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INTRODUCTION

Financial Education for Adolescents

Adolescents are on the edge; they stand at the gateway to adulthood and a future full of responsibilities about which they know little. They stagger between dependence on childhood caretakers and the independence craved by adolescents. They fear what they want. They are experimenting with new social relationships; they are assuming more financial responsibilities; they are increasingly exposed to consumer decisions and vulnerable to the influences of marketing. This tumultuous period is also the critical time for adolescents to face their future and begin preparing for the economic roles they will assume as adults. Drawing their attention to managing money and building assets can help them protect themselves and expand their opportunities. This is the role of financial literacy.
Importance of financial literacy for Adolescents
At basic level, financial education focuses of concepts of money and ways to manage it well. It promotes regular saving, wise spending and ways to the most of one’s resources. These skills serve as a foundation for adolescents who are transition from dependent roles to independent roles in financial management. They are shifting from dependence on family support from parents or other relatives to earning their own money and making independent financial decisions. At a very basic level, they must know how to handle themselves, pursue income opportunities, pay their expenses, and plan for future. However, these basics evolve quickly as the future arrives fast. With partnerships, marriage and household formation, they may shift, still at a young age, to joint decision-making. They take on additional responsibilities and face increasingly complicated negotiations regarding employment, shelter and relationships.

Thus, to be prepared for financial responsibilities of adulthood, adolescents need knowledge and skills to manage not only day-to-day expenses, but life cycle needs as well—education, marriage, and children. They need knowledge and skills to use financial services that can help them reduce vulnerability and build wealth.

These are skills that adolescents need now and every day of their adult lives. An investment in financial literacy for adolescents sets the stage for the many changes that are coming. It will increase their ability to manage money, their confidence and their readiness for the future. Financial knowledge can open up new opportunities to work, build assets, and save. Access to and control over savings can help adolescents to protect against, mitigate, and cope with many risks associated with adolescence by providing resources to draw upon in times of need.
Financial education/ literacy is a complete training course to prepare adolescents and young people for the financial responsibilities of adulthood, providing them with knowledge and skills to transition from economic dependence to independence. The first topic focuses on financial planning, with an emphasis on saving and budgeting. The second topic covers basic information about financial services, exploring both formal and informal ways to save and borrow. The learning activities in the third topic help participants develop the communication skills necessary to manage what can be difficult conversations about money. Finally, the fourth topic provides opportunities for adolescents to consider both self and wage employment options. The training activities in this module will help adolescents to manage daily expenses, opportunities and risks, as well as plan for life cycle needs.
Financial Education is important for anyone who makes decisions about money and finances. Adolescent girls, although often not seen as the main financial decision makers in their household, are constantly making decisions about spending and earning money. Incases of emergency, it is often adolescent girls that are called upon to contribute financially to the household. Because their spending and earning patterns are usually irregular, coupled with disempowerment resulting from a range of cultural, societal, gender, and economic factors, adolescent girls often engage in an array of risky behaviors so that they can fulfill their financial needs and expectations.

Financial Education has the ability to instill in adolescent girls, before they assume complete financial responsibility over themselves and their households, skills in budgeting and financial planning, an appreciation for the importance of saving both to meet financial goals as well as for emergencies, and awareness of how they make money and how to use it wisely.

It is an opportunity to learn basic skills related to earning, spending, budgeting, and saving. It can help people identify their goals and the steps that they need to achieve them. Therefore, this training can have life-long rewards.
Course Focus

Attaining knowledge and skills to make financial decision and managing money as well as using it efficiently.

Course Objective
On completion of the course, the participants will be able to:

· Make a financial plan
· Explain importance and ways of savings 

· Clarify the financial services

· Explain BRAC Micro Finance

· Negotiate properly

Major Contents 

	Managing Money/ Budgeting

· Financial planning

· Cash inflow and outflow

· Budgeting
	Saving 

· Importance of savings

· Setting savings goal

· Ways of savings

· Savings for emergencies

	Financial Services

· The sources of finance

· Banking 

· Borrowing

· BRAC Micro finance 
	Financial Negotiation 

· Steps taken in negotiation

· Communication 



	Earning Money

· Self-Employment 

· Wage Employment
	Accounting

· Operating Information
· Financial Accounting Information
· Managerial Accounting Information
· Financial Measures
· How to make profit?

· How to calculate profit?

· The Importance of Accounting for Small Business Startups

	Customer care

· Rules for good customer service

· Steps to remarkable customer service
· Skills for attracting and maintaining Customers 
· The importance of customer service
	· 


Course Designed for: Adolescents,  Duration:  05 Days 

Methodologies 

· Lecture followed by discussion

· Brainstorming 

· Small Group Discussion

· Case Study
Materials 
· Notebook

· Pen

· Flip chart 

· Marker
· White board 

· Board marker
· Handout
· Tape 

· VIPP card

· VIPP board

Evaluation Process

There will be an in-built process of monitoring different sessions, Pre and Post-Test.
COURSE SCHEDULE

Day – 01

	#
	Time
	Topic
	Responsible Person

	01
	09:00–09:45
	· Course Introduction 

· Objectives

· Knowing each other
	

	02
	09:45-10:00
	· Expectation

· Fears

· Group formation and 

· Norms setting
	

	
	10:00-10:30
	Health Break
	

	03
	10:30- 11:30
	· Need assessment/Pre-test
	

	04
	11:30-01:00
	Budgeting:

· Definition and categories

· Definition of a financial plan

· Cash flows in and out

· Steps for making a budget 

· How to make spending decisions 

· Challenges/difficulties of budgeting and strategies to address them
	

	
	01:00-02:00
	     Lunch Break
	

	05
	02.00–04:00
	Savings:

· Definition of savings

· Ways of Saving 

· savings plan

· Rules of saving

· Benefits of savings

· Goal of savings

· Risk and challenges of savings
	

	06
	04:00-04:30
	· Review of the sessions and closing the day
	


Evening Assignment: Group work and presentation preparation on flip charts

Day—02 

	#
	Time
	Topic
	Responsible Person

	07
	09:00-09:15
	· Morning reflection and Review
	

	08
	09:15-10:00
	Financial services:
· Definition and examples
· The sources of finance
	

	
	10:00- 10:30
	Tea Break
	

	09
	10:30-01:00
	Financial services:

· Sources of borrowing 

· Types of financial products

· Financial vocabulary
	

	
	01:00-02:00
	Lunch break
	

	
	02:00-02:30
	· Continuation ………
	

	10
	02:30-04:00
	Banking: 

· Definition 

· Advance and disadvantage of banking 
	

	11
	04:00-04:30
	· Review of the day, feedback and day closing
	


Evening Assignment: Group work and presentation preparation on flip charts.

Day -03

	#
	Time
	Topic
	Responsible Person

	12
	09:00-09:15
	· Morning reflection and Review
	

	13
	09:15-10:00
	BRAC Microfinance:

· Definition of microfinance
· Group formation
· Group discipline 

· Important rule of microfinance 
	

	
	10:00-10:30
	Tea Break
	

	
	10:30–11:30
	· Continuation ………….
	

	14
	11:30-01:00
	Financial Negotiation:

· Definition

· Categories

· Challenges

· Steps taken in Negotiation
	

	
	01:00-02:00
	Lunch
	

	
	02:00-03:00
	· Continuation ………………
	

	15
	03:00-04:00
	Communicating:

· Definition of communication 

· Types of communication 

· Dos and don’t dos of communication 

· Communication skills

· Effective speaking techniques 

· Rules for active listener
	

	16
	04:00-04:30
	· Review of the day and feedback
	


Evening Assignment: Group work and presentation preparation on flip charts.

Day -04

	#
	Time
	Topic
	Responsible Person

	17
	09:00-09:15
	· Morning reflection and Review
	

	18
	09:15-10:00
	Earning Money: 

· Economic activities

· Personal qualities and skills 

· Self-Employment
	

	
	10:00-10:30
	Tea break
	

	19
	10:30- 01:00
	Earning Money: 

· Wage employment
· Job categories

· Advantages and Disadvantages of self- and wage employment (presentations)
	

	
	01:00-02:00
	Lunch
	

	20
	02:00-02:30
	Earning Money: 

· Gender stereotypes

· Career choices
	

	21
	02:30-04:00
	Accounting:
· Types

· Categories
	

	22
	04:0-04:30
	Review of the day and feedback
	


Evening Assignment: Group work and presentation preparation on flip charts.

Day -05

	#
	Time
	Topic
	Responsible Person

	17
	09:00-09:15
	· Morning reflection and Review
	

	18
	09:15-10:00
	Accounting:
· Financial measures

· Importance of accounting

	
	10:00-10:30
	Tea Break

	19
	10:30-01:00
	Customer care:

· Rules of customer care
· Tips for managing competition of CC

· Steps to remarkable customer care services

· Skill for attracting and maintain customer

· Importance of customer care

	
	01:00-02:00
	Lunch

	20
	02:00-04:30
	· Review of the hole courses

	
	03:00-04:00
	· Post test /evaluation 

	05
	04:00-04:30
	· Post commitment and close the training course


FINANCIAL LITERACY
Definitions:

Financial literacy is the ability of individuals to make appropriate decisions in managing their personal finances. It focuses on concepts of money and ways to manage it well and promotes ways to make the most of one’s resources. 
These skills serve as a foundation for young people who are in transition from dependent roles to independent roles in financial management.

Financial literacy could also mean knowledge of basic financial concepts and the skills and attitudes to translate this knowledge into improved financial behaviors i.e. improvements in financial knowledge, skills and attitudes should contribute to changes in financial, or should contribute to changes in financial behaviors, or the way someone acts or responds to a situation or event. [Knowledge; is what the person should know or what information is required to adopt the desired financial behavior.

Skills; are what the participant (one) must be able to do to adopt the behavior.

Attitudes: Are thoughts, feelings, and opinions that support the behavior.]
General importance of financial education for adolescent 
· To prepare adolescents for transition from economic dependence to economic independence.

· To reduce adolescents’ vulnerability to economic pressures, by improving their awareness of financial options and strategies.
· To provide adolescents with the knowledge, to take control over their financial decisions and deal with financial stress.
· To strengthen self-esteem

· To establish the foundation for managing money more effectively, and building savings and assets.

1. BUDGETING:
Definition of budget

A budget is a summary of estimated income and how it will be spent over a defined period. 
A budget is an important tool for learning how to manage money. It is a plan that divides the money you have into how you are going to spend it and save it in a certain amount of time.
To make a budget, you need to know how much money you have coming in and how you want to spend it in a certain period. Making a budget is organizing how you spend your money.

There are 2 categories of budget:-

i) A fixed budget; is a budget which shows income/costs for a single level of activity (usually budgeted).
ii) A flexible budget is a budget, which, by recognizing different cost behavior patterns, is designed to change as the volume of activity changes. A flexible budget is a set of fixed budgets for various levels of activity, or ranges of activity levels.

FIGURE 1: SAMPLE BUDGET 
	Budget Items
	Amount (estimated average per a week or month)

	Income
	

	After school job
	

	Allowance 
	

	                              TOTAL INCOME
	

	Expenses
	

	Necessary 
	

	       Food 
	

	       Transportation 
	

	        Health 
	

	        Education 
	

	Discretionary
	

	        Entertainment 
	

	savings
	

	                      TOTAL EXPENSE
	

	           TOTAL SURPLUS/ DEFICIT
	


Note:

· A surplus is the amount of money or quality of goods that remain when use or need is satisfied
.
· A deficit is a shortfall in the amount of money or other good that is needed.

Definition of a financial plan

Is a tool to help you decide how to earn more and use your money to achieve your goals. In order to make an effective plan for managing money, it needs to include both income and expenditure.

However, adolescent girls have many different things that they need money for, and different girls can have very different situations. For instance; 

Some girls need money for clothes, school fees and books, food for the home, house rent transportation and many others. Very often, girls do not have enough money to meet all these needs and wants. But a financial plan could help reduce or avoid financial stress through the following ways:-

· Helps to keep track of money that you make and spend
· Helps to be disciplined about spending money. 

· Helps to have a little savings for emergencies or unexpected expenses
· Helps to feel less stress
· Helps prevent mis-spending of money. 

Cash inflows and outflow:
There are different ways that you get money and spend it. When you understand how your money comes in and goes out, you can plan better about how to save and spend wisely.

Some of the common sources of income could be; small businesses, from boyfriends, rents, aunties, uncles, bank loans, selling one’s property etc.

Ways of spending include; school fees, food, making hair, clothes, medical services etc.

 Types of income and expenses:

 Income: 

Regular income- income that comes at regular intervals, and regular amounts; i.e. weekly salary, weekly allowances for lunch and monthly salary/ stipend.

Irregular income- income that you do not know when to expect, i.e. income from occasional work, money from a business that does not have regular clients, etc

One-Time income- Income that you get only once. I.e. when you sell something you own, gift, inheritance.

Expenses:
Everyday expenses- things that you buy on a daily basis i.e. transport, lunch

Monthly expenses- things that you pay for once a month i.e. house rent, pads etc

Expected future expenses- things that you don’t have to pay for now, but know that you will have to pay for them one day and know when you will have to pay for them, i.e. school fees for children, wedding

Unexpected future expenses- things you will have to pay for in the future but do not know when they will happen, i.e. medical emergencies, burial expenses etc.
Steps for making a budget
· Estimate your expected income over an average week or month, allowances, gifts or other sources. Figure out how much money you make from each of the different ways you make money.
· Estimate your expected spending over the same period. These include necessities such as rent, school fees, food, clothing and transportation; and discretionary items such as entertainment. think about your goals both in the long-term and short-term 

· List all expenses and amount needed for each one
· Estimate the amount you expect to save every week or month.

· Make sure your expenses are not more than your income

· Review and change as needed

THANK
YOU!!
Making Spending Decisions

Need: Something that is a basic necessity- something you have to buy now.

Want:  something that is not a basic necessity for survival- something that you can wait to buy.
Adolescent girls and people in general, often need more to pay for the things they need and want than they actually have. One way to deal with that situation is to decide not to buy some of the goods or service that you had planned on, or to decide to buy them later. However, making the decisions on what to buy and what not to buy is not always simple.
	Type of Expense
	Value

	1. Transport

2. School supplies

3. Video Games

4. Snacks 

5. Clothes

6. Savings
	200
300
40

30

100

10


Figure 3: Expenses
Challenges of budgeting, and strategies to address them
· Limited resources/money
· Lack of knowledge and skills to prepare proper budget

· It does not involve all the stake holders
· Budgets tend to be rigid/ not flexible

· Limits the thinking of the people

· Difficult to satisfy everyone
  Strategies include the following;
· Plan properly by first identifying the objective of the budget, sources of funds, stakeholders, main expenditure areas etc
· Make the budget flexible by building a cushion on it
· Review the budget continuously
· Communicate the outcome of the budget to the stakeholders regularly.

2. SAVINGS:

Definition: Savings is money that is put away now for use in the future. It could also be investments in jewelry, animals, or land that can be sold when cash is needed. Savings are essential for good money management. People save by putting money aside when it comes in, spending less when it comes in, and spending less when it goes out.
 Reasons why people save:
There are 4 categories of general reasons why people save and they include;

a) Meet financial goals. Most of us have dreams or wishes about things we want to buy. In the short term, you might want to buy a cell phone; in the longer term, you might want to own a business. You can meet financial goals like these by saving money on a regular basis.
b) Family/household needs like food for home, house rent, television, radio etc

c) Take advantage of future opportunities. When an opportunity arises—such as the chance to go to school, start a business or get a good deal on a purchase you want to make – you can use your savings to take advantage of it.
d) Deal with emergencies. Unexpected emergencies such as sickness, burial, fire outbreak, theft, accidents etc usually mean unexpected expenses that can cause financial hardship. Savings can help to deal with these expenses. Without them, you may have to borrow money and work extra hard to pay back the loan. Your savings will help you respond to the emergency, allowing you to get back on your feet faster.
Ways of Saving:
Do you really want to be able to manage your money well? Find the discipline to save, and make it a habit.

· Save regularly. Try to save something, even a small amount, every day or week. When you put money into your savings on a regular basis it will become more automatic. Even small amounts add up. Develop this habit when you are young and it will become easier as you get older.
· Have patience. Remember, it will take time to reach your financial goals. But when you do experience progress towards attaining a goal, you will realize that you have the power to control your spending and work towards achieving what you want.
· Open a savings account with any of your favorite bank, and where you can earn interest.
· Join a group that helps each other save
· Ask people who already save for advice and support
· Stretch the money that one has or is given and save what is left over.
· Take stock of your savings plan. Regularly check the amount you have saved and the amount you have to fall back on in emergency and/ or how close you are to your goal. This is the best way to see how the small amounts you put aside grow into larger savings. When you have saved enough to feel more secure or meet a financial goal, you will be motivated to keep saving!
Meet Financial Goals with a Savings plan

Having a financial goal will motivate you to save. Each person’s goal will be a little different. It is important to save for the things, which are most important for you. A savings plan guides the way you manage your money so that you can meet your financial goals. The following steps will guide you in developing a savings plan. 

1. Decide on a financial goal: something that you want to save for.

You can think of your personal financial goals as short-term or long-term. Short-term goals concern things you want or need immediately or in the next few weeks or months, like a new pair of jeans. Long-term goals involve things you want or need in a year or more. E.g. buying a motorcycle

2. Calculate your savings target: the amount you need to save over a period to meet your savings goal.

E.g. the tuition for the training program is 20000= and you have 10 months to save that amount. You must save 200 each month. This is your savings target.
3. Make s savings plan to help you meet your savings target: Look at the amount of money you expect to get each month, including money you earn, allowance from your parents and gifts. Calculate the amount you could put aside towards saving for the course tuition

The Rules of Savings:
1. Decrease your expenses to find money to save.

2. Increase your income to have a little extra to save

3. Save something everyday or every week 

 Benefits of Saving:
· It helps us prepare for the future

· For emergencies

· For unexpected expenses

· Enjoying pleasures in life in a later age.
 Setting savings goals:
Many adolescents have different kind of goals like educational goal of finishing secondary school or completing a certain training course. In the same way, they can set goals to decide what they want to save for.

There are two categories of goals;
1) Short-Term goals

These are goals that you want to achieve in the next month or two i.e. saving money to buy a new pair of shoes by the end of the month.
2) Long-Term goals

These are goals that you want to achieve a year from now. I.e. start your own business, or save enough money to go for a certain vocational course.

Types of places to save
A formal savings institution is regulated by a government agency, like a bank. Often, formal saving services earn what is called interest. That is, you earn a bit of money for keeping your savings in a formal account. Some formal institutions insure savings. That is, if the institution loses your money, the government will give you your money back. However, formal places often charge fees for using their services and have a minimum amount of money that you need to open account and keep in the account.

Semi-formal savings methods fall in the middle between formal and informal. Semi-formal savings institutions offer organized services but are not supervised or regulated by the government. They include merry-go-rounds, moneylenders, village banks, and other micro-finance groups. Women in groups like merry-go-rounds control who joins the group and decide how much money each member will save each week or month with the group and how the group’s savings will be distributed among them.

An informal way to save is a way that you manage yourself, usually at home. You may keep your savings in cash, jewelry, or livestock. This kind of savings does not have any regulation or participation with the government or a group.

	Formal
	Semi-Formal
	Informal

	􀂃 Bank

􀂃 Regulated MFI (micro-finance institution)

􀂃 Post Office (Post Bank)


	􀂃 Groups: merry-go-rounds, savings and credit associations, village banks, self-help groups

􀂃 Savings collector

􀂃 Money lender

􀂃 Some micro-credit groups
	􀂃 At home (in cash) – i.e. home bank, mattress bank, hole in the ground

􀂃 In kind (jewelry, livestock, land, etc.)




	Savings Service
	Advantages
	Disadvantages

	Formal
-Banks

-Post Bank

-Regulated MFI (micro-finance or credit organization)


	􀂃 Cannot be stolen

􀂃 Less temptation to withdraw and spend

􀂃 May earn interest

􀂃 Access to other savings products (certificates of deposit, current account, pension funds, etc.)

􀂃 Helps to manage money
	􀂃 Minimum deposit required to open account may be barrier

􀂃 Do not always have quick access to cash

􀂃 May charge fees

􀂃 Long lines and delays inside bank

􀂃 Can be confusing

􀂃 Less accessible to those who cannot read and write

􀂃 Must be 18 and have National ID to open account on your own

	Semi-Formal
Savings with group (village bank, non-regulated savings and credit association, etc.)

Merry-go-Round

Savings collectors

Money lenders
	􀂃 Easy access

􀂃 Savings often linked to credit

􀂃 May earn small interest

􀂃 Group rules about frequency and amount of deposits encourages saving

􀂃 Builds discipline
	􀂃 Safety not guaranteed

􀂃 May or may not earn interest

􀂃 May have limited or no access to loans

􀂃 Limited access to savings or withdrawals subject to group approval

􀂃 Depend on group

	Informal
At home (in cash)
In kind (jewelry, livestock, land, etc.)


	􀂃 Easy access
􀂃 Value might increase over time

􀂃 Must sell to access cash—decreases temptation

	􀂃 Not safe – i.e. can be stolen or burnt in a fire

􀂃 Easy to be tempted to spend on non-essential items
􀂃 Difficult to sell quickly in case of emergency

􀂃 Value could decrease over time

􀂃 Risk of theft or death (in case of animals)


NOTE: Banks and other formal financial service providers are usually the safest place to put your money. They offer different types of savings accounts to meet a variety of savings needs and goals. Increasingly, banks offer convenient automated teller machines (ATM) that give you access to your account all the time. Banks are not only for rich people. While you generally do need minimum amount of money to open an account, that amount may not be as high as you expect. However, banks may also charge fees for transactions that can add up to a lot of money. Find out everything you can about the bank’s policies before opening an account.
 Risks and challenges of saving in general
· Other people in your life are the major challenges to your saving. i.e. your family members, boyfriends, or friends.

· Exposure to loss through theft incase money is kept at home and incase a bank collapsed.
· Low income- some people earn very low income which may not even be enough for their basic necessities.

· Infrastructure is not favorable/ conducive i.e. the banks require high minimum balance, high bank balances

· Poor developed banking sector to mobilize savings i.e. most banks concentrate in urban areas where formal sector is and the poor do not receive the services.
· Mistrust in local savings associations; for instance one or two of the members may run away with the money or refuse to contribute her share.
· Social problems like over dependence from family members, friends, sicknesses and also poverty.

· Culture of saving is very low; some people do not believe in savings

However, you can overcome by improving on your ability to talk about savings issues and seeking advice on how to save.
3. FINANCIAL SERVICES:
Definition:
Financial services are services provided by formal and informal institutions/groups that deal in monetary terms and provide monetary services to the people who need it; 
· The main difference between formal and informal services is that formal services are regulated by the government and charge for both their savings and lending services while informal services operate largely on the basis of trust between members.

· Formal savings have some minimum requirements, but money tends to be more secure while informal saving services are more convenient but less secure.

· Borrowing is useful for an emergency or to make a good investment, such as to expand or improve a business. 
 Examples of Financial services

 Formal

· Banks                                                                      
· Post offices
· Credit unions

· Cooperative banks

· Microfinance institutions

· Savings and loan associations
Individual account at bank, post office, credit union
	Money held in a locked safe in a secure building 
	Different types of savings accounts to choose from

	Fees charged for most transactions (for instance, withdrawals)
	Regulated by government 


 Informal

· Rotating Savings and Credit Associations (ROSCAs)

	Group of friends or relative usually in the same community

	Members deposit same amount each month into a group account

	The money collected goes to a different member each month

	Members often decide to save in this way for a specific goal


· Money lenders
· Self-help groups

· Village banks

· Savings clubs
	Friends or family save as a group
	One account for all members at bank
	Each member has record of deposits to group account
	Club members set rules for withdrawal of money


The Sources of finance:

· From one’s personal savings

· Bank loans

· Sale of one’s property

· Donations 

· Pooling of resources
What are the sources of borrowing for young people?

1. Parents/Relatives
Merits

· Low risk. Since your parents or other private lenders can count on your personal commitment to repay the loan sooner or later, even if the original repayment schedule needs to be re-adjusted, they would be taking on a very low risk when they loan you money.
· Borrowing from someone you know well carries benefits for you too. Among them, a flexible repayment schedule may be the most palpable: unlike banks which require a pre-set monthly payment schedule.
· Family members are generally more lenient than banks, and may not even ask you repay the money they lend you until you are ready. 

· Most family loans are interest free. You pay back what you borrowed and nothing more. 

· If your business goes sour, chances are your relatives will be understanding, whereas other creditors will do everything possible to ensure that you live up to your contractual obligations.
· The infrastructure costs (such as physical branches) inherent in traditional bank lending models are not there.
· Borrower directly controls the allocation of his or her own capital.
Demerits

· Business owners that borrow from relatives are often pressured into listening to suggestions and advice that may not always be sound. 
· Financial disputes can have devastating repercussions and ruin personal relationships. If things don’t go exactly as planned you may end up causing irreparable damage to the bonds you have with your loved ones. 
· Borrowing from family may be detrimental to your self-esteem. Many people who depend on others for financial support feel bad about the fact that they are not fully self-sufficient. This lack of confidence can hurt your business as well as your feelings. 
· If your business does manage to succeed, your family will probably be just as thrilled as you are. Failure on the other hand, may leave you guilt ridden for a long time. 
2. Friends

Merits 

· Family and friends also will not charge you loan application fees, which can amount to thousands of dollars at institutional lenders.
· Borrower directly controls the allocation of his or her own capital.

Demerits
· The relationship might be jeopardized if one fails to pay back.
3. Savings

Merits

· no interest rate
· easily available
· can be used at anytime

Demerits

· In case of a loss, there is no else where to turn to.

4. Financial institutions

Merits

· Provision of financial advice.

· Easily accessed within their working time.

Demerits

· There is interest fee charged which might be charged.

· Long periods taken to process the loan.

· A lot of documentation needed before loan is given.

· Collateral needed

· A person has to have a running business.

Types of Financial Products in Financial institutions.
a)    Savings Account
· A place where you put your money

· Often require a minimum deposit and may earn interest

· Different accounts are tailored to short- or long-term goals

· Interest rate varies with kind of account and amount of time money is kept in the account

· Saver has to be over 18 or with a guardian to open an account
b) Loans
· Money that is lent to a client for various purposes

· Type of loan and length of loan vary with the purpose, for instance;
-the loan from a friend is more casual, does not include interest or collateral

-the loan from a bank is bigger and more appropriate for an established business. The bank has a formal application process, including an application fee, and requires collateral.

-the loan from the microfinance institution seems like middle ground between the other 2. There are requirements—for joining a group, saving and co- guaranteeing group members—but the whole process seems friendlier and more suited to people who don’t have a lot of money
· Must make regular payments to lender to pay back your loan

· Consequences incase one does not make loan payments

· Often have to pay interest so you end up paying back more money than you borrowed

· Not available for those under 18 years.

c) Money Transfers
· Ways of transferring money from an account to a designated recipient- e.g. money orders through the post office or sending money through a bus company
Financial Vocabulary
Loan 

A loan is money that borrower can use temporarily. After a defined period of time, the money is replayed to the owner, or lender.

Principal

The original amount of the loan, before including interest.

Interest

An amount of money that is charged on a loan- or an amount of money that is earned on money left in a savings account in a bank.

Long Term

The period that the borrower has to use the loan money and repay it.
Collateral

An item of value that the borrower pledges to the lender in case he is unable to repay his loan (could be land, vehicle, savings, etc).
[[[
Guarantor 

A person who will repay your loan in case you can not pay; this person may be required to co-sign your loan agreement with the lender.
Deposit 

When you put money into your account

Withdrawal

When you take money out of your account.
Bank Fees

Money that the bank charges for using the bank services- such as taking out money, going below a minimum balance, or simply on a monthly or yearly basic
Passbook 

A small booklet that has your name, account number, and a record of the money that you have put in to, and taken out of your account.

Minimum balance

The smallest amount of money that should be kept in a savings account. This can be different from bank to bank or between different types of accounts.
Minimum Deposit Requirement

The smallest amount of money that is needed to open an account. This can be different from bank to bank or between different types of accounts.
Banking
 Definition;
· A bank is a business that offers services to its clients that include a place to keep their money and a place to borrow money. A bank is a formal institution that is regulated by the government.

· Banks take in money from depositors- clients who save at the bank and lend money to borrowers.
· It pays the saver to deposit her funds (in form of interest paid on the amount of savings) but charges the borrower for using its funds (in form of interest on each loan).
· It also earns money from the fees it charges customers for most bank transactions, including application fee on loans, withdrawal fees, annual or monthly fees on savings account.
Myths and truths about banks
· You must be rich to use a bank [Myth: even though many banks do require a minimum amount of money to open an account, it is often possible for people who do not have a lot of money to open an account and benefit from banking services.]

· Banks are a safe place to keep your money [True: Banks are the most secure place to keep money. Many have secure premises and insurance to cover losses due to robbery.]

· Going to the bank to deposit or withdraw money takes a lot of time [True—sometimes: the queues inside banks can be very long. However, many banks now offer cash machines called Automatic Teller Machines (ATMs) through which clients can deposit and withdraw ant time.]

· Banks lend you money so they can take your TV when you fail to pay [Myth: Banks do make loans and sometimes the borrower may offer something of value to guarantee the loan in the case that he is unable to pay. But banks do not want the hassle of taking their clients’ valuable things]

· If a bank is robbed, you will lose your money [Myth: Banks usually have insurance to cover losses of this kind.

 Advantages of banking

· Banks mobilize money from those who have and lend it to the borrowers( those who do not have)

· Banks provide safe custody to people’s money and other documents

· The savers get interest from their savings

· The banks also provide financial advise to its clients

· They help in the implementation of the monetary system i.e. keeping the economy stable.
Disadvantages of banking

· The banks tend to concentrate on formal sector i.e. those who are working in the formal sector and leave out those who are poor.

· Most banks charge high interest rate on the loans hence reducing people’s access to loans.
· They also require security in form of land titles, trade license which most people may not have.

· Bank charges are quite high in most banks, making people opt to keep their money at home.

· Incases of mismanagement in the bank, people may lose their money when the bank gets closed.
BRAC Microfinance 
Loan Terms and Condition
1. Admission to groups is restricted for female only (Club Member).
2. Age of the members would be between 15 - 24 years. 

3. Membership fee is SSP 2 for one year and membership renewal is 1 SSP for another year, incase a group member looses her passbook she pays 1 SSP for a new passbook.

4. After admission but before disbursement if the member decides not to continue with the group, she must bring back the passbook to the respective branch office. Admission fee is not refundable. 

5. Loan will disburse after four weeks of regular attendance in weekly meeting timely. Attendance will be mandatory in every week

6. Loan service charge is 18% for six months 

7. Loan and its service charge will realize in equal 20 weekly installments during weekly meeting. 

8. 1% of loan amount will be payable as loan appraisal fee/ Loan processing fee. 

9. Loan security will be needed 15% for first loan and 20% for subsequent loan. During the loan period, a group member will not allow to withdraw this money. Nevertheless, incase of the second loan the group member will only pay the extra amount to the previous retained loan security. For example if the first loan is 400/= loan security will be 60/= and if the member is borrowing 600/= as second loan then 60/= will be deducted to reconcile with the first loan. 

10. Incase of loan security withdraw, the group member is supposed to apply and come physically to office. The member is supposed to ensure that she signs the loan security withdraw register.  

11. On time, repayment is a must for retaining membership and obtaining further loans. 

12. The borrower should use the loan amount only for business and income generating activities, which were mentioned on the loan application form. 

13. To pay installment there will not be any relation between profit and loss of the project where borrowed money has been invested. Member must pay her installment without showing any cause. 

14. In case of any installment missing by any borrower other members of her small group, Chairperson, Secretary & Cashier will be responsible for repaying the installment. 

15. To receive the sanctioned loan, members need to go to the branch office with their passbooks and receive the loan from the office by signing the loan disbursement sheet. 

16. After loan disbursement, the group member is supposed to count the money in front of the manager and the CO.

17. The borrower must pay the whole loan amount with interest through installments within the fixed time. If for any reason the loan is not paid back in the fixed time, it will automatically be transferred to the delayed loan category and the service charge of that category will be applied. Before the due loan is transferred to the delayed loan category, the borrower will be given a chance to adjust the due loan with the money accumulated as her loan security.

18. The passbook is not transferable from one person to another. The member whose passport photo appears in the passbook only keeps it. 

19. Ensure signature of the respective credit officer after every transaction in regard to every cash transaction like installment and membership renewal payment. 

20. Replacement of a member without the proper official admission procedure is strictly prohibited. 

21. Impersonation of an inactive group member is strictly prohibited. 

22. Transferring of the loan is strictly prohibited. This happens when a group member acquires a loan and borrows it to somebody else.
Group discipline:

Group is “the heart” of implementing the MF program. After setup the group, we have to know about the group discipline. Group discipline is what the group should have. Before group declaration;
· Meeting discipline

1. The CO should reach the meeting place at least 15 minutes before the starting time. 

2. After reaching at the meeting place CO will ring bell.

3. Member’s will come together at meeting place at least 5 minutes earlier

4. After reaching, members will sit in their specific line in U shape and the group leader will sit in front.

5. Cashier & CO will sit in front of member

6. The group meeting must start at prearranged time.

7. Member’s will recite 10 promises together 

8. CO will call attendance of them.

9. As per their needs CO will discuss one massage among them from Important 16 messages.
10. CO will make loan proposal after taking voice vote if member’s has any loan proposal
· Credit discipline

1. Collection (installment and savings) will start small group wise through the small group leader. 

2. Cashier will collect money from small group leader and CO will make the necessary entries in the passbook and collection sheet.

3. After finished their collection CO will count money as per collection sheet.

4. Cashier will give same amount to CO

5. CO will make note figure at opposite page of collection sheet.

6. The Group leader must sign the Collection Sheet after the completion of the collection. 

Interest rate

Definition
A rate, which is charged or paid for the use of money. An interest rate is often expressed as an annual percentage of the principal. It is calculated by dividing the amount of interest by the amount of principal. Interest rates often change as a result of inflation and Federal Reserve policies. For example, if a lender (such as a bank) charges a customer $90 in a year on a loan of $1000, then the interest rate would be 90/1000 *100% = 9%.

4. FINANCIAL NEGOTIATION:
Definition;
Negotiation is communication with others for reaching agreement.

Financial Negotiation is communication among two or more persons to achieve agreement on issues related to money/ it is when two or more people talk to each other so they can agree on a financial matter.
It is important to learn how to conduct an effective financial negotiation because it helps one to achieve his/her desired outcome: to avoid a heated confrontation.
There are three (3) categories of possible negotiation outcomes
	Win-Win
	Both participants in the negotiation get something they want or need, if not everything. They both have a positive feeling and are willing to negotiate again. 

	Lose-Lose
	Neither person involved in the negotiation gets what s/he wants.

	Win-Lose/Lose-Win
	One participant gets what s/he wants and the other gets nothing. The loser is likely to be less willing to negotiate with the winner again.


Question: what are challenges that young people might face in a financial negotiation?

It is very important to learn how to conduct an effective financial negotiation because it helps one to achieve his/her desired outcome; to avoid a heated confrontation. However, young people meet challenges like; 

· Lack of experience in negotiating

· Being easily intimidated by adults

· Becoming frustrated

 Steps taken in Negotiation
To improve your financial negotiation skills, consider these practical steps:

· Prepare the negotiation ahead of time by collecting information. Being prepared will give you an advantage when you are actually negotiating. To prepare for a specific financial negotiation you expect to have, ask yourself these questions:
· What do I want and why?

· What are the interests and motivations of the other person?

· What are the possible agreements that will satisfy all those involved in the negotiation?

· What will I do if we can not agree?

· What information or experience do I have to back up my position and ensure fairness?
· Be willing to comprise. If you are flexible and do not lock yourself into one position, you are more likely to negotiate successfully and come to a solution which benefits both sides. Accomplishing some, if not all, of your goals, is better than walking away with nothing.
· Stay focused on the issue. You do not want to get side-tracked talking about something else, and never complete the negotiation
· Decide what you want from the negotiation. 
· Collect information to help choose the outcome you will seek.

· Evaluate your options

· Seek advice from someone who might know more about the situation. 
· Communicate your needs and desires clearly and with confidence.

· Understand the interests of the other person. This will help you to develop a proposal that offers benefits to both sides. Listen to what the other person is saying. Listening skills are crucial for good communication.
· Maintain eye contact.

· Acknowledge the other person’s point of view – do not immediately reject his/her ideas.

· Try to look for a compromise that will satisfy everyone involved.
· Identify what you can offer the other person
· Control your emotions and do not allow conflict or anger to ruin the negotiation.
· Maintain a respectful dialogue with the other person. Do not be rude or insulting. People are more likely to accept your proposal if they have good feelings about you.

· Remember that you might want to negotiate with this person again in the future and you do not want to create a bad relationship.
· Know what you will do if the negotiation fails to satisfy your needs. If it is clear that a negotiation is not going to be successful, try to end the negotiation to avoid anger or misunderstanding. You might want to negotiate with this person again in the future.
· Allow yourself to feel a sense of accomplishment when you have successfully completed a negotiation. Even walking away from an unsuccessful negotiation in a calm and pleasant way should be counted as a success. 

​
Communication with success

 Definition of communication;

Communication is the process of transferring information from one source to another. It means “the imparting or interchange of thoughts, opinions, or information by speech, writing or signs.

Communication can also be defined as, the process of sharing ideas and experiences with other people using verbal and non-verbal language. It is the exchange of information from one person to another with appropriate feedback from both parties.

Types of communication

There are different types of communication including:

· Verbal (where speech is involved)

· Non-verbal communication (usually uses body language, signs).

· Mass media and electronic communication (e.g. e-mail, fax, internet).

· Written communication (reports, minutes, letters etc)

The Dos and Don’ts of effective communication/successful negotiation

	Dos
	Don'ts

	· Prepare ahead of time what you want to say

· Listen to your partner

· Recognize to her point

· Show respect

· Be flexible

· Clearly state what you want

· Restate your partner’s ideas to move toward a solution.
	· Get angry

· Be rude or insulting

· Reject your partner's ideas 

   immediately

· Lock yourself into 1 position


Communication Skills 

Active listening:

This is the art of engaging meaningfully with someone is trying to communicate with you. It includes conveying open and welcoming body language, asking follow-up questions, rephrasing key points to ensure that you understand, and providing feedback. 

Body language:

Body language is the set of expressions that we make using our bodies. These expressions include posture, eye contact, smiling, nodding, and other gestures and signals. They communicate how we are feeling and what we are thinking. For example, if people cross their arms in front of their body, it usually means they are reserved about something and need to warm up to the issues at hand.

Asking Questions:

A useful technique for asking questions is using open-ended questions. These are questions. These are questions that can not be answered with a “yes” or “no”. They usually start with “how” or “why” like “why do you think men are different from women?” open questions are more useful than closed questions because they require reflection. They are a great way to start a discussion, increase participation, and get more information from people.

 Effective Speaking Techniques
· Telling stories

· Appropriate use of humor

· Moving in and out of the audience

· Eye contact

· Asking questions

· Changing the tone and sound of your voice

· Managing time effectively

· Knowing what is relevant to your audience

· Being prepared(knowing what you are going to say and how you will say it)

 Rules for Active Listening

· Look directly at the person. Make eye contact

· Repeat or summarize what the person has said to you before making your point

· If you are not clear about what your partner said, rephrase what you have heard in another way and ask your partner to confirm that you have understood

· Ask clarifying questions to be sure you understand, or probing questions to get more information 

5. EARNING MONEY
Work is an important part of life. At the most basic level, work means exerting energy to accomplish something. You can work for school, work at home, or work at a job. This section focuses on work to earn money.
As adolescents and young people, you are likely growing more aware of what economic independence means. You are probably beginning to make the link between education, work, and money. If you are thinking about the type of work you would like to do, you may be making the connection between different types of work and your abilities, interests, and experiences. You know that each occupation requires specific skills and that the earning potential of each type of job varies. The following are the factors that are helping you to form your attitudes about work,

· Thinking positively about you is especially important for making career and occupational choices.
· Think ahead about the risks, challenges and benefits of earning money. Anticipating these issues will help ensure that you have a safe and productive entry into the world. 
· Making the right choices can make a working a rewarding and empowering experience.

Economic Activities 

· Small Business. A small or micro-business usually sells something (clothes, food, CDs and DVDs, etc.) or offers a service (transportation, repair, tailoring, hairdressing).
· Social. People with jobs in this category help others. They are teachers, law enforcement officers, firemen, and nurses.
· Technical. People with these jobs build or make things that usually involve equipment, tools or machinery. They are carpenters, woodworkers, metal-workers, plumbers, electricians, computer specialists.
· Communication. People with these jobs manage information. They are journalists, librarians, secretaries, radio announcers, computer data managers.
· Artistic. People in these jobs create objects and images. They make pottery, paint signs, or design web pages.
Matching personal qualities and skills to work options:
Personal Qualities, Interests and Skills

Assess your personal qualities, interests, and choices about work. These features will help you shape your preferences, strategies, and choices about work.
Reflect on your personal qualities—your personality and temperament—to develop a vision of the type of work you would like to do. Certain types of work may fit some personality types better than others. For example, if you are friendly, outgoing and talkative, you may prefer to work in sales. If you like to pay attention to detail, you might be happy as a bookkeeper or a bank teller.

Take stock of your interests, skills, and abilities to help you make decisions about earning money. If you like to cook and bake, you might be suited to food processing and preparation. If you are good at fixing things, auto mechanics might be for you.
Pathways to self-employment
You can also earn money through self-employment by working for yourself in your own business. As a business owner, you hope to earn a profit, but accept the risk of a loss. You are your own boss; you can set your own hours and make your own decisions. While you decide what to do with your profits, the amount you earn may be irregular. Sometimes you might lose money if no one buys what you are selling. You will be responsible for all aspects of the business.

	                              Self -Employment

	       Advantages 
	     Disadvantages 

	You can set your own hours

	You have to work many hours each day to make any money

	Don’t need educational degrees or certificate
	Business income varies, but business expenses are more constant (e.g., utilities, supplies, marketing


	You are your own boss and can make your own decisions
	You usually need capital to get started


	You do work you like
	Responsibility for business success is stressful


Pathways to wage employment
You can earn money through wage employment by working for an employer who pays you a wage. You can be paid in different ways. If you have a salaried job, you will earn a specific amount every month and may also have benefits such as health insurance, sick leave, or a savings plan. If you have a wage job, you will have set hours and work in return for a specific amount per hour or day, with or without other benefits. If you earn as a casual worker, you might work for one employer on one day, another employer the next day, and have no work the next day. You will not have any benefits and what you do and the amount you earn will probably vary.
Job Categories
We can classify many wage jobs into the following 5 categories:

1. Health care: These jobs usually involve some training to obtain the skills needed to do the job, which include lab technician, home healthcare worker, hospital administrator, and nurses or nurses’ aides.

2. Social: People with jobs in this category help others. They are teachers, law enforcement officers, firefighters, and nurses.

3. Technical: People with these jobs build or make things that usually involve equipment, tools or machinery. They are carpenters, woodworkers, metalworkers, plumbers, electricians, computer specialists.

4. Communications: People with these jobs manage information. They are journalists, librarians, secretaries, radio announcers, computer data managers.
5. Artistic: People in these jobs create objects and images. They make pottery, paint signs, or design web pages.

Advantages and disadvantages of self and wage employment: 

	Wage Employment

	Advantages 
	Disadvantages

	You receive wages on a regular basis
	You can not set your own schedule



	You can have opportunities for promotion
	Your work hours may not be convenient for you

	Social contact with co-workers
	You have no control over work conditions

	Less stressful, you can leave your work behind at the end of the day
	You have limited opportunities to make decisions


Gender stereotype and career choices:
Question: What are some different challenges that young women and men face in the world of work?
· There are stereotypes about which types of jobs are most appropriate for young men and for young women.
· Young people can face discrimination in the workplace regarding their ability to perform certain jobs because of their age/ or gender.

· Young people can be subject to certain risks on the job as an unsafe environment or harassment.

Qn: How can they prevent or address potential work challenges?

· Young men and women can explore jobs beyond those considered “normal” for their gender
· Young people need to know their own qualities, interest and strengths and seek jobs to match them

· Young people should report harassment to co-workers or authorities who can help them address problems.

Make safe choices
Consider the risks associated with different types of jobs. For example, a job that is located in a remote location or that requires you to use dangerous equipment may pay more, but can pose high risks. 
Some jobs pose serious risks to your health by exposing you to dangerous chemicals or life-threatening diseases. 
Many jobs lack legal protection and/ or have employers who do not respect the rights of workers.
You may find yourself seriously exploited and without security. If the work you do is illegal, you could end up in jail.

If you are a young woman, you probably will face some unique challenges in earning money sometime during your life.

6. ACCOUNTING

The process of identifying, measuring, and communicating economic information to permit informed judgments and decisions by users of the information. “It is a language that provides information about the financial position of a business. When you study accounting, you are essentially learning this specialized language. By learning this language, you can communicate and understand the financial operations of any types of businesses. This can be broken down into three main types:

1. Operating Information
This is the information that is needed on a day-to-day basis in order to conduct its business. Employees need to get paid, sales need to be tracked, the amounts owed to other organizations or individuals need to be tracked, the amount of money the business has needs to be monitored, the amounts that customers owe the business need to be checked, any inventory needs to be accounted for: the list goes on and on. Operating information is what constitutes the greatest amount of accounting information and it provides the basis for the other two types of accounting information.

2. Financial Accounting Information
This is the information that is used by managers, shareholders, banks, creditors, the government, the public, etc… to make decisions involving the business and its operations. Shareholders want information about what their investment is worth and whether they should buy or sell shares, bankers and other creditors want to know whether the business has an ability to pay back money lent, managers want to know how the company is doing compared to other companies. This type of information would be very difficult to extract if every company used a different system for recording their financial position. Financial accounting information is subject to a set of ground rules that dictate how the information is reported and this ensures uniformity.

Managerial Accounting Information
In order for owners of a business to make the best decisions for it, they need to have specific information prepared. They use this information for three main management functions: planning, implementation and control. Financial information is used to set budgets, analyze different options on a cost basis, modify plans as the need arises, and control and monitor the work that is being done.
 

Financial Measures
Accounting for small businesses usually consists of financial measures:  Below is the Stock register, Profit and Loss Statement and Daily Cash book.
1. Stock register– this shows the financial status of a business at one specified instant in time. Stock reports = a snapshot.

Name of item: 

	Date
	Opening balance
	Received/Bought
	Total
	Distributed/Sale
	Balance
	Total
	Remarks

	
	
	Quantity
	Receipt/voucher no
	
	Quantity
	Receipt/voucher no
	
	
	

	1/2/10
	
	
	
	
	
	
	
	
	

	2/1/10
	
	
	
	
	
	
	
	
	


2. The daily cash book maintenance. 


	Date
	Particulars
	Receipts/Deposits
	Expenses
	Balance

	
	
	Cash - SSP
	Bank - SSP
	Cash - SSP
	Bank - SSP
	Cash - SSP
	Bank - SSP

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



3. The Profit and Loss Statement shows how your business is performing. This statement covers a period, which could be monthly or quarterly. 
What is profit?

Profit is the difference between the income of the business and all its costs/expenses. It is normally measured over a period of time. They are four main types of profit quoted by a business:

1. Gross profit 
This is the difference between sales income and the direct costs of making those products. Gross profit is used as a performance indicator to help the business make decisions over its pricing policies and use of materials.

2. Net profit 
Net profit represents gross profit less all expenses associated with the normal running of the business. Net profit shows how well the business performs under its normal trading circumstances. It is used to calculate the “primary efficiency” ratio.

3. Net profit after interest and taxation 
This is the profit available for the shareholders. Net profit after interest and taxation is all due to the owners of the business. They can choose to take out, in the form of dividends, all, some or none of this. 

4. Retained profit
Retained profit is the profit left over after the shareholders have been paid their dividends. Retained profit is normally reinvested in the business.

Profit is important to a business because:

It is a reward to the owners of the business. They have taken risks with their money and time. If there was no profit, then there would be little point in starting up or putting more money into the business, they might as well put the money into a bank or building society

Profits are an important source of investment funds. Profit can be used to buy more stock, improve technology or expand the premises

A business that does not make a profit will fail, potentially affecting employees, suppliers and the local community

How to make profit?

Most small businesses take at least a year to show a profit, as it normally takes that long to produce enough revenue to cover your start-up expenses. However, your small business can make a profit if you are careful in your planning and your spending. When considering any expense, take some time to think about whether it will contribute to the profit and the success of your business.

1) Be great at what you do, by becoming the best in your business

As an entrepreneur, the more you know the better. What you know can help you make a profit. You have to have book sense, business sense and common sense working together to make and keep your profits in business. Book sense incorporates knowing everything there is to know about what you are selling. Your customers will trust and have confidence in you and prefer your service to another.

2) Know who your customers are and fight to keep them

Take the time to investigate your potential and current customers. Once you think you have found them, test the market and see if they buy the product. If they are not buying your product or making a sale is extremely difficult you wan to re-evaluate and go back to the drawing board and investigate some more. This will help you determine if your target is off or your strategy of reaching them is off. You must in these cases be able to relate to them and meet their concerns

3) Charge what the service is worth

It is important to the profitability of your business that you charge what your service or product is worth. Then it will take a shorter time to see profits. If you undercharge, then making a profit takes a lot longer and much more effort. Price right the first time so that you are meeting your expenses and have money for savings or reinvesting. Charging the right price will set your business in motion and head on the right path.

4) Keep your overhead low. Overhead includes anything that does not directly relate to earning money, such as space and supplies. Working at home or sharing will reduce your overhead costs.

5) Have fair prices for customers. Charge a reasonable rate for your product or service depending on the status quo of potential customers. Review your rates and prices to ensure you are earning what you need to make your business profitable.

6) Advise from expertise. Sometimes, it is important to seek professional advice from persons who have been operating the same business for sometime. They can share their experience and how best to handle customers and operating your business efficiently.

7) Customer care. Profit maximization depends on having more customers who come to buy the business products.

8) Low operating costs. Keep a close eye on your expenditures. Before spending money on anything, determine whether it is necessary for the operation of your business and whether it fits in your current budget.

Why Profits are essential?
· Profits are necessary in a business venture. They are additional income for the entrepreneur, who requires the amount to meet his or her personal needs as well other needs of the business such as repaying the loans borrowed, maintenance expenditure etc. 

· A business grows big through profits. The profits made are re-invested, which in turn fetches more income. Many large industries and Companies begin as small ventures. 

How can you get business skills?

A young person can gain skills in running a business and have better performance in that skill through various ways.

1. Through volunteering: A youth can offer to work as a volunteer in some other person’s business if they are to get enough exposure. This can be in a parent’s business, relative’s, and friend’s or with any other person’s business.

2. Internships: So many companies and industries have this opportunity for people who would want to gain a skill in a specific business they wanted to have in future. The good thing with internships is that a person doing an internship can be employed later in the same place if she/he has learnt well and has acquired all the necessary skills.

3. Employment with the business: a young person can directly seek employment in that business and can get the expertise with time.

4. Attending training classes: some vocational institutions, at a prescribed fee/cost offer practical training courses for skills development.

5. Attending Financial literacy course: this helps a young person to understand business transactions better.

For the month/period ended 31/01/2010

	Sl no
	Particulars
	Amount in SSP

	
	Receipts/Income
	

	1
	
	

	2
	
	

	3
	
	

	
	Total income in SSP
	

	
	Overhead expenditure
	

	1
	
	

	2
	
	

	3
	
	

	
	Total Overhead Expenditure - SSP
	

	
	Net Income for the month - SSP
	

	
	Income C/F from last month - SSP
	

	
	Total income C/F to BS - SSP
	


How to calculate profit?

When calculating profit, one has to consider time invested and the interest the total amount of money. 

Sale-Purchase =gross Profit margin-Expenditure =Net profit
For example:

If Jane invested 1000SSP, sold at 1200SSP in one hour,

Gross profit = Total sales – Total amount invested

Net profit = Gross profit – Cost incurred (time, rent, airtime and interest on amount)

The Importance of Accounting for Small Business Startups
Accounting is a crucial part of running a business. Many people mistakenly believe that if you are starting a small business, you really do not need accounting. However, this is not true. If you want your business to reach its full potential, you have to follow basic accounting practices. You might find accounting boring, but you cannot avoid it.

When you start up a small business, you need an accounting system in place. This could help you create a record of all the revenue and the expenditure of your business on a daily basis. Maintaining this data is crucial because you will need it when you file for tax returns. You might also need it for legal purposes. If, in the future, you apply for a loan to expand your business, this data can help you get one.

Another important purpose of maintaining an accounting system is that it provides you with a tool to assess your business’s performance. An accounting system provides you with information about your business that will help you analyze the weak and the strong points of your business. You will realize what is helping your business and what is not. 

Once you realize how important accounting is, you will be more than eager to put in that extra effort. Moreover, accounting is not that hard for small businesses. All you need to do is ensure that your financial records accurately reflect your business’s income and expenditure. 


7. CUSTOMER CARE

Rules for good customer service

Good customer service is the lifeblood of any business. You can offer promotions and slash prices to bring in as many new customers as you want, but unless you can get some of those customers to come back, your business won’t be profitable for long.

Good customer service is all about bringing customers back. And about sending them away happy – happy enough to pass positive feedback about your business along to others, who may then try the product or service you offer for themselves and in their turn become repeat customers.

If you’re a good salesperson, you can sell anything to anyone once. But it will be your approach to customer service that determines whether or not you’ll ever be able to sell that person anything else. The essence of good customer service is forming a relationship with customers – a relationship that that individual customer feels that he would like to pursue.

How do you go about forming such a relationship? By remembering the one true secret of good customer service and acting accordingly, “You will be judged by what you do, not what you say.”

I know these verges on the kind of statement that is often seen on a sampler, but providing good customer service is a simple thing. If you truly want to have good customer service, all you have to do is ensure that your business consistently does these things: 

When a customer visits a local retailer to buy furniture. They are able to 

 HYPERLINK "http://www.thetimes100.co.uk/glossary--benefit-97.php" benefit in some cases from the additional service of having the furniture installed for them. At the same time hopefully they will get a good 'service' from the retailer, who will be happy to help them with advice about the properties of different types of furniture, repayment terms, delivery etc. If an oil company assumed that, the function of its retail network was simply to sell petrol and lubricants it would quickly lose business to competitors. Its real function is to supply a 'customer service' in this case the service of enjoyable, trouble-free motoring.

Customer service is one of the most important ingredients of the marketing mix for products and services. High quality customer service helps to create customer loyalty. Customers today are not only interested in the product they are being offered but all the additional elements of service that they receive from the greeting they receive when they enter a retail outlet, to the refund and help that they receive when they have a complaint about a faulty product that they have paid for.

Without customers, you really don't have a business. If this is the case, why it is mostly everyone as consumers can easily cite examples of poor.
Customer service in their daily lives? I believe every company either has or thinks it has good customer service. However, if certain steps are not taken to ensure this, the reality of their situation is often far worse than their current perceptions.
1) Answer your phone.
Get call forwarding. Or an answering service. Hire staff if you need to. But make sure that someone is picking up the phone when someone calls your business. 
2) Don’t make promises unless you WILL keep them.
Plan to keep them. Reliability is one of the keys to any good relationship, and good customer service is no exception. If you say, “Your new bedroom furniture will be delivered on Tuesday”, make sure it is delivered on Tuesday. Otherwise, don’t say it. The same rule applies to client appointments, deadlines, etc.. Think before you give any promise – because nothing annoys customers more than a broken one.

3) Listen to your customers.
Is there anything more exasperating than telling someone what you want or what your problem is and then discovering that that person hasn’t been paying attention and needs to have it explained again? From a customer’s point of view, I doubt it. Can the sales pitches and the product babble. Let your customer talk and show him that you are listening by making the appropriate responses, such as suggesting how to solve the problem.

4) Deal with complaints.
No one likes hearing complaints, and many of us have developed a reflex shrug, saying, “You can’t please all the people all the time”. Maybe not, but if you give the complaint your attention, you may be able to please this one person this one time - and position your business to reap the benefits of good customer service.

5) Be helpful - even if there’s no immediate profit in it.
The other day I popped into a local watch shop because I had lost the small piece that clips the pieces of my watch band together. When I explained the problem, the proprietor said that he thought he might have one lying around. He found it, attached it to my watch band – and charged me nothing! Where do you think I’ll go when I need a new watch band or even a new watch? And how many people do you think I’ve told this story to?

6) Take the extra step.
For instance, if someone walks into your store and asks you to help them find something, don’t just say, “It’s in Aisle 3.” Lead the customer to the item. Better yet, wait and see if he has questions about it, or further needs. Whatever the extra step may be, if you want to provide good customer service, take it. They may not say so to you, but people notice when people make an extra effort and will tell other people.

7) Throw in something extra.
Whether it’s a coupon for a future discount, additional information on how to use the product, or a genuine smile, people love to get more than they thought they were getting. And don’t think that a gesture has to be large to be effective. The local art framer that we use attaches a package of picture hangers to every picture he frames. A small thing, but so appreciated.

If you apply these eight simple rules consistently, your business will become known for its good customer service. And the best part? The irony of good customer service is that over time it will bring in more new customers than promotions and price slashing ever did!

Tips for Standing out from the Competition
· Place products that are unique to your market at the forefront of your marketing/business; 

· Embrace social responsibility (free services for charities; use of space by charities); 

· Realize that the product is "you" not necessarily what you do; 

· Try different approaches in marketing and measure success - ideas include changing the offer, using the right headlines, asking for the sale; 

· Don't be afraid to let clients know that you have gone the extra mile for them;
· Understand the customer's business and apply solutions that actually help them.
Steps to remarkable customer service
1. Make customers into fans

2. Take the blame

3. Memorize awkward phrases

4. Greed will get you nowhere

5. (Bonus!) Give customer service people a career path

Skills for attracting and maintaining Customers 

1. Know who is boss. You are in business to service customer needs, and you can only do that if you know what it is your customers want. When you truly listen to your customers, they let you know what they want and how you can provide good service. Never forget that the customer pays our salary and makes your job possible. 

2. Be a good listener. Take the time to identify customer needs by asking questions and concentrating on what the customer is really saying. Listen to their words, tone of voice, body language, and most importantly, how they feel. Beware of making assumptions - thinking you intuitively know what the customer wants. Do you know what three things are most important to your customer? 

3. Identify and anticipate needs. Customers don't buy products or services. They buy good feelings and solutions to problems. Most customer needs are emotional rather than logical. The more you know your customers, the better you become at anticipating their needs. Communicate regularly so that you are aware of problems or upcoming needs. 

4. Make customers feel important and appreciated. Treat them as individuals. Always use their name and find ways to compliment them, but be sincere. People value sincerity. It creates good feeling and trust. Think about ways to generate good feelings about doing business with you. Customers are very sensitive and know whether or not you really care about them. Thank them every time you get a chance. 

5. Appreciate the power of "Yes". Always look for ways to help your customers. When they have a request (as long as it is reasonable) tell them that you can do it. Figure out how afterwards. Look for ways to make doing business with you easy. Always do what you say you are going to do. 

6. Know how to apologize. When something goes wrong, apologize. It's easy and customers like it. The customer may not always be right, but the customer must always win. Deal with problems immediately and let customers know what you have done. Make it simple for customers to complain. Value their complaints. As much as we dislike it, it gives us an opportunity to improve. Even if customers are having a bad day, go out of your way to make them feel comfortable. 

7. Give more than expected. Since the future of all companies lies in keeping customers happy, think of ways to elevate yourself above the competition. Consider the following: 

· What can you give customers that they cannot get elsewhere? 

· What can you do to follow-up and thank people even when they don't buy? 

· What can you give customers that is totally unexpected? 

· Get regular feedback. Encourage and welcome suggestions about how you could improve. There are several ways in which you can find out what customers think and feel about your services. 

· Listen carefully to what they say. 

· Check back regularly to see how things are going. 

· Provide a method that invites constructive criticism, comments and suggestions. 

· Treat employees well. Employees are your internal customers and need a regular dose of appreciation. Thank them and find ways to let them know how important they are. Treat your employees with respect and chances are they will have a higher regard for customers. Appreciation stems from the top. Treating customers and employees well is equally important. 

· Listen to the Customer – Taking time to truly listen to your customer can make them feel that you genuinely care about their needs. Concentrate on what they’re saying and try to offer them a solution to any problems them may have. Ideally, if you’re able to almost preempt their needs, by offering alternatives to what they want or ways of getting them the item they desire, you will impress your customer and they’ll feel special and appreciated. One of the areas that customers most appreciate a good salesperson is when they’re able to give them undivided attention. Never look around your store at other possible customers when you’re engaged in a conversation with an individual. It will look like you’re not listening or paying attention and can give the wrong impression. 

· Make Customers Feel Important – If you are able to get your customers name without sounding cheesy, do so. Customers appreciate retailers who take time to get to know them personally. It makes them feel important and if you remember their name the next time you see them, they’ll be pleased that you value their custom so much. Thank them and use their name whenever it seems appropriate, although be aware that overusing this can make you sound insincere, so judge it wisely. 

· Always Try to Say Yes – If your customer has a reasonable request, try and say yes to them. In most cases, items that customers want can be found someplace, so let them know that yes you will do your best to get them it and yes, if you can it will be theirs. Staying positive when faced with difficult requests for rare and limited collectibles makes your customer see that you’re trying to please them and want their custom. 

· Give a Little More – If you have regular customers who are loyal to you and generally feel satisfied with shopping at your collectibles store, try and reward them. Offer a reward or a loyalty card and give discounts for buying in bulk. If they place pre-orders for new items, reward them for this by giving them the choice of other similar items first. Keep them up to date with new stock and let them know that you are happy they choose to shop with you 

· Appreciate Customer Feedback – As difficult as it may be, from time to time it’s extremely important to ask your customers for feedback. If you aren’t comfortable doing this face to face, put out a form that they can fill in if they choose to. You’ll learn a lot from customer feedback and you could even persuade them to take part by offering a prize draw or a raffle ticket to those who fill in the form.

The importance of customer service
Customer service is the overall activity of identifying and satisfying customer needs. The term is used in three different ways:
1. As a contrast to 'products'. Products are tangible things. Services are intangible things like a taxi journey, a hair-cut, or advice on insurance. 
2. As an extra you get when you buy a product. You buy a plasma screen TV and the shop will 'service' it for you - that is, it will make sure the TV will continue to work well. 
3. As an overall description of the desired relationship between a supplier and a customer. 'Service' in this sense is based on the premise that every commercial transaction is a service.

Creating a positive business model that continues to grow and reap great financial rewards is in part due to the kind of customers you attract and whether or not you can sustain them. In order to develop a great sense of customer care, you need to spend time nurturing the customer-retailer relationship and encouraging any staff you may have to do the same. Creating a genuine sense of customer satisfaction and loyalty can help your business succeed where others fail. The collectibles business can be a fairly seasonal business unless you constantly attract new business and keep the customers you already have happy. There are a variety of ways to do this and anyone serious about a successful collectibles business should consider them.[image: image1.png]
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