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This booklet is intended to support the training of 
Workbook 1 of the Small Business Guide: “Setting-up 
Y O S ll B i ” d i i t d d f ithYour Own Small Business” and is intended for use with 
the session plan for the training (also available from the 
Reconxile website free of charge).  The materials work 
with either session plan, but the timings you will find in 
bold on the following pages are set for the 6 session plan. 
(Timings for the 4 day plan are in italics at the bottom of 
the text)
The following pages contain visual images that you will 
find useful in undertaking the training, and which are 
referenced in the ‘inputs’ column of the session planreferenced in the inputs  column of the session plan.  
Because the training is most likely to be undertaken in 
developing countries, the resources referred to have been 
limited to flipchart and blackboard (as per the picture on 
the left).
Wh bl kb d i h it i d th tWhere a blackboard is shown, it is proposed that you 
develop the image in front of the group.  This can of 
course also be done on a flipchart, but it may be best to 
use a re-useable resource rather than dispose of sheets 
of paper.
Where a flipchart sheet is shown, it is proposed that you 
prepare the visual aid beforehand and present it at the 
appropriate point in the training.  In all but one case the 
flipchart sheets can be saved and reused for subsequent 
training coursestraining courses. 
Associated with each visual aid are some motes on its 
use in the training (including which session in the session 
plan it relates to) and some space for you to include your 
own notes as appropriate.
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Session 1, 9.00: Please feel free to change what you 
pray for, and how the prayers are worded, to suit the 
it ti d th l t i isituation and the people you are training.

(4 Day plan – Day 1: 09.00)

Notes
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Session 1, 9.15: Stick this flipchart sheet on the wall 
somewhere, alongside the next three sheets.  Keep 
th i ibl th h t th t i i bthem visible throughout the training because you may 
need to refer to them when people get stuck in what they 
are trying to do or say
(4 Day plan – Day 1: 09.00)

Notes
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Session 1, 9.15: Stick this flipchart sheet on the wall 
somewhere, alongside the next two sheets and the 

i h t K th i ibl th h t thprevious sheet.  Keep them visible throughout the 
training because you may need to refer to them when 
people get stuck in what they are trying to do or say
(4 Day plan – Day 1: 09.00)

Notes
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Session 1, 9.15: Stick this flipchart sheet on the wall 
somewhere, alongside the previous two sheets, and the 

t K th i ibl th h t th t i inext one.  Keep them visible throughout the training 
because you may need to refer to them when people get 
stuck in what they are trying to do or say
(4 Day plan – Day 1: 09.00)

Notes
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Session 1, 9.15: Stick this flipchart sheet on the wall 
somewhere, alongside the previous three sheets.  Keep 
th i ibl th h t th t i i bthem visible throughout the training because you may 
need to refer to them when people get stuck in what they 
are trying to do or say
(4 Day plan – Day 1: 09.00)

Notes
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Session 1, 9.30: Scribble this one up so that people do 
not get confused about where they should go.  If people 
d t f d k th fi t h th th tldo get confused, ask them first whether they currently 
have a business, and then (if they do) whether it is 
successful, or (if they do not) whether they already know 
what sort of business they would like to set up.  The 
allocate them to the appropriate corner.  If everybody 
gets confused, split them first into two groups according 
to whether they currently have a business (left hand 
side) or not (right hand side), and then further split those 
groups by means of the other two questions.
(4 Day plan – Day 1: 09 15)(4 Day plan Day 1: 09.15)

Notes
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Session 1, 9.30: Explain that we are now going to 
organise mixed groups and do this by hand, selecting 

f f t i ht l ith b l f thgroups of four to eight people with a balance of those 
who have businesses/ideas/success and those who do 
not
(4 Day plan – Day 1: 09.15)

Notes
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Session 1, 9.30: This flipchart is simply a reminder so 
that each group knows what they are supposed to be 

i i th i i t d ti (It i f l tsaying in their introductions.  (It is very easy for people to 
forget if it is not written up)
(4 Day plan – Day 1: 09.15)

Notes
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Session 1, 10.15: This is simply a header for you to 
collect the main hopes and concerns from the group.  It 
i fli h t b ill ti k it th llis on flipchart because you will stick it up on the wall as a 
reminder of what we are working toward.
(4 Day plan – Day 1: 09.45)

Notes
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Session 1, 10.45: This is a sheet on which you can write 
down the times and dates of your training programme 
( d th ‘Wh ’ l th i ht h d id )(under the ‘When’ column on the right hand side).
(4 Day plan – not used)

Notes
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Session 1, 10.45: This is a sheet which simply 
reinforces the importance of projects, and warns 
tt d f th f th if th d tattendees of the consequences for them if they do not 

complete their exercises between sessions.
(4 Day plan – Day 1: 09.45)

Notes
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Session 2, 9.15: This picture is referred to in the session 
plan as ‘diagram of guitar-maker’s business’.  Although 
th di ill b diffi lt t d fli h t it ithe diagram will be difficult to reproduce on flipchart, it is 
worth persevering with because it summarises the whole 
course, and it is used many times within it.  The 
drawings do not need to be artistic, or indeed to focus on 
the guitar, but the loops need to be clear, and the images 
need to represent: somebody making a product (X), a 
customer, people (our staff and ourselves) receiving 
money to live on, tools used in manufacturing X, and 
materials consumed in manufacturing X.
(4 Day plan – Day 1: 10 05)(4 Day plan Day 1: 10.05)

Notes
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Session 2, 10.00: This can be done on the blackboard 
and rubbed off once people have taken on some of the 

d id (th t th did t i l h ) i t th igood ideas (that they did not previously have) into their 
own workbooks.
(4 Day plan – Day 1: 10.55)

Notes
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Session 2, 11.15: Please feel free to change what you 
pray for, and how the prayers are worded, to suit the 
it ti d th l t i i Esituation and the people you are training.  Encourage 

groups to pray out loud amongst themselves and to pray 
for whatever the Holy Spirit moves onto their heart 
concerning the selection of the ideas.
(4 Day plan – Day 1: 11.55)( y p y )

Notes
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Session 2, 11.40: Put this question up on the 
blackboard.  If the ‘guitar maker diagram you have 

t d i t ll f th d t (X) th lcreated is actually for another product (X) then replace 
the word ‘guitar-maker’ in the title with something more 
appropriate.
(4 Day plan – Day 1: 12.05)

Notes
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Session 2, 12.25: Put up these questions, and ask what 
other ideas the group has for how to start a conversation 

ith t d li t th l Y d twith a stranger, and list these up also.  You may need to 
tailor the initial questions to better suit the culture of the 
are you are doing the training in.
(4 Day plan – Day 1: 12.20)

Notes
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Session 3, 9.00: This flipchart sheet will be used on 
each of the mornings for days 2, 3 and 4 and so putting it 

fli h t h t ill ff t i th lon a flipchart sheet will save you effort in the long-run.
(4 Day plan – Day 2: 09.00)

Notes
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Session 3, 9.35: This process flow chart is taken from 
the guide.  You may find it easier to lay out the boxes on 
th fli h t fi t d th it i th b (tthe flipchart page first, and then write in the boxes (to 
manage the space available).  You might also like to 
miss out the odd process step so that they can see that 
there are steps missing (and in that way demonstrate the 
value of the process map).
(4 Day plan – Day 2: 09.35)

Notes
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Session 3, 9.35: Please feel free to amend this list as 
you see fit, it was compiled by somebody who is yet to 
f ll i t th h f U d bi itfully appreciate the charms of Ugandan biscuits.
(4 Day plan – Day 2: 09.35)

Notes
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Session 3, 9.35: Like the flowchart, this flipchart sheet is 
fairly complicated and is best not undertaken when 

d th f t i i t hiunder the pressure of a training group watching your 
every move.  Also like the flowchart, it would be useful if 
they can see that there are pieces of information missing 
(which in this case there are – table and pin to roll out 
the dough; ‘doing better’ in the last two rows) and in that 
way demonstrate the value of the process step table.
(4 Day plan – Day 2: 09.35)

Notes
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Session 3, 10.00: Because there are three or four 
cycles of reviewing process plans, it is good to have 
th ti i d t th f h tthese questions up as a reminder to the group of what 
they are looking at for each cycle.
(4 Day plan – Day 2: 10.00)

Notes
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Session 3, 12.00: Add on items to this list as they are 
called out from the room.
(4 Day plan – Day 2: 12.00)

Notes
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Session 4, 9.30: The quiz can either be put up on a 
flipchart, or can be read out one question at a time 
(l i ti f th t di d th i(leaving time for the groups to discuss and agree their 
answers in between.  The answers can all be found in the 
workbook, and they are: 1. expenditure greater than 
income 2. fixed and variable 3. fixed, variable, fixed, 
variable (or start-up) 4. profit or loss (both answer 
required!) 5. wastage and loss 6. operating costs until the 
business reaches break-even 7. approximately one 
quarter (25%) 8. the sales quantity at which your income 
(revenue) balances your outgoings (fixed and variable 
costs) 9. Up to your judgement…
(4 Day plan – Day 3: 09.30)

Notes

Note on Accountants puzzle.  The 
common error on answering this puzzle 
i t f ll i t th t f ddi th $2 tis to fall into the trap of adding the $2 to 
the $27.  The $2 was ‘revenue’, not 
‘expenditure’, and therefore should be 
subtracted from the $27, giving $25 –
which is the same sum as was 
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Session 4, 10.00: Simply draw in the piles of coins and 
overlay them with R, C and P.  The coins do not need to 
b t ti ti l l k t h t thbe too artistic, as long as people can work out what they 
are.
(4 Day plan – Day 3: 10.00)

Notes
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Session 4, 11.50: Draw the axes of the graph as shown.  
Explain that the distance sideways represents different 

t f bi it ld h k d th di tamounts of biscuits sold each week, and the distance up 
the graph represents the money involved.  Explain that 
the packets of biscuits are sold at $0.10 (10c) per pack, 
and ask what income we would get if we sold 200, 400, 
600, 800 & 1000, and plot the income line through those 
points.  Then explain that our fixed costs (our salary) is 
$30 per week.  Ask them how much our fixed costs 
would be if we sold 200, 400, 600, 800 & 1000 (trick 
question – it stays the same) and plot the fixed costs 
line.  Then explain that our supplies (variable costs) work 
out at 4c ($0.04) - per packet, and ask how much our 
total costs will be at 200, 400, 600, 800 & 1000 packets 
($38, $46, $54, $62, $70) and plot these on the graph, 
and then draw the total cost line through these points.  
Draw a circle where the lines cross over each other, and ,
explain this is the point where our income meets our 
costs, anything to the right and we make money, 
anything to the left and we lose it.  Draw a dotted line 
down to the axis (it should intersect at 500 packets) and 
explain this is our break-even pointexplain this is our break even point.
(4 Day plan – Day 3: 11.50)

Notes
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Session 4, 12.10: Set out the cashflow table on the 
blackboard, filling in only the white numbers shown.  Ask 
th b d th bi it k d i ththe group, based on the biscuit maker we used in the 
break-even diagram what the expenditure will be for that 
many sales of biscuits – the answers should be the pink 
numbers (e.g. in column 3; for $25 income we sold 250 
packets of biscuits, which means our variable costs 
would be $10 added to our fixed costs of $30 gives us a 
total expenditure of $40 for that week.  Ask them then, if 
we took out a loan for $80, what our likely monthly 
repayments would be ($20) which amounts to $5 per 
week which we can fill in on the ‘Loan repayment’ row.  
We can then fill in the rest of the figures.
(4 Day plan – Day 3: 12.10)

NotesNotes
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Session 4, 12.10: Fill in the rest of the figures in each 
column by adding the income to the opening balance, 

d th bt ti th dit d th tand then subtracting the expenditure and the repayment, 
and writing the answer as the closing balance, and then 
copying the closing balance to be the opening balance of 
the following week and continuing the process for the 
next column.  Get the group to help you by shouting out 
the answers as you go through it.  Point out that it wasn’t 
so difficult to do a cash-flow table – it just looks 
complicated.  But then circle the minus figure in the 
bottom row, and ask what this means.  Point out that 
without money you can’t buy more supplies (arrow and 
circle around the 66) and without supplies you can’t 
make and sell product (arrow up to the 90 and cross it 
out)  Then scribble out columns 4 and 5 for effect, and 
explain that as soon as your cash flow goes negative, 
everything else is just a dream – all that lovely profit in y g j y p
the future will never happen!  
(4 Day plan – Day 3: 12.10)

Notes
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Session 5, 9.25: Write these descriptions in the corners 
of the blackboard in order that people know which corner 
f th t t ( i th bl kb d fof the room to go to (using the blackboard as a map of 

the training room)
(4 Day plan – Day 4: 09.25)

Notes
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Session 5, 9.40: Add on items to this list as they are 
called out from the room.
(4 Day plan – Day 4: 09.40)

Notes

Recon  le Recon  le © Reconxile 2006

31



Session 5, 11.00: These principles are shorter than the 
ones in the guide in order that they can be written on a 
fli h t i l ( bl l ) itiflipchart in clear (reasonably large) writing.
(4 Day plan – Day 4: 11.00)

Notes
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Session 5, 12.00: The layout of this poem in the first 
four lines is intended to look like a dialogue between two 

l d th h t d i th fifth lipeople, and then a shouted response in the fifth line 
(achieved by the use of capitals).  The point of putting 
the poem up is that starting up in business does need a 
push, but if they push themselves then they really can 
fly.
(4 Day plan – Day 4: 12.00)

Notes
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Please photocopy and hand out to each participant

Please circle most appropriate description:

Everything A large Some useful Very
I need amount points littleI need amount points little

Excellent Good Average Poor

Excellent Good Average Poor

Vitally Very Somewhat WasteVitally Very Somewhat Waste
important useful useful of time

Vitally Very Somewhat Waste
important useful useful of time

Please add any further comments, either to expand on your 
answers above or on anything else.
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Session 6, 09.25: Flipchart to record a list of issues and 
topics that the group might want to discuss in the follow-

iup session.
(4 Day plan – not used)

Notes
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