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Annex one 

TAZARA MBEYA  SAVINGS  AND  CREDIT  COOPERATIVE  SOCIETY  LTD 

ORGANIZATION CHAR T 

GENERAL ASSEMBL Y 

COMMITTEE MEMBER S 

C R E D I T 
C O M M I T T E E 

E X E C U T I V E 
C O M M I T T E E 

S U P E R V I S I O N 
C O M M I T T E E 

ACCOUNTANT 

BOOKKEEPER CASHIER 
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Annex 2 
L E T T E R O F I N T R O D U C T I O N 

M R U M A A L B E R T O M A R 
C O O P E R A T I V E C O L L E G E , M O S H I 

M B E Y A W I N G 
P.O. B O X 67 8 

M B E Y A 
27TH M A R C H 200 4 

C H A I R M A N 

T A M B E S A C C O S O L T D 

P . O . B O X 

M B E Y A 

R E : R E Q U E S T T O W O RK A N D G I V E B A C K S T O P P I N G S E R V I C E S T O Y O UR 
O R G A N I Z A T I O N 

I kindly refer you t o the abov e mentione d subjec t 

I woul d lik e t o tak e thi s opportunit y t o introduc e t o yo u tha t I  a m workin g wit h Cooperativ e 
College Moshi . Mbey a Win g a s Senio r Fiel d Trainin g Officer , th e organizatio n which , I  worked 
with fo r the pas t 2 0 years . I  have a  lon g experienc e i n training of cooperatives , group s an d othe r 
community Base d Organization s i n busines s management , cooperativ e principles , management , 
organizational development , entrepreneurship , bes t practice s i n runnin g Micr o Financ e 
Institutions an d provision of multidisciplinary advisory services . 

Currently I  a m pursuin g Maste r o f Scienc e Degre e i n Communit y Economi c Developmen t 
offered b y Souther n Ne w Hampshir e Universit y i n collaboratio n wit h Ope n Universit y o f 
Tanzania. On e o f th e activitie s o f thi s degre e programm e i s t o wor k wit h a  Communit y Base d 
Organization an d throug h mutua l learnin g an d actio n proces s t o giv e necessar y assistanc e fo r 
better result s an d impact to th e member s an d community i n general. 

I hav e bee n convince d tha t you r organizatio n coul d facilitat e t o th e accomplishmen t o f th e 
objectives o f thi s assignmen t an d therefore I  request yo u t o allo w m e t o wor k wit h you . I  will b e 
in positio n t o offe r a  rang e o f service s accordin g to you r needs fre e o f charg e fo r a  perio d o f 1 8 
months. Hopefull y yo u wil l giv e thi s reques t a  seriou s consideratio n an d yo u wil l no t hesitat e t o 
utilize thi s opportunit y fo r the succes s o f your organization. 

I loo k forwar d for your positiv e repl y an d wishin g yo u th e bes t fo r endeavor s i n th e struggl e o f 
poverty eradication . 

With bes t Regard s 

A.O. M R U M A 
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Annex 3 
Itinerary o f the surve y assignmen t 

D A T E T A S K S T I M E R E S O U R S E P E R S O N 
29/3/2004 Presentation o f letter of 

introduction 

2.00p.m. - 2 . 30 p.m . Secretary an d Accountant 

5/4/2004 Familiarization meetin g 10.30 a.m. -11.30 a.m . Chairman an d secretar y 

5/4/2004 Questionnaire testin g 12.00-2.00 p.m. Accountant, cashie r and 

bookkeeper 

8/4/2004 Conducting interview 2 .00-4 .30 p.m . Two member s 

10/4/2004 Conducting interviews 10.00 a .m.-12.00 a.m . Cashier an d Bookkeeper 

10/4/2004 Conduct intervie w and 

focus grou p discussion 

3.00 p.m . - 11.0 0 p.m. 9 Committe e member s 

18/4/2004 Validation o f data 10.00 a.m. 10.3 0 a.m. Secretary 

18/4/2004 Conducting individua l 

interviews 

10.30 a.m. -  1.0 0 p.m. 4 member s 

20/4/2004 Validation o f data 3.30 p.m . - 4 . 30 p.m . accountant 

25/4/2004 Conducting individua l 

interview 

10.00 a.m. -  1.0 0 a.m . 7 Members 
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Annex 4 
Q U E S T I O N N A I R E F O R C O N D U C T I NG B A S E L I N E S U R V E Y A N D T R A I N I NG 

N E E D S A S S E S S M E NT 
Section one: general information of the organization (To be answered by the secretary and 

Accountant and complimented with secondary data) 
Name of the respondents 

Designation: 

Gender M/ F 

1. Basi c profile of the organization 
1.1 The identity of the organization 

1.1.1 Nam e of the organization...... 

1.1.2 Posta l address Telephon e ..Fa x 

email 

1.1.3 Are a of operation 

1.1.4 War d 

1.1.5 Tow n Distric t Region . 

1.1.6 Dat e of formation: 

1.1.7 Dat e of registration: Registratio n No: 

1.1.8 Membershi p 
Members by sex At registration At 2004 Remarks 

Women 

Men 

Total 

1.1.9 Total population in the area of population with basic qualities for joining membership 
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2.0 Objective s of the Organization 
2.1 The Mission of the organization:....... 

The objectives of the organization: 

Main activities/services undertaken/provided by the organization 

Training programme conducted 

Type of the 
training 

Target 
groups 

When 
conducted 

Duration Number of 
participants 

Organizers 
and facilitators 

Who 
funded 

4.0 Organization and Management 
4.1 Organization structure 
4.2 Is there any organization structure? Yes/No 



74 

4.3 List the main components of the organization structure: 

4.4 Management of the organization 
4.4.1 Number of committee members ....Wome n ...Me n 

4.4.2 Number of employees: male Femal e 

4.4.3 Existence of legal and administrative documents/records in the Organization 

TYPES OF RECORDS AVAILABLE NOT AVAILABLE REMARKS 

Action/operational/work Pla n 

Business plan 

Budget 

Strategic plan 

Progress report 

Constitution 

Cooperative Societies Act and 
Rules 
Cooperative Development Policy 

National Micro Finance Policy 

Rules and procedures 

Savings and Credit policies 

Membership register 

Minute book 

Membership application form 

Loan Application form 

Files for general correspondences 
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4.4.5 Indicate which of the following accounts records are available in your organization 
Type of books of 

accounts 
Available Not available Well written Not well 

written 
Books of original entry 

Daily collection book 

Journal 

Fixed Assets Register 

Individual ledger card 

Receipts and Payment book 

General Ledger 

4.4.6 Indicate which of the following financial statements are prepared by your organization 
Type of financial statement Prepared Not prepared Remarks 

Trial Balance 

Income and expenditure 

Account 

Cash Flow statement 

Balance sheet 

Appropriation Account 

Loan Portfolio 

5.0 Financing and business situation of the organization 
5.1 Capital structure 

Source of Capital First year of Operation This year (2004) REMARKS Source of Capital 

Target Actual Target Actual 

REMARKS 

1 Internal financing 

(Members) 

Share 

Deposits 

Savings 
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2. External financing 

Retained earning 

Loan from the bank 

Loan from other institutions 

3. Financing from Donors 

Government 

Non Governmental 

Organizations 

Foreign Donors 

Other Donors 

5.2 Business activities 
Products and services 
offered at the time of 
registration 

Products an d service s 
offered no w 

Remarks 

1. 1. 

2. 2. 

3. 3. 

4, 4. 

5. 5. 

5.3 Profit/Loss generated by the organization 
Business activities Profit/Loss generated Remarks 

First year of 
operation 

Last year (2003) 

1. 

2. 

3. 

4. 

5. 
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5.4 Loans provided and its repayment 
2001 2002 2003 REMARKS 

Total loans offered 

Total repayment of loans 

Outstanding loans 

Rate of interest 

6.0 Networking 
6.1 Are you the member of the following institutions? 

Type of institution Yes No Remarks 

Tanzania Association of Micro Finance 
Institutions(TAMFI) 
Savings and Credit Cooperative Union League of 
Tanzania(SCCULT) 

SECTION 2 : Questionnaire for accountant, cashier and bookkeeper 
1. Name : ........ . 

2. Age:...... . ... . 

3. Designatio n 

4. Sex : Male/Female 

5. Whe n joined the organization? 

6. Educatio n background 

i. Primar y education 

ii. Secondar y Education 

iii. Hig h level education 

iv. Diplom a level 

v. Degre e level 
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6. Short courses and seminars attended 

i. Bookkeepin g training 

ii. Leadershi p training 

iii. Busines s management 

iv. Compute r training 

v. Othe r training 

7. What are your responsibilities in the day to day operation of the organization? 

8. What skills and competency do you have to enhance discharge your responsibilities efficiently? 

9. Do you think the skills and competency you have is adequate to efficiently discharge your role? 

Yes/No 

10. Do you think you need more skills and competency to make you more effective and efficient? 

Yes/No... 

11. Who prepared your constitution? 

a) Member s 

b) Committe e 

c) Technocrat s 

12. Do you have a copy of your constitution? Yes/No 
13. Have you red and understood it? Yes/No 
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14. How many times in a year do you attend general meeting? 

Once i n yea r 

Twice in year 

Thrice in year 

Four times in year 

15. Are you satisfied with the way the meetings are conducted? Yes/No.... 

16. If No give reasons 
a) Lat e invitation 

b) Agend a are not clear 

c) Littl e time for discussion 

d) Procedure s for conducting meeting are not followed 

e) Repor t are not presented and discussed 

f) Othe r reasons 

17. What methods do you use in calculating interest rate? 

(a) Arbitrar y methods 

(b) Financia l calculation method 
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18. Contents of the training to be conduct 
18.1 Training of members 

In the following list select five contents as your priorities for training. Rank them according to 

its priority, using 1,2,3,4,5. 

S/N TRAINING CONTENT/MODULE RANK 

1 Rights and responsibility of members 
2 Interpretation of constitution 
3 Leadership skills 
4 Business management 
5 Entrepreneurship 
6 Credit/Risk managemen t 
7 Cooperative concepts 
8 Principles of management 
9 Decision making 
10 Communication skills 

Training of committee members 
In the following list select eight contents/modules as your priorities for training. Rank them 
according to its priority, using 1,2,3,4,5. 

S/N TRAINING CONTENT/MODULE RANK 
1 Rights and responsibility of members 
2 Interpretation of constitution 
3 Leadership skills 
4 Business management 
5 Entrepreneurship 
6 Credit/Risk managemen t 
7 Cooperative concepts 
8 Principles of management 
9 Decision making 
10 Communication skills 
11 Effective team building 
12 Strategic planning 
13 Product development 
14 Interpretation of financial statements 
15 Loan application 
16 Facilitation of monitoring and evaluation 
17 Product Development 
18 Computer skills 
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19. Training of Accountant, bookkeeper and cashier. 
In th e followin g lis t selec t five  content s a s you r prioritie s fo r training . Ran k the m 
according t o it s priority , usin g 1,2,3,4,5 . 

S/N TRAINING CONTENT/MODULE RANK 
1 Bookkeeping best to Micro Finance Institutions 
2 Calculation of sustainable interest rate 
3 Delinquency management 
4 Loan portfolio Report 
5 Product development 

.6 Strategic planning 
7 Financial management 
8 Business management 
9 Entreprenearship 
10 Appraisal of loan application 
11 Principles of management 
12 Leadership skills 
13 Budgeting 
14 Computer skills 

19 Achievemen t and failure of the organization 

List five achievements of this organization 

20. Lis t five major problems/constraints of your organization 

21. Indicat e which of the following benefits you have enjoyed much from this organization 
1. Loa n for undertaking economic and social activities 
2. Saving s services 
3. Trainin g 

22. Wha t do you think is appropriate time for the training? 

1. Fro m 2.00 p.m. - 6.0 0 p.m. 

2. Fro m 3.00 p.m. - 6.0 0 p.m. 
3. Fro m 4.00 7.00p.m . 
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Annex 5(a) 
T Y P E S O F T R A I N I N G M O D U L E S F O R M E M B E R S 

ID Training Modules 
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Scores Scores Scores Scores Scores Scores Scores Scores Scores Scores 
1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 

1. √ 
2. √ √ 
3. √ √ 
4. √ √ √ 
5. √ √ 
6. √ √ 
7. √ √ 
8. √ √ 
9. √ √ 
10. √ 
11. √ √ √ 
12. √ √ 
13. √ √ 

Key: Weights of the score 
Score Weight 
1 5 
2 4 
3 3 
4 2 
5 1 



83 

SUMMARY OF WEIGHTED SCORES OF TRAINING MODULES FOR MEMBERS 
Annex 5(b) 

> S  -  represent Scores 
> W - represen t Weight 
> W S - represent Weighted Scores 
> W S Is Calculated by multiplying Scores by Weight 
> Bas e for calculating percentage is total weighted scores which is 13 

Training Module 1 2 3 4 5 Total weighted Percentage Rank 
S W WS S W WS S W WS S W WS S W WS Scores 

Percentage 

Rights and 
Responsibilities of 
Members 

3 5 15 3 4 12 2 3 6 1 2 2 3 
1 

3 38 20% 2 

Interpretation of 
Constitution 

1 5 5 0 4 0 2 3 6 2 2 4 0 
1 

0 15 8% 6 

Leadership skills 2 5 10 2 4 8 
0 

3 0 0 2 0 0 
1 

0 18 9% 4 

Business 
Management 

6 5 30 2 4 8 1 3 3 3 2 6 0 
1 

0 47 24% 1 

Entrepreneurship 0 5 0 2 4 8 2 3 6 1 2 2 1 
1 

1 17 8% 5 

Credit/Risk 
Management 

1 5 5 0 4 0 1 3 3 2 2 4 1 
1 

1 13 7% 7 

Cooperative 
concepts 

0 5 0 1 4 4 0 3 0 0 2 0 2 
1 2 6 3% 10 

Principles of 
Management 

0 5 0 1 4 4 4 3 12 1 2 2 2 
1 2 20 10% 3 

Decision Making 0 5 0 1 4 4 0 3 0 2 2 4 2 
1 2 10 5% 9 

Communication 
skills 

0 5 0 1 4 4 1 3 3 1 2 2 2 
1 

2 11 6% 8 

Total scores 195 100% 
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Annex 5(c) 
ASSESSMENT OF  TYPES OF TRAINING MODULES FOR  COMMITTEE MEMBERS 

ID Training Modules 
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Scores Scores Scores Scores Scores Scores Scores Scores Scores Scores 
1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 

1) √ √ 

2) √ √ 
3) √ 

4) √ 

5) √ √ √ 
6) √ √ √ 

7) √ √ √ √ 

8) √ √ 

9) √ √ √ 
10) 

Key: Weights of the score 
Score Weight 
1 5 
2 4 
3 3 
4 2 
5 1 
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SUMMARY OF WEIGHTED SCORES OF TRAINING MODULES for COMMITTEE MEMBERS 
Annex 5(d) 

Training Module 1 2 3 4 5 Total weighted Percentage Rank 
S W WS S W WS S W WS S W WS S W WS Scores 

Percentage 

Interpretation of 
financial statements 

1 5 5 1 4 4 2 3 6 3 2 6 1 1 1 22 16% 

Interpretation of 
Constitution 

0 5 0 1 4 4 0 3 0 0 2 0 0 1 0 4 3% 

Leadership skills and 
principles of 
management 

4 5 20 3 4 12 
1 

3 3 0 2 0 0 1 0 35 26% 

Business 
Management 

0 5 0 1 4 4 0 3 0 2 2 4 2 1 2 10 7% 

Entrepreneurship 0 5 0 1 4 4 0 3 0 1 2 2 0 1 0 6 5% 

Credit/Risk 
Management 

0 5 0 0 4 0 2 3 6 0 2 0 1 1 1 7 5% 

Cooperative 
concepts 

2 5 10 0 4 0 0 3 0 1 2 2 1 1 1 13 10% 

Strategic Planning 0 5 0 1 4 4 2 3 6 0 2 0 1 1 1 11 8% 

Decision Making 0 5 0 0 4 0 1 3 3 2 2 4 0 1 0 7 5% 

Computer skills 2 5 10 1 4 4 1 3 3 0 2 0 3 1 3 20 15% 

Total scores 135 100% 

Key: 
> S  - represent Scores 
> W - represen t Weight 
> W S - represent Weighted Scores 
> W S Is Calculated by multiplying Scores by Weight 
> Bas e for calculating percentage is total weighted scores which is 135 
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Annex 5(e) 
ASSESSMENT OF  TYPES OF TRAINING MODULES ACCOUNTANT,  BOOKKEEPER  AND  CASHIER 

ID Training Modules 

Ap
pr

ai
sa

l o
f l

oa
ns

 

Bo
ok

ke
ep

in
g 

be
st

 to
 M

ic
ro

 
Fi

na
nc

e 
In

st
itu

tio
ns

 

Le
ad

er
sh

ip
 s

kil
ls

 a
nd

 
pr

in
cip

le
s 

of
 m

an
ag

em
en

t 

De
lin

qu
en

cy
 M

an
ag

em
en

t 

En
tre

pr
en

eu
rs

hi
p 

Bu
dg

et
in

g 

Pr
od

uc
t D

ev
el

op
m

en
t 

St
ra

te
gi

c 
Pl

an
ni

ng
 

Fi
na

nc
ia

l M
an

ag
em

en
t 

Co
m

pu
te

r s
ki

lls
 

Scores Scores Scores Scores Scores Scores Scores Scores Scores Scores 
1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 1 2 3 4 5 

1 √ √ 
2 √ √ 
3 √ √ 

Key: Weights of f the score 
Score Weight 
1 5 
2 4 
3 3 
4 2 
5 1 
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Annex 5(f) 

Training Module 1 2 3 4 5 Total weighted 
Scores 

Percentage Rank Training Module 
S W WS S W WS S W WS S W WS S W WS 

Total weighted 
Scores 

Percentage Rank 

Appraisal of loans 0 5 0 0 4 0 0 3 0 0 0 0 1 1 1 1 2% 

Bookkeeping best for 
Micro Finance 
Institutions 

2 5 10 0 4 0 1 3 3 0 2 0 0 1 0 13 29% 

Leadership skills and 
principles of 
management 

0 5 0 0 4 0 
0 

3 0 0 2 0 0 1 0 0 0% 

Delinquency 
Management 

0 5 0 2 4 8 0 3 0 0 2 0 0 1 0 8 18% 

Entrepreneurship 0 5 0 0 4 0 0 3 0 1 2 2 0 1 0 2 4% 

Budgeting 0 5 0 0 4 0 0 3 0 0 2 0 2 1 2 2 4% 

Product 
Development 

0 5 0 0 4 0 0 3 0 0 2 0 0 1 0 0 0% 

Strategic Planning 0 5 0 1 4 4 0 3 0 0 2 0 0 1 0 4 9% 

Financial 
Management 

0 5 0 0 4 0 0 3 0 2 2 4 0 1 0 4 9% 

Computer skills 1 5 5 0 4 0 2 3 6 0 2 0 0 1 0 11 25% 

Total scores 45 100% 

Key: 
> S  -  represent Scores 
> W - represen t Weight 
> WS-  represen t Weighted Scores 
> W S Is Calculated by multiplying Scores by Weight 
> Bas e for calculating percentage is total weighted scores which is 135 

SUMMARY OF WEIGHTED SCORES OF TRAINING MODULES FOR ACCOUNTANT, BOOKKEEPER AND CASHIER 
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Annex 6 (a) 

Summary of responses of general questions 

ID AGE(Years) Designation Gender Duration with the 
organization(in 

Education Short Training 
relevant to MFIs 

Responsibilities Competency Do you need 
more skills 

years] attended and 
competency 

25-35 36-50 51-70 M C s M F 2-4 5-10 >10 Pr Sec Adv. Attended Not 
attended 

Aware Not 
Aware 

Adequate Not 
adequate 

Yes No 

1 √ √ √ √ √ √ √ √ √ 
2 √ √ √ √ √ √ √ √ √ 
3 √ √ √ √ √ √ √ √ √ 
4 √ √ √ √ √ √ √ √ √ 
5 √ √ √ √ √ √ √ √ √ 
6 √ √ √ √ √ √ √ √ √ 
7 √ √ √ √ √ √ √ √ √ 
8 √ √ √ √ √ √ √ √ √ 
9 √ √ √ √ √ √ √ √ √ 
10 √ √ √ √ √ √ √ √ √ 
11 √ √ √ √ √ √ √ √ 
12 √ √ √ √ √ √ √ √ √ 
13 √ √ √ √ √ √ √ √ √ 
14 √ √ √ √ √ √ √ √ √ 
15 √ √ √ √ √ √ √ √ √ 
16 √ √ √ √ √ √ √ √ √ 
17 √ √ √ √ √ √ √ √ √ 
18 √ √ √ √ √ √ √ √ √ 
19 √ √ √ √ √ √ √ √ √ 
20 √ √ √ √ √ √ √ √ √ 
21 √ √ √ √ √ √ √ √ √ 
22 √ √ √ √ √ √ √ √ √ 
23 √ √ √ √ √ √ √ √ √ 
24 √ √ √ √ √ √ √ √ √ 
25 √ √ √ √ √ √ √ √ √ 
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Summary of responses- continuation 

ID Who prepared the constitution? Do you have a Conversant with the How many times meetings are Satisfaction with the Method of determining 
copy of constitution conducted in a year conduction of the interest rate on loans 
constitution? meetings 

Members Committee Technocrats Yes No Yes No Once Twice Thrice Yes No Arbitrary Financial 
calculation 

1 √ √ √ √ √ √ 
2 √ √ √ √ √ √ 
3 √ √ √ √ √ √ 
4 √ √ √ √ √ 
5 √ √ √ √ √ 
6 √ √ √ √ √ 
7 √ √ √ √ √ 
8 √ √ √ √ √ 
9 √ √ √ √ 
10 √ √ √ √ √ 
11 √ √ √ √ √ 
12 √ √ √ √ √ 
13 √ √ √ √ √ √ 
14 √ √ √ √ √ √ 
15 √ √ √ √ √ √ 
16 √ √ √ √ √ √ 
17 √ √ √ √ √ √ 
18 √ √ √ √ √ √ 
19 √ √ √ √ √ √ 
20 √ √ √ √ √ √ 
21 √ √ √ √ √ √ √ 
22 √ √ √ √ √ √ 
23 √ √ √ √ √ √ 
24 √ √ √ √ √ √ 
25 √ √ √ √ √ √ 
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Summary of responses for general questions administered to different respondents in the survey 
Annex 6(b) 

Total 
Responses 

Age Group of respondents Designation of respondents Gender of the 
respondents 

Education background Duration since joined the organization Total 
Responses 

25-35 36-50 51-65 Member Commit. Stall f Male Female Primary Secondary Advanced 2 -4 years 5 -10 year s OveM 0 years 

Total 
Responses 

S % S % S % S % S % S % S % S % S % S % S % S % S % S % 
25 4 16 15 60 6 24 13 52 9 36 3 12 23 92 2 8 5 20 16 68 3 12 5 20 11 44 9 36 

Total 
Responses 

Training relevant to 
MFIs attended 

Awareness on their 
responsibilities 

Competency required Need for additional 
skills and 
competencies 

Who prepared the constitution Do you have a copy of constitution? Total 
Responses 

Attended Not 
attended 

Aware Not 
aware 

Adequate Not 
adeq uate 

YES NO Members Committee Technocrats YES NO 

Total 
Responses 

S % S % S % S % S % S % S % S % S % S % S % S % S % 
13 52 12 48 13 52 12 48 1 4 24 96 25 100 0 0 22 88 0 0 3 12 13 52 12 48 

Total 
Responses 

Are you conversant with the 
constitution? 

How many times in a year do you conduct meeting? Satisfied by the organization and 
conduction of meetings 

Method of determining rate of 
interest 

Total 
Responses 

YES NO Once Twice Thrice Satisfied Not satisfied Arbitrary Financial 
calculation 

Total 
Responses 

S % S % S % S % S % S % S % S % % % 
5 20 20 80 4 16 21 84 0 0 24 96 1 4 10 44 15 60 
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Annex 7 
DETAILED TRAINING PROGRAMME FOR MEMBERS. COMMITTEE MEMBERS AND STAFF 

A: TRAINING PROGRAMME FOR MEMBERS 

MAIN TOPIC SUB TOPIC OBJECTIVES METHODOLOGY VENUE TIME 
1. Business 
Management 

Entrepreneurship At th e en d o f th e subjec t participant s 

wi l l b e abl e to : 

• Explai n the meaning of 
entrepreneurship 

• enumerat e the basic features of 
entrepreneurship 

• describ e the qualities of an 
entrepreneur 

• identif y the constraints of 
entrepreneurship development in 
Tanzania context 

• Brainstormin g 
• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 

Cooperative 
College classroom 

2HRS 

Developing and 
undertaking 
Business idea 

At the end of the subject participants 
will be able to: 
• explai n the meaning of business 
• describ e steps in developing business 

ideas and selection of the best idea 
• describ e basic procedure for business 

initiation 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Cooperative 
College classroom 

2HRS 

Market research 
and selling 

At the end of the subject participants 
will be able to: 
• Explai n the meaning of market 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 

Cooperative 
College classroom 

3HRS 
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• Describ e strategies in market research 
• T o explain the meaning and 

importance of promotion 
• Enumerat e basi c strategies for an 

effective business promotion 
• Underscor e the prerequisite of good 

customer care 

• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Pricing At the end of the subject participants 
will be able to: 
• Explai n the meaning and importance 

of pricing 
• Enumerat e basic components of 

pricing 
• Se t sustainable prices for different 

products and services 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• exercise s 

Cooperative 
College classroom 

3HRS 

Record keeping 
And assessment of 
financial 
performance 

At the end of the subject participants 
will be able to: 
• explai n the meaning and importance 

of record keeping 
• identif y financial and non financial 

records necessary for any business 
• recor d business transactions in all 

basic records 
• Explai n the meaning and importance 

of assessment of financial 
performance 

• Prepar e and interpret basic financial 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• exercise s 

Cooperative 
College classroom 

6HRS 
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statements 

Development of 
Business Plan 

At the end of the subject participants 
will be able to: 
Define and explain the objectives of 
business plan 
Identify major components of business 
plan 
Prepare and use business plan 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• exercise s 

Cooperative 
College classroom 

4HRS 

Sources of capital At the end of the subject participants 
will be able to: 
• explai n the importance of capital in 

business 
• identif y different sources of capital 
• enumerat e procedures of loan 

processing from different financial 
institutions 

• underscor e mechanisms for effective 
credit management 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Cooperative 
College classroom 

3HRS 

2. Leadership and 
Governance 

Leadership skills At the end of the subject participants 
will be able to: 
• T o enable participants to enumerate 

key qualities and characteristics of a 
good and bad leader 

• T o enable participants to identify 
different types and styles of leadership 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

Cooperative 
College classroom 

5HRS 
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• T o enable participants to describe 
principles and indicators of good 
governance 

• T o enable participants to enumerate 
and use strategies for effective team 
building 

answer 
• Liv e examples 

Legal framework of 
the MFI 

At the end of the subject participants 
will be able to: 
• identif y major legal documents 

governing the operation of the society 
• Enumerat e key sections of new 

Cooperative Societies Act of 2003 
relevant to MFIs 

• Explai n and apply different sections of 
their constitutions 

• Sugges t areas of the constitution, 
which need review as a result of 
changes of the main act 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Cooperative 
College Mbeya 
Wing classroom 

5HRS 

Rights and 
responsibilities of 
members 

At the end of the subject participants 
will be able to: 
• Underscor e their role in the 

development of the organization 
• Describ e their rights from organization 
• Enumerat e the roles and duties of the 

leadership of the organization 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Cooperative 
College classroom 

5HRS 
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DETAILED TRAINING PROGRAMME FOR MEMBERS. COMMITTEE MEMBERS AND STAFF 

B: TRAINING PROGRAMME FOR COMMITTEE MEMBERS 
MAIN TOPIC SUB TOPIC OBJECTIVES METHODOLOGY VENUE TIME 

1. Leadership and 
Governance 

a) Leadershi p skills At the end of the subject participants 
will be able to: 
• T o enable participants to enumerate 

key qualities and characteristics of a 
good and bad leader 

• T o enable participants to identify 
different types and styles of leadership 

• T o enable participants to describe 
principles and indicators of good 
governance 

• T o enable participants to enumerate 
and use strategies for effective team 
building 

• Brainstormin g 
• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 

Cooperative 
College 
classroom 

4HRS 1. Leadership and 
Governance 

b) Lega l framework of the 
MFI 

At the end of this subject participants 
will be able to: 
• identif y major legal documents 

governing the operation of the society 
• Enumerat e key sections of new 

Cooperative Societies Act of 2003 
relevant to MFIs 

• Explai n and apply different sections of 
their constitutions 

• Sugges t areas of the constitution, 
which need review as a result of 
changes of the main act. 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Cooperative 
College 
classroom 

6 



96 

c) Right s and 
responsibilities of 
members 

At the end of the subject participants 
will be able to: 
• Underscor e their role in the 

development of the organization 
• Describ e their rights from organization 
• Enumerat e the roles and duties of the 

leadership of the organization 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Cooperative 
College 
classroom 

4HRS 

d) Strategi c planning At the end of the subject  participants 
will be able to: 
• Explai n the meaning and relevancy of 

strategic planning to any organization 
• Enumerat e steps in carrying out 

strategic planning 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Cooperative 
College 
classroom 

4HRS 

2. Interpretation 
of financial 
statement 

a) Preparatio n of financial 
statements 

• Incom e expenditure 
• Balanc e sheet 
• Portfoli o report 
• Cas h flow projection 
• Budge t 
• Appropriation 

account 

At the end of the subject participants 
will be able to: 
• Defin e and explain the importance of 

financial statements 
• Enumerat e basic financial statements 

relevant to MFIs 
• Prepar e all basic financial statements 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• exercise s 

Cooperative 
College 
classroom 

6HRS 
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b) Calculatio n of financial At the end of this subject participants • Grou p discussion Cooperative 4 
ratios: efficiency, will be able to: • Presentatio n College 
liquidity, profitability and • Defin e financial ratio • Plenar y discussion classroom 
leverage ratios • Identif y all basic financial ratios relevant • Buz z groups 

to MFIs • Cas e studies 
• Calculat e and interpret basic financial • Rol e play 

ratios • Questio n and 
• Explai n the importance of financial answer 

ratios in assessing the financial • Demonstratio n 
performance and condition of the • Exercise s 
organization 
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DETAILED TRAINING PROGRAMME FOR MEMBERS. COMMITTEE MEMBERS AND STAFF 

C: TRAINING PROGRAMME FOR ACCOUNTANT, BOOKKEEPER AND CASHIER 
MAIN TOPIC SUB TOPIC OBJECTIVES METHODOLOGY VENUE TIME 

1. Bookkeeping Definition, objective an d 
system of accounting 

At the end of this subject participants 
will be able to: 
• Explai n the meaning and importance 

of accounting 
• Enumerat e major components of 

accounting cycle 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 

Cooperative 
College classroom 

2HRS 

Books of accounting 
• Origina l books of 

accounting 
• Analysi s cash book 
• Dail y cash in hand book 
• Journa l 
• ledge r 

At the end of this subject participants 
will be able to: 
• identify  books of accounts used in 

recording both cash and non cash 

transactions 

• properly  write  all  books  of 

accounting 
• balanc e and close books of 

accounting 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• Exercise s 

Cooperative 
College classroom 

10 

Trial Balance At th e end of this subjec t participant s 

wi l l be able to: 

• defin e and explain the importance of 
I tria l balance 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 

Cooperative 
College classroom 

3 
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• prepar e and balance trial balance • Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• Exercise s 

Bank reconciliation At the end of the subject participants 
will be able to: 
• Defin e and explain bank reconciliation 
• Prepar e bank reconciliation statement 

using both two basic rules. 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• Exercise s 

Cooperative 
College classroom 

3HRS 

2. Financial 
management 

Preparation of financial 
statements 

• Incom e expenditure 
• Balanc e sheet 
• Portfoli o report 
• Cas h flow projection 
• Budge t 
• Appropriatio n 

account 

At the end of the subject participants 
will be able to: 
• Defin e and explain the importance of 

financial statements 
• Enumerat e basic financial statements 

relevant to MFIs 
• Prepar e all basic financial statements 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• exercise s 

Cooperative 
College classroom 

6HRS 

c) Calculatio n of financial 
ratios: efficiency, 
liquidity, profitability and 
leverage ratios 

At the end of this subject participants 
will be able to: 
• Defin e financial ratio 
• Identif y all basic financial ratios 

relevant to MFIs 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 

Cooperative 
College classroom 

6 
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• Calculat e and interpret basic financial 
ratios 

• Explai n the importance of financial 
ratios in assessing the financial 
performance and condition of the 
organization 

• Rol e play 
• Questio n and 

answer 
• Demonstratio n 
• Exercise s 

3. Delinquency 
and strategic 
planning 

Delinquency At the end of this subject participants 
will be able to: 
• Defin e delinquency 
• Explai n the major causes of 

delinquency 
• Poin t out basic indication for possibility 

of delinquency 
• Enumerat e steps in ensuring effective 

delinquency management 
• Explai n the importance of effective 

delinquency management 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 

Cooperative 
College classroom 

3 
HRS 

e) Strategi c planning At th e en d o f th e subjec t participant s 

wi l l b e able to: 

• Explai n the meaning and relevancy of 
strategic planning to any organization 

• Enumerat e steps in carrying out 
strategic planning 

• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Buz z groups 
• Cas e studies 
• Rol e play 
• Questio n and 

answer 
• Liv e examples 

Cooperative 
College classroom 

3 HRS 
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PROCEEDING O F TRAINING OF MEMBERS O F TAZARA MBEY A SAVINGS 
AND CREDI T COOPERATIV E SOCIET Y LT D (TAMBESACCOS O IN 

BUSINESS MANAGEMENT 

1.0 Introductio n 
1.1 A n overview of the trainin g 

The trainin g o f members o f TAZAR A Mbey a Saving s an d Credi t Cooperative 
Society in business managemen t i s one of the training components o f the training 
Programme develope d afte r conductin g a thorough trainin g needs . Accordin g t o 
the training programme the target was to conduct 3  three training session and train 
120 member s i n business managemen t bu t du e t o tim e constrain t I  manage d t o 
conduct tw o session s whereb y 6 1 participant s attended . Bot h trainin g session s 
were conducte d a t Cooperativ e Colleg e classroo m a  venu e provide d b y th e 
facilitator Mr . Mrum a Alber t Omar . Since the participant s were the employee s of 
T A Z A R A th e trainin g was conducted afte r offic e hour s tha t i s from 4.0 0 p.m. to 
7.00 p.m . an d therefor e w e ha d three effectiv e trainin g time pe r da y makin g a 
total o f 15 to21 hour s per each training course. The lis t o f participants i s attached 
as annex 2. 

1.2 Objective s of the trainin g 
The objectiv e of the training was to improve the capacit y of members i n business 
skills s o tha t the y initiat e an d ru n busines s activitie s an d trigge r of f wis e 
borrowing and repayment fro m their Society. 

The trainin g had underlying specific objectives as follows : 
• T o enable the members to enumerate th e basic quality of an entrepreneu r 
• T o enabl e th e participant s t o develo p viabl e business ide a followin g al l 

key step s of business developmen t 
• T o enable participants to enumerate majo r cornerstones o f marketing 
• T o enable the participants to write all basic business records properly 
• T o enable participants to develop and use business plan 

1.3 Proces s and methodology of the trainin g 
In facilitatin g the training a combination of participatory training techniques were 
used. Th e facilitato r introduced the subjec t an d allowe d the participant s throug h 
brainstorming and or buzz groups to air their views and general discussion ensued 
and finall y th e facilitato r wrapped up by documenting al l key point s raise d and 
agreed. I n som e subject s th e participant s wer e organize d int o group s an d a  task 
for discussio n wa s give n whereb y eac h grou p discusse d an d documente d it s 
output i n the flip  chart s an d later presented fo r plenary discussion. The facilitator 
documented al l issues raise d i n the plenar y discussion and late r o n wrapped th e 
discussion b y synthesizin g al l ke y point s agree d i n th e discussion . Wher e 
necessary galler y walks was used instead o f plenary presentation. A t times game s 
were use d i n th e group s formatio n proces s an d thi s enhance d t o kee p grou p 
dynamics an d maintaine d grou p tempo . I n othe r topic s wher e learnin g wa s 
effective b y doing , exercise s o r individua l task s wer e give n an d th e facilitato r 
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gave feedbac k t o individua l participan t o n his/he r performance . I n certai n 
circumstance, cas e studie s an d rol e play s wer e administere d t o enabl e th e 
participants lear n by seeing o r studying the reality . The training methodologies 
used enhance d activ e participatio n o f th e participant s an d therefor e effectiv e 
sharing was facilitated . The energy leve l of the participants was maintained high 
by administration of energizers whenever observed necessary an d this facilitated 
active participatio n and dynamism . In order t o enhanc e futur e referenc e o f the 
training the detaile d handout wa s provided to each participant. This handout wa s 
prepared b y the facilitato r reflecting all the topic covered and the knowledge and 
skills derive d fro m th e course s o f micro enterprise development , developmen t 
finance, Financia l accounting, Financial management wa s the major input s to this 
task. The handout i s attached a s annex 4 to this report. 

Facilitater presenting a subject 

The following training methods were deployed in the facilitation o f the training: 
• Brainstormin g 
• Questio n and answer 
• Buz z groups 
• Grou p discussion 
• Presentatio n 
• Plenar y discussion 
• Synthesi s 
• Rol e plays 
• Cas e studies 
• Demonstratio n 
• Exercise s 
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1.4 Participant s and Timefram e 
This training was conducte d i n two session s o f five to seve n day s an d i n each da y 
the effectiv e trainin g time was 3  hours . Whil e the first  sessio n was conducte d fo r 
seven days , th e secon d sessio n was conducte d fo r five  days . I n th e first  sessio n a 
total o f 35 participant s attende d th e trainin g and in the secon d sessio n a  total o f 26 
participants attende d makin g a grand total of 61 participants fo r both sessions . Fo r 
more detail s o n th e participant s refe r t o tabl e one . Th e lis t o f participant s i s 
attached a s anne x 2 . 

Table 1 : Number of participants an d timeframe fo r the training of members i n 
business managemen t 

Session Timeframe Number o f participants Effective trainin g 
time 

Female Male Total Days Hours 
1 3 r d Septembe r t o 8 t h 

September 200 4 
1 35 35 7 21 

2 20'1' December t o 
24 t h Decembe r 200 4 

0 24 26 5 15 

Total 1 59 61 12 36 

2.0 Settin g the climat e of the trainin g 
2.1. Introductio n of the participant s 

Two card s were provide d to the. participants an d were requested t o si t in pairs an d 
discuss and generate information from eac h other basing on the followin g issues : 

• Nam e 
• Designatio n 
• Famil y affair s 
• Wor k experienc e 
• Like s 
• Dislike s 

2.2 Norm s to b e observe d in the trainin g 

Through brainstorming the participant s se t the norm s to guide the trainin g as 

follows: 

a. T o respect th e contributio n of each participant s 
b. Lov e an d cooperatio n 
c. T o keep tim e 
d. T o observe timetabl e 
e. T o avoid smokin g and drinkin g in the classroom 
f Activ e participation 
g. T o set th e cel l phone s i n vibration state or rather switc h off 
h. T o keep quit e when quietness i n required and avoidance of going ou t 

unnecessarily 
i . T o ask question s relevan t t o the subjec t i n discussion 
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j . T o regard yoursel f as an important par t o f the training 

2.3 Adopt io n o f the tim e tabl e 
The timetabl e wa s distribute d t o eac h participan t an d tim e wa s allowe d fo r 
discussion an d finall y i t was adopte d withou t any change. I t was agree d t o star t a t 
4.00 p.m. and win d u p a t 7  p.m. daily. Th e timetable is attached a s annex 1 . 

2.5 Expectation s and fear s 
Each participan t wa s provide d wit h tw o card s an d requeste d t o writ e on e 
expectation o n on e car d an d on e fea r o n anothe r card . Th e content s o f the card s 
were read an d finall y clustere d into the followin g categories : 

Expectations 
> T o acquire knowledge and skill s on business managemen t 
> T o be abl e start a  viable and profitable business 
> T o internalize all subjects t o be discussed 
> T o acquire methods o f reorganizing an d properly managing by busines s 
> T o gain skill s fo r efficient managing my business 
> T o start a  poultry business afte r thi s training 
> T o be abl e to initiat e and run busines s 
> Prope r use o f loans in establishing the busines s 
> T o gain more competency on my work 
> T o share experience 

Fears 
> Whethe r I wi l l wel l understan d th e training 
> Tim e ma y no t be adequate 
> Availabili t y o f capital to undertake busines s 
> Whethe r I properly use the loa n taken 

3.0 Content s an d facilitatio n o f the training 
The followin g wer e thoroughly presented an d discussed: 
(a Entrepreneurshi p 

• Definitio n 
• Qualitie s of entrepreneu r 
• Problem s of entrepreneur s 
• Reason s fo r success and failure of busines s 

A combinatio n o f participator y methodolog y includin g brainstorming , grou p 
discussion, presentation , plenar y discussio n was use d t o explor e o n th e abov e 
contents. I n explorin g th e reason s fo r th e succes s an d failur e o f busines s an d 
problems o f entrepreneur s th e participant s wer e organize d int o group s an d 
discussed an d late r eac h grou p presente d it s wor k an d followe d b y plenar y 
discussion. 
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b) Ho w to develo p and operat e a  busines s 
• Step s of initiation an d operatin g the busines s 
• Ke y principles of business 
• Pricin g 

Through brainstormin g the participant s enumerate d an d discusse d th e followin g 
key steps in developing and operating a  business idea: 

• Visionin g o f business idea s 
• Marke t researc h an d selectio n of optimal busines s idea 
• Furthe r analysi s o n cost s an d capita l requiremen t an d formulatio n o f 

budget 
• Marketin g strategie s 
• Developmen t of business plan 
• Testin g of the business i n small scal e 
• Ful l scal e launch of the busines s 

The participant s als o enumerate d th e ke y principle s an d procedure s o f 
establishing a  business . I t wa s underscore d tha t i t i s necessar y t o adher e t o al l 
legal formalitie s required i n establishing and runnin g the busines s suc h a s payin g 
license, incom e tax stam p dut y an d registratio n o f the business . Th e participant s 
realized that , record keeping and ploug h back the profi t to the business ar e th e ke y 
element fo r succes s o f th e business . I n orde r fo r the  participant s t o maste r th e 
process o f initiatio n an d undertakin g th e busines s ide a an assignmen t wa s give n 
whereby eac h participan t wa s require d t o identif y a  busines s ide a an d undertak e 
all step s discussed. 

On pricin g i t was establishe d that i n order to calculat e prices of goods o r service s 
both variable and fixe d cost s shoul d be taken into the consideration . The emphasi s 
on calculatin g sustainabl e price s wa s highlighte d an d expense s suc h a s 
depreciation, incom e ta x an d al l indirec t cos t shoul d b e include d i n th e cos t 
structure i n order to com e ou t wit h sustainabl e price . Demonstration was don e t o 
show ho w t o calculat e th e uni t pric e o f makin g on e woode n chair . Th e 
participants activel y gav e th e input s i n the demonstration . Th e subjec t wa s ver y 
interesting an d al l participant s understoo d th e technicalitie s o f calculatin g 
sustainable price. 

c) Marke t in g 
Six P's of  marketing 
This subjec t wa s thoroughl y discusse d an d participant s throug h participator y 
methodology discussed 6 P 's o f marketing which include , people, products, place , 
price, promotio n an d packaging . K e y element s o f eac h P  wer e thoroughl y 
discussed an d relevan t example s wer e given . Th e qualitie s o f good sale s perso n 
were enumerate d an d the differen t behavior s o f customers wer e enumerated . Th e 
importance o f custome r car e wa s als o analyze d an d internalize d b y al l 
participants. 
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d) Recor d keeping 
A simpl e and relevant accountin g system to micro entrepreneurs was discussed in 
this subject . Th e following record s were enumerated an d discussed 

• Revenu e book 
• Boo k fo r recording expense s 
• Boo k fo r debtor s 
• Boo k fo r creditors 
• Stoc k record book 

Through brainstormin g th e ke y element s o f thes e book s wer e pointe d ou t an d 
discussed. Th e format o f each book was presented an d discusse d fo r everyone t o 
understand. Demonstratio n on how to pos t transaction s t o thes e books was don e 
and participant s activel y contributed i n the demonstratio n process . A t the en d of 
the subjec t a n exercise was given to each participant to do i t at home . 

e) Measur in g the financial  performanc e o f the busines s 
• Definitio n an d importance of measuring financial  performanc e 
• Tradin g accoun t 
• Profi t an d loss account 

The brainstorming session was conducted to enhance the participant s to contribute 
on th e meanin g an d importanc e o f measurin g financia l performanc e o f th e 
business. Demonstratio n was done to show how to prepare trading, profit and loss 
account an d th e participant s activel y provide d th e input s i n th e demonstratio n 
process. 

f) Developmen t of Business plan 
Brainstorming sessio n wa s conducte d whereb y th e participant s activel y 
contributed o n th e definitio n an d objective s o f busines s plan . Th e participant s 
were organize d int o group s an d wer e discusse d o n th e ke y element s o f a  wel l 
formulated busines s plan. 

Participants in group discussion 
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Later each grou p presented its work and followed by plenary discussion . 

Participant making presentation 

The facilitato r wrappe d u p the discussion b y presenting al l key components of a 
business plan. 

3.1 Trainin g material s and other logistical arrangement 
The facilitato r ensure d the availability of the followin g trainin g material s a s his 
contribution to the training: 

• Fli p chart 
• Fli p char t stand 
• Manil a cards 
• Maskin g tapes 
• Marke r pen 
• On e copy handout, the handout is attached as annex 4 

The facilitato r als o provide d classroo m fo r the whol e o f the duratio n o f the 
training. 

The hos t organizatio n provide d a  toke n allowanc e o f 1500/= per day to enable 
participants t o pay for fares, notebook , pen and photocopy fo r the handout. The 
organization spen t almost 500,000/ = a s the contribution to this training . 
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4.0 Evaluat io n of the training 
A t th e end of the trainin g ever y participan t filled  a  well-structure d evaluatio n 
form whic h containe d variou s question s geare d toward s assessin g differen t 
parameters of the training. 

Participants filing  an  evaluation form 

The evaluation form i s attached as annex 3. 

The evaluatio n analysi s reflecte d tha t the training was very wel l organise d and 
conducted a s thi s fac t wa s argued b y 74% of the participants . Th e evaluation 
showed tha t objective s o f the trainin g wer e highl y achieve d a s 80 % of the 
participants asserte d tha t the objectives wer e highl y achieve d and 20% assesse d 
the achievemen t o f the objective s a s moderately . Th e evaluation showe d tha t 
100% of the participant s achieve d their expectation s fro m th e training. As far as 
the competenc y o f the facilitator s is concerned i n terms of mastery o f the subjec t 
matter an d applicatio n o f th e methodolog y i s concerned , majorit y o f the 
participants appreciate d th e facilitatio n process . Whil e 91 % of the participant s 
rated the facilitator as very good in terms of mastery of subjects, 9 % rated him as 
good. Th e training methodologies applie d were rate d b y 70% of the participant s 
as very participatory and 30 assessed the methodology used as participatory. 57% 
o f th e participant s evaluate d th e trainin g a s ver y relevan t an d 43% rated th e 
training as relevant. 
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O n wha t wen t wel l the participants mentione d the fol lowing : 
• Applicatio n o f participatory training methodology 
• Activ e participation 
• Goo d facilitatio n 
• Facilitato r was very active 
• Learnin g development o f business plan 
• Learnin g intreprenearship 
• Gaine d ne w knowledge and skills 
• Subject s wer e wel l understoo d 
• Us e of energisers t o stimulate learning 
• Facilitator s managed the  training ver y wel l 

O n wha t wen t wron g the participants mentione d th e following : 
• Shor t duratio n 
• Tigh t time tabl e 
• Th e training was conducted during Christmas week 

The participant s suggeste d th e followin g fo r th e improvemen t o f th e 
t ra ining: 

• Increas e duration o f the training 
• Regula r training to be conducted 
• Handou t to be provided immediately after presentatio n o f each subjec t 

not a t the end of the training 
• Trainin g to be conducted in morning hours 

The summar y o f the evaluatio n analysis is given in table 1 
Table 1 : Summary of the evaluation analysis  
S/N Parameter/variable Total 

Respondents 
Frequency Percentage 

1 Organisation of  the training 
V e n Goo d 17 7 4 % 
Good 23 6 2 6 % 
Average 0 0 

2 Achievement of  the objectives 
Very Goo d 23 18 80% 
Good 5 2 0 % 
Average 0 0 

3 Realisation of  the expectations 
Very Goo d 14 60% 
Good 23 9 4 0 % 
Average 0 0 

4 Understanding of  the subjects 
V e n wel l 18 80% 
Well 23 5 20%o 
Average 0 0 

5 Mastery of  the subjects by the facilitators 
Ven- Goo d 
Good 23 21 91%o 
Average 2 

0 
9% 
0 
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6 Training methodology  used 
Very Goo d 16 70% 
G o o d 23 7 30% 
Average 0 0% 

7 Relevancy of the training 
Very relevant 23 13 57% 
Relevant 10 4 3 % 
Slightly relevan t 0 0% 

5.0 Closin g the training 
A n officia l fro m Rura l Financia l Service s Programme, Souther n Zone, officiall y 
closed the first training, an IF AD funde d Programm e which support Micr o 
Finance Institutions in 7 regions in Tanzania. In his closing remarks he reiterated 
the following : 
• H e commended the facilitator for his commitment an d sacrifice to offer the 

training free o f charge an d for good quality facilitatio n 
• H e also recognized the efforts an d commitmen t mad e by the participants to 

attend an d participate i n the training 
• H e thanked the T A Z A RA Managemen t to grant permissio n to workers to 

attended th e training 
• H e argued the participants to use the knowledge and skill s acquired in the 

training in improving performance o f their organization. 

Earlier before officia l closin g the participants read a  short message of thanks to 
the facilitato r which reflecte d thei r appreciation on the facilitatio n o f the training. 
Generally the message appreciated the efforts mad e b y the facilitator to plan and 
facilitate the training and hi s excellent facilitation throughou t the training. They 
admitted to have benefite d a  lot from the training. The participants offered a  gif t 
to the facilitator as a gesture of appreciation. Th e letter of appreciation is attached 
as annex 6. 
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ANNEX 1 
T I M E T A B L E O F T R A I N I N G O F M E M B E R S O F T A M B E S A C C O SO I N B U S I N E SS M A N A G E M E N T S K I L L S 

D A Y O NE D A Y T W O D A Y 
T H R E E 

D A Y F O U R D A Y 
F I V E 

D A Y S I X D A Y S E V E N 

4.00pm- 7.00 p.m. Setting th e Entrepreneur Key Marketing Record Financial Development 
climate of ship principles of Principles keeping reports of busines s 
the training Steps in business plan 
Entrepreneur initiation an d Procedures 

plan 

ship operation of for 
the busines s establishing a 

business 
Pricing 
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Annex 2(a) 
TRAINING O F M E M B E RS O F T A Z A R A M B E Y A SAVING S AN D CREDIT 

C O O P E R A T I V E SOCIET Y I N BUSINES S M A N A G E M E N T 
B A T C H ONE : 3r d S E P T E M B E R T O 8 t h S E P T E M B E R 2004 

S/N N A M E D E S I G N A T I O N P O S I T I O N I N M FI 
1 M W E T O J U M A T I C K E T E X A M I N E R Member 
2 M O D E S T U S M Y I N G A S T A T I O N T A Z A R A Member 
3 M E L C H I O R M P O L A T I C K E T E X A M I N E R Member 
4 M O R R I S M W A S H O L O N Z I S T A T I O N T A Z A R A Member 
5 J A M E S M H A N D O S T A T I O N T A Z A R A Member 
6 A R A M M O S E S S T A T I O N T A Z A R A Member 
7 A M O S E L I S H A S T A T I O N T A Z A R A Member 
8 S T E P H E N P . M A H E N G E S T A T I O N T A Z A R A Member 
9 S O N N I M W A S E L E L A District Supplie s Office r Member 
10 A L L E N M F A N G A V O Train controlle r Member 
11 T H E R E S I A PIU S Telephone Operato r Member 
12 Y A H A N A Z E L L A Planning Controlle r Member 
13 J O S E P H M W A K Y U S A Hostel Superviso r Member 
14 N E L S O N M W A N G O S I Office Attendan t Member 
15 S I M O N M L A N G H U Locomotive Attendan t Member 
16 N I C K S O N S A L I P A Locomotive keepe r Member 
17 E D S O N M B A L A M / V Drive r Member 
18 E P H R A I M K I B O N A Clerk Member 
19 A M B E L E K Y E Y O Locomotive Drive r Member 
20 R A P H A E L M U S S A M . V Mechani c Member 
21 M O S E S L U V I N G A Wagon Attendan t Member 
22 J O S E P H C H I K A W E Foreman Member 
23 C H R I S T O P H E R K I K O T I Mechanic Member 
24 Y O H A N A M W A M B O N A Mechanic Member 
25 P E T E R M U S H I S/T Committee membe r 
26 P A U L G O M E Z Freight Member 
27 M U S S A K A L A L A Locomotive Mechani c Chairperson -  Loa n 
28 E R N E S T M B U G I Mechanic Member 
29 T H E O P H I L R . S E M I N D U Engineer Member 
30 C L E T U S K A N G U Locomotive Electrician Member 
31 E L I E Z E R M W A I P A J A Points ma n mechani c Vice Chairma n 
32 A N D R E W C H I T U T A Depot attendan t Member 
33 L U B A N G O K A G A M B O Mechanic Committee membe r 
34 J O S E P H M W E S I N G O Train controlle r Member 
35 J. M W A L Y E P E L O 

a.platt
Rectangle
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Annex 2(b) 
T R A I N I N G O F M E M B E R S O F T A Z A R A M B E Y A S A V I N G S A N D C R E D I T 

C O O P E R A T I V E S O C I E T Y I N B U S I N E SS M A N A G E M E N T 
B A T C H T W O : 22 nd D E C E M B E R T O 24th D E C E M B ER 2004 

S/N N A M E D E S I G N A T I O N P O S I T I O N I N M FI 
1 M O H A M E D M B O G G O AG. D T S E Member 
2 R I C H A R D F E S T O D C E Member 

J A C K S O N M W A I Y U N G A Controller Committee membe r 
4 R A P H A E L K A Z Y O B A Workshop forema n Member 
5 S U N D A Y M A H I M B A L I Artisan Member 
6 J O H N M H E M U S I Examiner Member 
7 E M I L Y S A M I L A H Points ma n Member 
8 S U L T A N S A L E H E Plumber Member 
9 IDD R A M A D H A N Artisan Member 
10 H E K A L U N I T E N D E H M T drive r Member 
11 E R A S T I J O H N Electrical technicia n Member 
12 A R S E N N A S A R I Controller Member 
13 M O S E S N S Y E N G U L A Technician Committee membe r 
14 B E T R A M H U S S E I N Artisan Member 
15 S A L U M IDD I Artisan Member 
16 V A L E R I A N C H O T A Kitchen Attendan t Member 
17 J A C K S O N M W A B U L I U Foreman Member 
18 L W I T I K O K I B U T I Artisan Member 
19 A N Y I N G I S Y E K A L I N G A Controller Member 
20 C H E S C O M A G O H A Shunter Operato r Member 
21 S A L U M N D A U K A Supervisor Member 
22 L A M E C K K A M A N D O Mechanical Enginee r Member 
23 H E A V E N L I G H T M A K A W I A Technician Member 
24 M U S S A N T A M B A L A Technician Member 
25 F R A N C I S M U G A S A Artisan Member 
26 T E D D Y S A M W E L Clerk Member 

a.platt
Rectangle
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Annex 3 
E V A L U A T I O N O F T R A I N I NG O F M E M B E RS O F T A M B E S A C C O S O I N 

B U S I N E S S M A N A G E M E N T S K I L L S 
1. T o what extent were you satisfied with the general organization of the training? 

a) Ver y good 
b) Goo d r - 1 
c) Averag e 

2. A t what extent the objectives of the training were achieved? 
a) Ver y good 
b) Goo d 
c) Averag e 

3. T o -wha t extent your expectations wer e met? 
a) Ver y good 
b) Goo d 
c) Averag e 

4. T o what extent you understood the subjects of the training 
a) Ver y good 
b) Goo d 
c) Averag e 

5. T o what extent the facilitator mastered the subjects? 
a) Very 7 good 
b) Goo d 
c) Averag e 

6. T o what extent the methodologies used were participatory? 
a) Ver y participatory 
b) Participator y 
c) Les s participatory 

7. T o what extent is the training relevant to you? 
a) Ver y relevant 
b) Relevan t 
c) Slightl y relevant 

8. Lis t one majo r tiling which went well 
a) .  ... . 

b) 

9. Lis t on e majo r thing which went wrong 

a) 

b) 

10. Sugges t ways to improve the trainin g in future 
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Annex 5 

TRAINING O F MEMBERS IN BUSINESS MANAGEMENT SKILL S 
AND ENTREPRENEURSHI P 

H A N D O U T 1 

P R E P A R E D B Y 
M R U M A A L B E R T O M A R 

September, 20 
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Ujasiriamali 

(a) Maan a ya Ujasiriamal i na Mjasiriamali 
• Ujasiriamal i n i ubunif u a u ugunduz i a u uundaj i w a waz o n a kuliwek a 

katika matend o y a kiuzalishaj i mal i a u utoaj i w a huduma . 
• Jasiriamal i au mjasiriamal i n i mt u ambay e anajishughulish a n a biashara 

kwa nji a y a kumwezesha kumudu maish a yak e kiuchum i n a kijamii . 

(b) Sif a za Mjasiriamal i mwenye mafanikio 
Kwa ujuml a mjasiriamal i mweny e mafaniki o huw a n a sif a zifuatazo : 
• Hujituma , hudhamiria , n a hachok i 
• Hupend a kuon a mafaniki o 
• Mtafutaj i w a miany a ya biashara 
• Muwajibikaj i 
• Hachok i kutatu a matatiz o 
• Mfuatiliaj i mzur i 
• S i mwepes i w a kukat a tama a 
• Mbunif u 
• Anaupe o wa kuon a mbal i 
• Anauhur u w a maamuz i 
• Hujiamin i n a kutaraji a mafaniki o 
• Hupend a mshikaman o katik a biashar a 

2.0 Kubun i na Kuendesh a Biashar a 
(a) Uchambuz i wa Waz o la biashara 

Uchambuzi w a waz o l a biashar a huzingatia vigez o vifuatavyo; soko , mtaji , ujuzi , urahis i 
wa kupatikan a mal i ghafi , usafiri/mawasiliano^shindan^namn a y a kuzalish a na 
kusambaza bidha a husika,sheri a zilizopo, na ubora unaohitajika . 

(b) Dhan a ya Biashar a 
Biashara n i 

> kitend o ch a kubadilishan a mal i kw a fedh a 
> mal i kw a mal i 
> fedh a kw a fedh a 
> hudum a kw a fedha a u n i 
> hudum a kw a hudum a kw a leng o l a kupatafaid a 

Kwa ufupi , biashar a n i kitend o ch a kubadilishana bidha a kw a fedh a a u bidha a kw a 
bidhaa /hudum a kw a leng o l a kupata faida . 
Bidhaa n i mal i kam a chumvi,mahind i a u viazi n a hudum a n i kam a 
mat ibab^el im^kusaf isha viatu,kushon a nguo,mam a ntilie,ususi , n.k . 

(c) Hatu a za kufuata katika kuanzisha biashara 
i) Bainish a waz o l a biashara;N i biashara ya ain a gan i utapend a kuanzish a 
ii) Fany a uchambuz i w a mawaz o hayo na mwish o chagu a waz o moj a 

ukizingat ia^oko^taj i^ juzi /mawasi l iano^shindani^pat ikanaj i w a mal i ghafi,vifa a 
vingine vit a ka vyoh itaj i ka, na m na ya kusambaza,tekinoIoji a y a uzalishaji , n. k 
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iii) Fany a uchambuzi zaid i kuhusu fedha,bei,gharama z a uendeshaji,na kish a makisi o ya 
mapato n a matumiz i il i kubain i faida itakayopatikan a 

iv) Tengenez a mpango w a biashar a 
v) Anz a biashar a kidog o kw a majaribi o 
vi) Panu a biashar a kw a kadr i inavyoruhusu(kam a unapat a faid a y a kutosha-kubwa ) 

(d) Kanun i za Biashara 
i) Kuw a n a maleng o 
ii) Kuw a mt u w a kujifunz a Daim a 
iii) Kuw a mbunif u 
iv) Kuw a jasir i 
v) Kutunz a kumbukumb u 
vi) Rudish a ziada kweny e biashar a yako 

(e) Ta rati bu za Biashara , 
Zipo ain a ku u nn e z a biashara,naz o n i biashar a ya mt u mmoja^bia/kampun i n a 
ushirika.Kuanzisha biashar a ya aina yoyote il e lazima utaratib u ufuata o ufuatwe ; 

> Kusajil i biashar a 
> Kulip a kod i ya mapat o 
> Kulip a lesen i 
> Kulip a ushur u 

3.0 Utafutaj i Masoko na Uuzaji Bidhaa 

3.1 Sok o n i nini? 
Soko n i mahal i wanapokutan a wauzaj i n a wanunuzi kuuz a n a kununu a bidha a a u 
huduma. 

3.2 Masok o ni nini? 
Shughuli yoyote il e anayofanya mfanyibiashar a il i kuimarish a biashar a yake. [Haitoshez i 
kukaa t u n a kungoj a oda] . 

3.3 Shughul i za masok o n i kufikir i jinsi mtej a wak o anavyofikiri . Inahus u utambuaj i n a 
ushikaji w a soko . Shughul i za masoko zinaanza na soko lenyewe, kw a kufany a 
uchambuzi wa kin a kuhus u mahitaj i y a hil o soko. Inaendele a kw a kuanzi a n a soko lilipo , 
sambamba n a hay o matakw a n a mahitaj i n a kulet a bidha a hiy o kw a be i maalum , mahal i 
maalum,kwa kutumi a nyenz o mbalimbal i z a uvumishaji . 

3.4 Hiz i ndizo zile "B" tano za masoko(Five P's ) 
• BIDHAA(ONGEZ A UFUNGAJI ) -  Products 
• BE I -  Price 
• BANDA(mahal i pa kufanyi a biashara ) -  Plac e 
• BANGO(Utangazaj i a u uvumishaji) - Promotio n 
• BINDAMU(People ) 

3.5 Utafit i wa sok o n i nini? 
o Kulisom a soko kw a makin i 
o Kukwep a ufurishaj i w a bidha a sokoni 
o Kukwep a bidha a asiyoipend a mtej a 
o Kukwep a kufuat a mkumb o 
o Kutafut a upeny o w a soko na kuujaza upeny u hu o 
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• Utafit i wa soko ufanyw e kw a urahisi sana . Has a kw a kuchunguza, kutazama na 
kusikiliza, kujarib u bidha a yako n a kuchunguza washindan i wako . 

Madhumuni ya haya yote n i kutengeneza bidha a n a kutoa hudum a ambaz o zitauzwa 
mahali fulani , kw a bei fulani n a wateja wazifaham u 

3.6 Shughul i za mfanyibiashara katik a kuimarish a biashara zake 
• Kuchunguz a matakwa y a wateja [k.m . unapokuwa n a njaa, unahitaj i chakula; 

kunapokuwa giz a unahitaj i mwanga ] 
• Elez a bidha a au huduma wanazohitaj i watej a 
• Panga be i ambayo watej a wak o tayar i kulip a n a itakayokupa faid a 
• Utafikishaj e bidha a au huduma kw a wateja wak o 
• Wavuti e watej a wanunue , bidhaa au huduma zak o 

3.7 Hudum a kwa wateja 
(a) Maan a ya Huduma kwa mteja . 

Huduma kw a wateja ni , kuwa tayar i kujib u maswal i haraka , kujali mud a wa wateja , 
kuitikia n a kutenda harak a kulingan a n a matakwa yao . Wahudumie harak a kwa kupanga 
vizuri n a kuwapa watej a kw a utimilifu. Hudum a kw a wateja pi a ni kutoa taarif a sahihi , 
bei inayofanan a kw a wote, ufaham u w a bidhaa unayouz a n.k. 

(b) Nji a bora za kutoa huduma bora kwa Mtej a 
• Mwonekano-Uw e mtulivu,Mtanashati,msaf i n a mwenye kujiheshim u 
• Lugha-Tumi a lugh a nzur i kwa wateja n a onyesha tabasamu. 
• Nguvu-Usionekan e mchovu kw a wateja. baki a n a nguvu hat a kam a un a kazi nying i 

za kufanya . 

(c) Umuhim u wa kuto a huduma bora 
> Inakuteng a kutok a kweny e ushindani,yaan i watej a watawez a kukutofautish a 

wewe n a n a mtu mwingine mweny e bidha a sawa na wewe 
> Urahis i wa kujitangaza. Watej a wak o watakuw a wadhamin i kw a wateja 

muhimu.(65% y a wateja hutokan a n a Wadhamini, 25% hutokana n a Matangazo 
na 10 % sababu zingine, mahal i ilip o biashara , ushindani, aina za bidhaa 
n.k).Huduma mbov u hupotez a watej a kw a 66 % , na 15% hawanunu i kwa 
sababu be i ni ghali. 

> Be i zako hupokelewa kirahisi . watej a sik u zote wak o tayar i kulip a zaid i iwap o 
watahudumiwa vizuri . 

(d) Aina za wateja wagumu 
i) Watej a wenye hasira:Hakikisha kuw a unamgeuz a mtej a mweny e hasir a na 

kuwa msemaj i mtiifu . Fany a kaz i vema n a wateja weny e hasir a 

ii) Watej a wenye Amri: Tafut a has a nin i hitaj i lao 
iii) Wabish i wa asilia : wasikilize ! 

iv) Wasemaj i sana: Kuw a mweny e subira,yawezekan a wanakitu cheny e thaman i 
kwa matumiz i yak o 
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v) Mt u asiye na Maamuzi: Mkabil i mtu huyu kitaalamu , ukielez a bila kuchok a 
kwa nin i n i muhimu kununu a bidha a 

vi) Mbishi : Shughulika na ubishi, Anabisha nini? bei? 

vii) Mdadisi lakini mkimya: Mchokoz e mteja il i aongee kutoridhik a 
kwake. Pengin e anajua be i z a washindani wako ? 

3.8 Uuzaj i na uvumishaji 
(a) Maan a ya uuzaji 

Ni hal i ya kumfanya mtej a anunu e bidha a au huduma kweny e biashar a yako 

(b) Maan a Uvumishaji 
Ni kufany a bidha a unayouz a ifahamik e kw a watej a weng i zaid i ili iweze 
kununuliwa zaidi . 

(c) Sif a za muuzaji 
i) Aw e Mwaminif u 
ii) Aju e ubor a wa bidhaa 
iii) Aw e Msafi , nadhifu , na avae mavaz i ya heshima 
iv) Aw e na lugha nzur i ya biashara 
v) Aw e msikiv u kw a watej a 
vi) Aw e mwepes i kujifunz a kutok a kw a watej a 
vii) Aw e na akili nyepes i kukumbuk a mamb o 
viii) Ajue kufany a hesab u za biashara na atunze kumbukumb u 
ix) Aw e na tabia nzur i kw a ujuml a 

(d) Nji a za uvumishaji 
i) Kutangaz a kw a kutumia , Radio , Runinga TV, Magazeti , Kutumia 

Mdomo,Maonyesho ya biashara,Mabang o mbalimbali n a Vipeperushi 
ii) Kuto a bidha a ya bure ya mfano 
iii) Zawad i ya Bure 
iv) Jin a zur i l a bidhaa linalovuti a 
v) Ubunif u 
vi) Ufungaj i w a bidhaa kweny e makash a yanayovuti a 
vii) Kujeng a uhusian o mzur i n a walaji/wauzaj i 

Angalia kwa  Makinh  Turni a Nji a tofaut i za uvumishaji , nji a 
moja peke e haiwez i kuwafiki a watej a w a aina zote kwa wakat i 
mmoja. 

(e) Faid a za uvumishaji 
i) huongez a mauzo/Mapat o 
ii) Huongez a watej a 
iii) Hupanu a biashar a 
iv) Huongez a faida 
v) Hutambulish a biashar a 
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4.0 Kutafut a bei ya kuuzia 
Fundi seremal a Bwan a Yohana Joseph ana uwez o w a kutengeneza vit i 20 katika kipind i 
cha mwez i mmoja . Vifa a vifuatavyo vinahitajik a kutengenez a kit i kimoja : 
Mbao za Shs. 8 , 000/= 
Misumari y a Shs . 1,000/= 
Gundi z a Shs . 700/ = 

Kodi y a sehemu anayofanyi a kaz i n i shs.20,00 0 kw a mwezi. Fund i anaz o mashin e 
mbalimbali ambaz o zinawez a kutumik a kw a miaka 8  kabl a y a kununua nyingine . Be i 
aliyonunulia hiz o mashin e n i shs.480,000 . Hiz o mashin e huhitaj i matengenez o ya 
shs.3,000 kw a mwezi . Seremal a huy u analip a lesen i ya shs.24,000 kw a mwaka . Fund i 
mwenye uwez o kam a Yohan e Josep h angewez a kulipw a shs.70,00 0 kw a mwez i kam a 
angeajiriwa kweny e kampun i z a kutengenez a samani . Mashin e z a kurandi a anazotumi a 
zinatumia umem e iakin i mlipaj i wa umeme n i mwenye nyumba , ambay e analip a wastan i 
wa shs.20 , 000 kw a mwezi . 
Nini Gharama  za Kutengeneza Kiti  Kimoja na  bei atakayouzia? 

GHARAMA 

Gharama za moja kwa moj a Gharam a zisiz o za moj a 
Shs. kw a moj a 

Mbao 
Misumari 
Gundi 
Pango 
Uchakavu (Angali a Chin i 1) 
Matengenezo 
Leseni (Angali a chin i 2) 
Mshahara (akiajiriwa ) 

Gharama zisiz o za moja kw a moj a kw a mwez i 
Viti vinavyotengenezw a kw a mwez i 
Gharama zisiz o za moja kw a moj a kw a kit i 
Gharama kw a kiti : 
Gharama z a moj a kw a moj a (zinazobadilika ) 
Gharama Zisiz o moja kw a moja(Zisizobadilika ) 

Shs. 
8,000 
1,000 

700 
20,000 
5,000 
3,000 
2,000 

70.000 
9.700 100.00 0 

Shs.100,000 
÷20  

Shs. 5,00 13 

Shs.9,700/= 
5.000/= 

Shs.l4.700/= 

Uchakavu kwa mwezi : 
Bei ya mashin e Shs.480,000 
Uchakavu kw a mwak a n i shs.480,000 ÷8 =  shs.60,00 0 
Uchakavu kw a mwez i n i shs.60,000 ÷  12 =  shs. 5,000 
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Leseni kw a mwez i 
Leseni kw a mwak a n i shs.24,000 
Leseni kw a mwez i =  shs.24,00 0 ÷  12 =  2,00 0 

5.0 Utunzaj i Wa Kumbukumb u za Biashara 

(a) Maan a ya Kumbukumb u 
Ni Kuandik a matend o y a fedha a u vitu vyenye thamani y a fedh a a u taarif a katik a 
biashara. Fedh a hutoka katik a biashar a n a kuingia katik a biashar a kupiti a miamal a 
ya kibiashar a (Busines s Transations) 

(b) Ain a z a Kumbukumb u za biashara 
i) Kumbukumb u z a Uzalishaj i 
ii) Kumbukumb u z a uendeshaj i 
Hi) Kumbukumb u z a fedha 
iv) Kumbukumb u z a Mal i 
v) Kumbukumb u z a Maza o na bidha a 
vi) Kumbukumb u z a utendaj i kaz i kama,mpang o w a kazi,Uzalishaj i zao fulan i ,kalenda , 

Mahitaji y a Wateja,n. k 

(c) Umuhim u wa kutunz a kumbukumbu 
i) Kuju a ulichofany a wakat i uliopit a 
ii) Kulinganish a mwenend o w a biashar a kwa nyakat i a u misim u tofaut i 
iii) Kuju a rasilimal i zilizotumik a ,zilizopo,n a gharama z a uendeshaj i 
iv) Kuju a f a ida a u hasar a 
v) Kufany a marekebish o mapem a inapobid i 
vi) Kufany a tathmin i 
vii) Kuanda a mpang o kaz i na biashar a 
viii) Kutoa taarif a mbalimbal i z a biashara(mamb o y a Kod i n.k ) 

NB: Kumbukumb u zinawez a kutunzw a kweny e mafaili , notibuku , daftari , Mba o z a taarif a ndan i 
ya ofisi , vitabu maalum u Kam a daftari ya fedha, leja , jono, n. k 

5.1: AIN A ZA VITABU VYA SHUGHULI ZA BIASHAR A 
Ziko aina nying i z a vitabu kw a ajil i ya kuwek a kumbukumb u y a taarifa z a biashara . Ain a ya 
biashara, ikiw a n i pamoj a n a ukubw a wak e ndi o utakaoelekez a n i ain a gan i y a vitab u vitunzwe . 
Kwa biashar a ndog o z a kawaida , vitabu vifuatavy o vinatunzwa . 

1. Kitabu cha mapato: 
Hiki kinawek a taarif a y a fedh a zot e zilizoingi a kweny e biashara . Kitakuw a kam a 
inavyoonekana hivi : 

MAPATO 
Tarehe Maelezo Kiasi Jumla 
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2. Kitab u cha Matumizi 
Hiki kinawek a taarif a y a matumiz i yot e ya fedha kutok a kweny e biashara . Kinaonekana hiv i 

MATUMIZI 
Tarehe Maelezo Kiasi Jumla 

3. Kitabu cha Wadaiwa: 
Wadaiwa n i watej a walionunu a bidha a kw a mkopo . Kun a umuhimu w a kuw a n a 
kumbukumbu sahih i za kila mtej a n a kuingiza taarifa z a mauzo (kwa mkopo ) n a malip o y a 
deni. 

J ina: 

Anwani: 

Tarehe Maelezo Mauzo kw a 
mkopo 

Aliyolipa Salio 

4. Kitabu cha Madeni 
Ni muhim u kuw a n a kumbukumb u y a maden i yote . Den i linapolipwa lazim a taarifa y a 
ulipaji iingizw e kweny e kitab u ch a maden i il i deni lifutwe au lipunguzwe . 

Tarehe Maelezo n a 
mdeni 

Mkopo Kulipa Salio 

5. Kitabu cha Bidhaa 
Kwa kil a ain a ya bidhaa , kuna haj a y a kufuatili a taarif a z a kuongezeka (k.m . manunuzi) , n a 
kupungua (k.m . mauzo ) n a salio. Taarif a hi i itasaidi a kuju a n i wakat i gan i bidha a nyingin e 
ziagizwe il i ziuzw e kw a wateja . 

JINA 

Tarehe Maelezo Kuingia Kutoka Salio 
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5.2: KUINGIZ A KUMBUKUMB U KATIK A VITABU 

Heneriko Mwasalemb a n i mfanyabiashar a w a kununu a n a kuuz a mahindi . Yey e sio mkulima . 
alianza biashar a tareh e 1  Februar i 200 2 akiw a n a mtaj i wa shs.35,000 . Katik a mwez i huo , 
alifanya biashar a kam a ifuatavyo : 

2 Februar i 2002 : Alinunu a maguni a 3  n a kulipi a shs.10,00 0 kwa guni a 
5 Februar i 2002 : Alilip a usafir i w a mahind i shs.3,00 0 
6 Februar i 2002 : Aliuz a maguni a 2  n a kulipw a shs . 13,000 kw a guni a 
6 Februar i 2002 : Alinunu a kw a mkop o maguni a 1 0 ya mahind i kutok a kw a Alber t Fungambil i 

kwa be i y a shs.11,000 kwa guni a 
10 Februar i 2002 : Aliuz a maguni a 4  n a kulipw a shs.13 , 000 kw a guni a 
11 Februar i 2002 : Kuuz a kwa mkop o maguni a 4  kw a Bib i Yusta Grace kwa be i y a 

shs.14,000 kw a gunia . 
12 Februar i 2002 : Kulip a sehemu y a den i l a Albert Fungambil i Shs.30 , 00 0 
12 Februar i 2002 : Kumlip a kibaru a w a kupaki a shs.5 , 00 0 
15 Februar i 2002 : Kununu a kw a mkop o maguni a 6  kutok a kw a Fredd y James kwa be i y a 

shs.10,500 kw a gunia . 
16 Februar i 2002 : Bib i Yust a Grace alilipa den i lak e Lote . 
20 Februar i 2002 : Kuuz a kwa mkop o maguni a 6  kw a be i ya shs.14, 000 kw a guni a kw a 

Bibi Yust a Grace . 
21 Februar i 2002 : Kulipi a usafir i shs.10,00 0 
24 Februar i 2002 : Kulip a den i lot e kw a Alber t Fungambil i 
25 Februar i 2002 : Kupoke a sehemu y a malip o y a den i kutok a kw a Bib i Yusta Grace 

shs.50,000 

28 Februar i 2002 : Kununu a mahind i guni a 2  kw a kulip a shs.10,000 kwa gunia . 

"Jaza/ingiza matukio hayo katika vitabu vya shughul i za biashara". 
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Jibu la swali 
KITABU CHA MAPATO - HENERIK O MWASALEMBA 

M A P A T O 
Tarehe Maelezo Kiasi Jumla 

1 Februar i Kuingiza mtaj i 35,000 35,000 
5 Februar i Kuuza magun i 2  @shs. 13,000 26,000 61,000 
10 Februar i Kuuza maguni a 4@shs. 13,000 52,000 113,000 
16 Februar i Malipo ya den i 56,000 167,000 
25 Februar i Malipo ya den i 50,000 219,000 

KITABU CHA MATUMIZI ~ JUMA HASSAN 

MATUMIZI 
Tarehe Maelezo Kiasi Jumla 

Februari 2 Magunia 3  @shs.lO,00 0 30,000 30,000 
Februari 2 Usafiri 3,000 33,000 
12 Februar i Punguza den i - Jame s Dod o 30,000 63,000 
12 Februar i Malipo kwa kibaru a 5,000 68,000 
21 Februar i Usafiri 10,000 78,000 
24 Februar i Lipa den i - Jame s Dod o 80,000 158,000 
28 Februar i Magunia 2@shs.l0,00 0 20,000 178,000 

KITABU CHA WADAIWA 

Bibi Yusta Grac e 
Morogoro Stree t 

Tarehe Maelezo Mauzo kwa Aliyolipa Salio 
mkopo 

11 Februar i Magunia 4 @shs.l4,000 56,000 - 56,000 
16 Februar i Kulipwa den i - 56,000 -
20 Februar i Maguni 6@shs.l4,00 0 84,000 - 84,000 
25 Februar i Sehemu ya deni kulipw a 50,000 34,000 
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KITABU CHA MADENI 

Tarehe Maelezo na mdeni Mkopo Kulipa Salio 
6 Februar i Kutoka kw a James Dodo 110,000 110,000 

12 Februar i 
magunia 1 0 @shs . 11,000 
Punguza den i - 30,000 80,000 

15 Februar i Kutoka kw a F . James maguni a 
6@shs.l0,500 

63,000 143,000 

KITABU CHA BIDHAA 

MAHINDI - Maguni a 

Tarehe Maelezo Kuingia Kutoka Salio 
2 Februar i Manunuzi 3 - 3 
5 Februar i Mauzo 2 1 
6 Februar i Manunuzi 10 - 11 
10 Februar i Mauzo 4 7 
11 Februar i Mauzo 4 3 
15 Februar i Manunuzi 6 - 9 
20 Februar i Mauzo 6 3 
28 Februar i Manunuzi 2 - 5 

UPIMAJI WA MATOKEO YA BIASHAR A 

4(a) -  Maan a ya Faid a 
i) Faid a n i ziada ya mauz o yote yakilinanishwa n a gharam a zot e z a uendeshaj i kw a 

kipindi husika ; mfano kw a siku , wiki, mwezi , mwak a n.k . 
ii) Faid a hujitokeza pal e ambapo jumla y a mauz o n i kubw a kulik o gharam a husik a 
iii) Gharam a husik a zinapokuwa kubw a kulik o mauzo , HASARA  HUTOKEA 
iv) Biashar a yeyote ili e n i lazima iendeshwe kw a faida : lazim a iongez e pes a au rasilimal i 

zaidi kweny e biashara . 
v) H i kupima matokeoy a biashara , wafanyibiashara hutayarish a 'Taarif a y a Mapat o n a 

Matumizi" kwa kipind i husik a kw a utaratib u uliop o kweny e kitin i 4(b) n a 4(c ) hap a 
chini 
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Muundo wa Taarifa va Mapato na Matumiz i 
JINA L A BIASHARA 

TAARIFA YA MAPATO NA MATUMIZ I KW A KIPIND I KINACHOISHIA . 
A: Mauz o 
(1) xx x 

(2) xx x 
(3) xxx 
AT Jumla ya mauzo XXX 

B : Gharam a z a Uendeshaji : 
• Mshahar a xx x 
• Kod i y a nyumb a xx x 
• Riba y a mkop o (SACCOS/SACA ) xx x 
• Usafirishaj i xx x 
• Lesen i xx x 
• Kod i y a mapat o xx x 
• Malighaf i iliyotumik a xxx 

B T Juml a y a Gharam a z a Uendeshaj i XX X 

C: FAID A (HASARA ) [AT-BT] XX X 

MUUNDO WA TAARIFA YA MAPATO N A MATUMIZI KWA BIASHAR A ZA BIDHAA 
(MAUZO, DUKA) 

JINA L A BIASHARA 
TAARIFA YA MAPATO NA MATUMIZ I KW A KIPIND I KINACHOISHI A 

Mauzo: 
Viazi xx x 
Mahindi xx x 
Maharage xxx 

Jumla XX X 
Gharama z a mal i iliyouzwa : 
Manunuzi: 

Viazi xx x 
Mahindi xx x 
Maharage xx x 
Jumla xx x 
Gharama z a usafirishaj i xxx 
Gharama z a mal i iliyonunuliwa XX X 

Mali iliyom o Ghalani (TOA ) xxx 
Gharama y a mal i iliyouzw a XX X 
Faida Ghaf i XX X 
Gharama nyingine : 

. Naul i xx x 

. Posh o xx x 

. Kinywaj i xx x XXX 

FAIDA (HASARA ) XXX 
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NAMNA YA KUANDAA MPANG O WA BIASHAR A 
Kitini hik i kinaeleze a hatua muhim u z a kufuata wakat i w a kuanda a mpang o w a biashara . 
Washiriki wasom e kw a uangalif u kish a kutumi a fom u hii kama kielelez o kwa ajil i ya kuund a 
mpango wowot e ul e wa biashar a watakaokuwa wameubuni . 
(a) Mpang o wa Biashar a ya kufuga kuku. 

Muhtasari 
1. Jin a l a mradi: Ufugaj i w a kuk u 
2. Gharam a ya mradi : Tshs . 1,400,000 
3. Mkop o toka Benki : Tshs. 1,160,000 
4. Mchang o wa mkopaji : Tshs.240,00 0 
5. Menejimenti : Bwan a Mwankenj a atasimami a mwenyew e akisaidian a n a famili a yake . Hat a 

hivyo, atawaon a wataala m w a mifug o kwa ushaur i zaidi . 
6. Mkop o aliokwish a chuku a benki : Hakun a 
7. Namn a ya kulip a mkopo : Mkop o ulipwe kw a kipind i ch a miaka mit a no kw a rib a y a asilimi a 

30 
8. Dhaman a ya mkopo : Fridge , na vifaa vingin e 
9. Maelez o ya mrad i 
10. Mrad i utaanzishw a kw a kuw a n a kuk u 50 0 wa maya i n a 200 w a nyama . 
11. Mapat o kw a mwak a itakuw a Tshs.2,114,800/ = mwak a w a kwanz a n a yatapanda had i 

Tshs.4, 640,000/ = miak a iliyobakia . 
12. Gharam a za uendeshaj i zitakuw a Tshs . l , 586,160/ = mwak a w a kwanz a zitapanda ha d 

Tsh.3, 670,000/ = mwak a w a pil i Tshs.3, 915,700/= mwak a w a tatu . 
13. Maelez o ya mwombaji : 

Anayeomba ameoa , na ana biashar a zingine; kuku 25 0 wa nyam a n a analim a mahindi , 
ndizi, kahawa , maharagwe n.k. 

14. Mapat o n a Matumiz i 
Kwa miak a 8 iliyopita matumiz i yalikuw a (onyesh a hal i halisi).Hi i n i faida iliyopatikan a kil a 
mwaka baad a ya kuto a gharam a zot e ikiw a ni pamoja n a kulipa rib a y a mkopo . 

Mwaka 88 89 90 91 92 93 94 
Faida 30,000 40,000 50,000 60,000 70,000 70,000 90,000 

15. Hal i ya kifedh a :  Bwana Mwankenja hadaiw i 
16. Uhalalish o wa biashara : 

• Biashar a itasaidia kuongez a kipato ch a muombaj i 
• Biashar a itarudisha/italipa gharam a zotena kulea fad a 
• Sok o la maya i n a kuk u w a nyam a lipo , na bei ni nzuri 

Mwombaji an a uzoef u hivy o anawez a kuendesha n a kulip a mkop o 

Tathmini ya Mrad i 
Utangulizi 

1) Maleng o ya Mradi : 
Kuongeza kipat o ch a mwombaj i n a familia yak e kwa kuuz a maya i n a nyam a ya 
kuku. 

2) Mmiliki : Bwan a Mwakenja ni mkulima w a chai,Kahawa,Mahind i n.k na mfugaj i 
wa kuk u ,ng'omb e w a maziw a na nyama,na mbuzi . 

3) Mkopo : Mwombaj i anaomb a mkop o wa T s h s . l, 160,000/ = kw a ajil i ya 
kuanzisha mrad i w a kuku . 
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Maelezo ya mradi: 
• Eneo: Lyenj e (taj a mahal i utakapowek a biashar a yako ) 

• Hal i ya hewa : Mvu a kias i n a hal i y a hew a n i shwar i 

• Vifa a vinavyohitajika : 
Mwombaji anahitaj i kuanzish a band a linalowez a kutoshelez a kuk u 50 0 wa maya i n a 
200 wa nyama . Band a litosheleze vyomb o vy a kulishi a chakul a n a kunywe a maj i 
n.k. 

• Menejiment i n a Uongozi : 
• Mpang o wa biashara/mrad i utakuw a chin i y a mwombaj i n a familia . 

• Masoko : 
• Sok o lipo kijijin i na nj e y a Kijij i (Tukuyu , Mbey a n.k. ) 
• Uzalishaj i na uhimili : Maya i mi a mbil i kil a siku n a kuk u mi a mbil i watachinjwa kil a 

baada y a miez i mitat u 

• Be i ya soko: Ya i mmoja n i shs . 100/= n a kuk u w a nyum a n i shs.2000/= . 

• Gharam a za uendeshaji : T s h s . l , 400,000/ = mwak a w a kwanz a n a zitapanda kufiki a 
Tshs . l , 586,160/ = miak a inayofuata . 

• Makisi o y a mapat o kw a miak a mitan o a u zaid i kuonyesh a kwamb a mrad i unawez a 
kujiendesha. Mwak a wa kwanz a n i shs.2,114,82 0 n a miak a inayofuat a n i 
tshs.4,640,400/= 

• Kununu a kuk u wengine : Kil a baad a ya mwak a mmoj a kw a kuk u nyam a miak a miwil i 
kuku w a mayai . 

• Faid a n a Hasara : Faid a baad a ya kulip a kodi , rib a p a moja n a gharama zot e itapand a 
toka Shs.210,96 1 mwak a w a kwanz a had i Tshs.405, 449 miak a inayofuata . 

(b) Fomat i ya Mpango wa Biashar a (Pendekezo) 
i) Utanguliz i 
ii) Muhtasar i maalu m 
iii) Maelez o kuhusu biashar a husika . 
iv) Uhalal i wa biashara , kwa nin i biashar a hiy o n a siyo nyingine ? 
v) Menejiment i a u uongozi : 

vi) Mpang o wa uzalishaj i bidha a /huduma : 

vii) Tathmin i kuhus u athar i z a Biashara kwa jamii : 

viii) Mpango wa fedha : 

ix) Viambatanisho . 






