10 x 100=1000

4,900

Week 4 Total

4,900

Month 3 Balance

4,900

Profit: consider saving


	Trainer Material 1: Flip Charts


Flip chart 1: 


Flip chart 2: Simple Bookeeping Template 
	Date
	Transaction
	Money In
	Money Out
	Balance

	Week 1
	
	
	
	Register initial balance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 1 Total
	
	
	
	Register the final balance for the week

	Week 2
	
	
	
	Register the balance of week 1

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 2 Total
	
	
	
	Register the final balance for the week

	Week 3
	
	
	
	Register the balance of week 2

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 3 Total
	
	
	
	Register the final balance for the week

	Week 4
	
	
	
	Register the balance of week 3

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 4 Total
	
	
	
	Register the final balance for the week

	Monthly Balance
	
	
	
	Register the balance of week 4


	Trainer Material 2: Case Study Example – Sun-dried Tomatoes


Case Study – Sun-dried Tomatoes
A group of 10 women in Kutum recently started a tomato drying and selling business. They had the skills needed for the business. With income generated from sales, they managed to pay for equipment and tomatoes and assume responsibility for all aspects of the business, from purchasing raw materials to selling the products.

Knowing that:

· Each sack of tomatoes is 50 kg and costs 7,500 SDD
· All 10 women participate in the production process

· Only five women sell the dried product at the market

· Each bag of tomatoes is sold for 500 SDD at the market

· From each sack of tomatoes they can produce around 150 bags for resale
During July:

· One sack of fresh tomatoes was purchased

· 125 bags were sold

Please complete the bookkeeping template, using the information above and any other information that may be required but is not provided.

	Case Study—Sun Dried Tomatoes Answer Sheet

	Date
	Transaction
	Money In
	Money Out
	Balance

	Week 1
	
	
	
	0

	10/7/12
	Fresh Tomatoes
	
	7,500 SDD
	-7,500 SDD

	15/7/12
	Bags and Labels
	
	5,000 SDD
	-12,500 SDD

	Week 1 Total
	
	
	
	-12,500 SDD

	Week 2
	
	
	
	-12,500 SDD

	19/7/12
	Sale of 50 bags
	500 x 50 = 25,000
	
	12,500 SDD

	Week 2 Total
	
	
	
	12,500 SDD

	Week 3
	
	
	
	12,500 SDD

	26/7/12
	Sale of 75 bags
	500 x 75 = 37,500
	
	50,000 SDD

	Week 3 Total
	
	
	
	50,000 SDD

	Week 4
	
	
	
	50,000 SDD

	Week 4 Total
	
	
	
	50,000 SDD

	Monthly Balance
	
	
	
	50,000 SDD


Outcome:  the group’s balance at the end of July is 50,000 SDD.  It is successful.

Note: 
Not only are fresh tomatoes required for production, but some tomatoes will spoil which needs to be considered.  Furthermore, transportation and extra labor costs for sales people have not been mentioned in the instructions.  If groups come up with these additional costs (calculated losses, transportation, extra labor costs), they should be praised.  Otherwise, it is important to point out that the figure of 45,000 SDD does not reflect the group’s actual profits.
Tomato Vendor


Should she keep written records?  


What should she keep track of?  


How detailed should the written records be? 


Should she record every tomato? 


Should she simply record end of day sales?
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