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FOREWORD

VWat to teach, and haw to teach it? To find the answers to
t hese two questions is half the job, at |east for us work-
ing with nanagenent training. |If we do not pay enough at-
tention to the fact that training needs analysis (the
"what "), and the choice of training nethods (the "how'), we
may waste tine - both ours and the trai nees' - and the

money i nvested in training.

MATCOM - i cul i d

One of the first efforts of the MATCOM Project was to draw
attention to the i nportance of training needs anal yses,

job-oriented training and nodern trai ni ng net hods. The
first "Curriculum Gui de" which was published in 1979 was
the result of contributions from nmany co-operative edu-
cators, nmamnagers and policy nakers. The ori gi nal manus-
cri pt was eval uated at nmny co-operative training institu-
tes and sone international seninars were organised (in col -
| aboration with the International Co-operative Alliance and
t he Vai kunth Mehta National Institute of Co-operative Mana-
genent, India) for the purpose of testing and vali dati nq
the materi al

The present edition is revised in accordance with feedback
and proposals from co-operators around the world, and is
tuned to the training programes presented i n MATCOM s
"Trai ner's Manual s".

Ihe Fornmt

The Curriculum GQuide is structured as foll ows:

a) The whole curriculumis divided into 27 subjects.
b) Each subj ect subdivided into a nunber of topics.
c) Atraining aobjective is suggested for each topic.
d) Possible learning nethods are suggested for each topic.

H | - i cul i d

A systenmmati c approach to curricul um devel opnent and course

design is presented in a condensed formin Secti on 28.
Suggestions for the practical use of the Curriculum Guide
are al so i ncl uded. It should be stressed, however, that

the Curricul um Gui de does nat contain a ready-made curri -

cul um which can be copied and used everywhere witfurther considerations. As its name inplies it is only a
guide, or a resource docunent ; its purspose is to provide
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gui del i nes and ideas to trai ners and ot her persons invol ved
in curriculum devel opnent and course design, particularly
with regard to the foll owi ng tasks:

establi shing overall ains of training programes;

establ i shing entrance qualifications for training pro-
gr amres;

anal ysi s of traini ng needs;

sel ection of subjects and topics to be included in train-
i Nng progranmes;

defi ni ng obj ectives for courses and trai ni ng sessi ons;
defining the contents of training sessions;
- choice of training nethods;
sessi on outli ne;
determ ni ng the durati on of courses;

establi shing standards for recruitnent of trainees.

The training nethods proposed in the Guide are often of the
"participatory" type; |ecturing has been reduced to a mni -
mum In this way trainees becone actively involved in the
programe as they learn nore effectively than they would as
passi ve recei vers of infornmation.

By necessity the training nethods are descri bed very brief -
ly in the Curriculum Guide. A trainer may be interested in
and curi ous 'about a proposed nethod, but find it difficult
or even inpossible to apply it as he nmay not have experi -
ence in preparing the materi al needed, such as a case
st udy. It would seemthen that the nost difficult part of
the job remains to be done...

This is not the case; nost of the suggested case studies
and ot her exerci ses have al ready been wor ked out and des-
cribed in detail in MATCOM s "Trainer's Manual s", which are
synchroni sed with the Curricul um Qui de.

MATCOM s Trainer's Manuals

A trainer who wants nore material and information with
regard to the training nethods should therefore check
whet her MATCOM has published a Trai ner's Manual on the ac-
tual subject. (See page I1).

Each Trai ner's Manual presents a conplete training pro-
grame based on the job-oriented syll abus and the training
net hods proposed in the Curriculum Gui de; detailed instruc-
tions to the trainer as well as all needed training ma-
terial are included.



i .
Whet her a trainer is basing his course on a MATCOM nanual
or not, he would be well advised to prepare hinself by re-
ferring to other books and materi al . It is particularly

i mportant that he is famliar with | ocal practices concern-
ing the actual subject; docunentation in this respect is

normally at hand in every training centre. To assi st
trai ners who want to acquire further background and re-
source material on various subjects, a "Reading List"” is

included in this manual, see section 29.

MATCOM s Curriculum Cuide pl us t he Trai ner's Manual s

constitute a resource whi ch all co-operative trainers are
wel cone to exploit in their work. There are no restri c-
tions; trai ners should feel free to nake use of any
material, be it a conplete course outline or just one

si ngl e case study.
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1. CO-OPERATIVE KNOWLEDGE

To enable trainees to identify the character-
i stics of co-operative organi sati ons as com
pared to other fornms of economni c organi sa
tions, to identify the roles of co-operatives
in the country and to identify the potenti al
role of co-operatives in econom c and soci al
devel opnent .

1.1 TIhe need for organisation and nmanagenent

bj ecti ve:

To enable trainees to identify and descri be
t he organi sati onal, as opposed to the techni -
cal needs of various types of activity.

Possi bl e | ear ni ng net hods:

A series of case studies will describe vari -
ous situations where groups of people fail to
achi eve their objectives, not because of tech-
nical difficulties, but because of problens
arising fromlack of structure or from an un-
sui tabl e form of ownership or control.

Trainees will isolate the need for appropriate
forms of ownership, control and managenent.

1.2 Private ownership and control

bj ecti ve:

To enable trai nees to descri be the vari ous
forns of private and corporate ownershi p, and
to identify their advantages and di sadvant ages

Possi bl e | ear ni ng net hods:

An exercise involving the step-by-step exa-
m nation of an "incident" will allow the,trai-
nees to experience for thensel ves the stages
of growh from an individual one-nan activity

to a conplex one requiring financial, hunman
and technical resources far beyond the capaci -
ty of one single man. They will arrive at
their own definition of what is neant by sole
proprietorship, partnership and linmted |iabi-
lity.

Lectures and di scussi on sessions will show
the trai nees how these forns of activity are
applied in their own country and will enable

themto identify their strengths and weaknes-
ses fromthe point of view of the owner, the
supplier, the custoner, the enpl oyees and so-
ciety as a whol e.
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Covernnent ownership and contraol

bj ecti ve: To enabl e trai nees to descri be the ways in
whi ch the Governnent controls certain activ-

ities, and to identify circunstances where
such control is appropriate, and the advant-

ages and di sadvant ages i nvol ved.
Possi bl e | ear ni ng net hods:

Trainees will conpare the nature and perfor-
mance of Governnent-controlled activities with
the privately-owned activities previously dis-
cussed; they will conpare exampl es of parasta-
t al cor porati ons and of strai ght forward
Gover nnent Departnents, and identify the ad-
vant ages and di sadvant ages of each.

- . hi | I
Obj ecti ve: To enabl e trai nees to descri be the character-
istics of the co-operative formof control in

conparison with the fornms analysed in 1.2

Possi bl e | earni ng net hods:

- Trainees will summari se the di sadvant ages of
Gover nnent owner ship of the neans of produc-
tion and, froma case study, will discover for
t hensel ves t he basic principles of cooper-
ation.

~0- . Lo

bj ecti ve: To enabl e trainees clearly to distinguish the

vari ous types of activities which can be un-
dert aken on a co-operative basis.

Possi bl e | ear ni ng net hods:

- A nunber of short case studi es descri bing
difficulties people have i n obtaining various
services wll lead to a list of the nmultiple
functi ons which can be perforned by a co-ope-
rati ve form of organi sation.
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types of co-aoperatives

oj ect i ve:

To enabl e trai nees to descri be the purpose,
structure and net hod of operation of the nobst

comon types of co-operatives in their coun-
try.

Possi bl e | ear ni ng net hods:

- Trainees will endeavour to apply the basic
pri nci pl es of co-operation evolved at the end
of 1.4, to the different co-operative activ-
ities.

- A nunber of case studies will be used to
show how each type of co-operation is or-
gani sed and how it operates.

. i :

bj ecti ve:

To enable trainees to identify the need for
mul ti - pur pose co-operatives, to descri be how
they operate and to identify circunstances
when it may or nmay not be appropriate to carry
out a nunber of functions within one co-opera-
tive organi sation

Possi bl e | ear ni ng net hods:

A rol e-playing exercise will illustrate the
difficulties involved when a nunber of people
are nenbers of different societies, and should
|l ead to the conclusion that one nulti-purpose
soci ety nmay solve the problem

A further exercise will bring out the poten-
tial conflicts involved in the multi-purpose
society, and trainees will evolve forns of or-

gani sation and control to mnminimse them

Trai nees will exam ne a nunber of short case
studies to sel ect situations where a nmulti-
pur pose soci ety may or nmay hot be appropri ate.
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1.8 The national econony

bj ecti ve:

To enable trainees to identify and cl assify
the maj or economic activities of their coun-
try, to assess their relative inportance in
terns of val ue added and nunbers enpl oyed.

Possi bl e | earni ng net hods:

Trainees will 1list under certain headi ngs
the maj or economc activities within their
country, and will att enpt to estimte the

scal e of each activity a) in absolute terns;
and b) in terns of its share of the nati onal
"cake". These estimates will be conpared with
the true situation, and basic errors will be
identified and di scussed.

1.9 Methods of ownership and control in our country:

bj ecti ve:

Possi bl e

| ear

To enable trainees to list the various ways in
whi ch economic activities are financed, owned
and controlled, in their country and to ident-
ify the respective nerits of each.

ni ng net hods:
- Wrking fromthe previous |ist of types of
activities, trainees will produce a matri x

showi ng whi ch type of activities are organi sed
at present as fanmily undertaki ngs, partner-
shi ps, conpani es, corporations, Governnent de-

partnments or Co-operatives. They will ident-
ify the needs of each type of activity in
terns of capital, managenent of t echni cal

skills, land, materials an so on, and wll

r ank t he vari ous f orns of or gani sati on
according to their ability to satisfy these
needs. They will then place hypot hetical new
types of activity in t he appropri ate

organi sati onal columm of the matrix, and w ||
di scuss whether the actual way in which the
nation's activities are organised is the nobst
appropri ate one.

1.10 Co-operative activities in our country :

hj ecti ve:

To enabl e trainees to describe the various ac-
tivities which are organi sed on a co-operative
basis in their country, and to identify cur
rent achi evenents and probl ens of the co-oper-
ati ve novenent.
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Possi bl e | ear ni ng net hods:

- Trainees will work fromthe broad data col -
lected in the two previous sessions in order
to produce a nore detail ed picture of the co-
operative sector of their country, broken down
into various types of agricultural and non-
agricultural societies; they will identify the
servi ces which each co-operative shoul d be
providing to its nenbers and the general pu-
blic and will judge the success or failure of
each type in achieving these objectives.

1.11 The social and econonic role of co-operatives in our coun-

try

hj ecti ve:

To enabl e trai nees to descri be the social as

well as the econom c rol e-played by the co-
operative novenent in the past, the role it is
pl ayi ng at t he current st age, and t he

potential role it could play in the future.

Possi bl e | ear ni ng net hods:

1.12 The co-operat

Trainees will, through | ecture and readi ngs,
relate the traditional birth of co-operative
organi sation in tropical agrarian societies
and its social and econom c role. They wi ||
di scuss the western evol ution of the co-opera-
tive novenent and the socialist nodel and re-
late these to the co-operatives in their own
country and their social and econom c role.

- Trainees will, in groups, forecast the like-
ly future devel opnent of co-operatives in
their own country in terns of nenbership,

functi ons perforned and social and econom c
rol es.

ive structure

bj ecti ve:

To enable. trainees to identify activities and
services required by co-operatives which are
beyond the capacity of groups at the local |e
vel and which require a form of co-operative
activity at a "higher |evel".

Possi bl e | ear ni ng net hods:

Trai nees will exam ne a case study of one or
nore typical primary societies and will ident-
ify the services which they need and which can
econom cally be provided by sone sort of co-
operati ve organi sation at a "higher |evel".


ana


1.13 TIhe co-operative systemin our country

bj ecti ve:

To enabl e trai nees to descri be the functi ons
and nature of the vari ous co-operative organi -
sations in their country, and to anal yse the
rel ati onshi ps and mutual i nterdependence of
t he system

Possi bl e | earni ng net hods:

Wrking fromthe list identified in 1.12,
trai nees will evolve an ideal co-operative
system for their country, identifying the
functi ons whi ch should econom cally be carried
out at each | evel whil e bal anci ng the apparent
advant ages of scale with the need for | ocal
control and contact. They will conpare their
nmodel with the actual structure of co-oper-
ative institutions in their country; t hey
will observe onissions fromtheir own anal y-
si s, expl ain apparent anonmal i es and becone
famliar with the conpl ete hierarchy of co-
operative institutions fromthe apex to the
primary society. The role of the nati onal
apex organi sati on as non-conmmerci al spokesnman
of the novenent should be observed and di s-
cussed.

1.14 Wy should the CGCovernment be jnvol ved?

oj ect i ve:

To enabl e trai nees to descri be the reasons why
t he Governnent is involved in the encourage-
nent, formation, registration, managenent and
control of co-operative organi sati ons.

Possi bl e | earni ng net hods:

- Trainees will analyse a nunber of short case
st udi es whi ch descri be situations in unregu-
| ated and uncontroll ed co-operative societies,
and at | east one situation where external en-
couragenent for the establishment of a co-ope-

rati ve was needed, and will thus evol ve for
t hensel ves a list of the ways in which the
Gover nnent shoul d be i nvol ved. These shoul d

i nclude initial encouragenent and assi stance,
regi stration, training, the provision of man-
agenent advice and hel p, protection, hone and
export marketing as well as audit and control.
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1.15 TIhe CGovernnent's present role

bj ecti ve:

To enable trainees to describe the ways in
whi ch the Governnent in their country is in-
vol ved with co-operative institutions, and to
nane the vari ous Gover nnent Departnents which
work on this task, along with their particul ar
rol es.

Possi bl e | ear ni ng net hods:

Trai nees will anal yse the job descriptions
of the vari ous Gover nnent co-operative offi-
cers and relate themto the Gover nnent tasks
outlined in section 1.14. They will then
evol ve a nodel of the Governnent co-operative
sector which was devel oped in section 1.13.
They will examnmi ne typical reports produced by
co-operative officers, and identify ways in
whi ch the Governnent can i nprove the functions
of co-operative institutions.
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2. CO-OPERATIVE LAW

Al m

To enable trainees to carry out their work
within the structure of co-operative |aw, re-
gul ati ons and the society's by-I| aws.

2.1 Introduction to | aw

bj ecti ve:

To enable trainees to define situations in the
field of business activities when regul ati ons
are needed and to |list those | aws of the coun
try which will affect the operations of a co-
operati ve society.

Possi bl e | ear ni ng net hods:

Through brief case studies trainees wll
identify the critical differences between an
i ndi vidual, a partnership and a body cor por -
ate, whether co-operative, private or public,
and will identify the occasi ons when a | egal
framework i s necessary.

Trainees will discuss and define the speci-
fic legislative and executi ve powers of each
gover nnent al departnent and rel evant institu-
tions.

Trainees will, through | ecture and readi ngs,
be introduced to the systemand structure of the laws of the country which affect business

activities generally and co-operati ve soci e-
ties in particular.

2.2 Introduction to co-operative | aw

oj ecti ve:

To enable trainees to explain the nmain func-
tions of co- operative |law, to describe the
origins of the | aws and regul ati ons, and to
descri be the specific | egislative and execu-
tive powers of each governnental office in-
vol ved i n the devel opnent and/or control of
co-operative activities.

Possi bl e | ear ni ng net hods:

Case studi es, possibly on audi ot ape or pres-
ented visually, will dramatically illustrate
the type of situation which could arise if
there were no rules to regul ate the conduct of
co-operati ve societies.
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- Trainees will conpare the details of private

and public conpanies with a co-operative form
of organi sati on, and will identify aspects

where differences or treatnent additional to
t hat contained in conpany | aw are required.

Through | ectures and readi ngs trai nees wl |l
be i ntroduced to co-operative | aw and regul a-
tions, and the structure of the governnental
adm ni stration involved in co-operative devel -
opnent and control

- Trainees will, in groups, trace the "co-op-
erative principles" in co-operative | aw and
regul ati ons and note in which sections and pa-
ragraphs they are refl ected.

- Trainees will be presented with a |list of
probl ens and questions covered by co-operative
|l aw and regul ati ons; as an exercise they wll
| ocate the paragraphs and points in the actual
docunents which contain the answers to these
questions, and will in this way becone gen-
erally famliar with the contents and the | ay-
out of the Law and Regul ati ons.

- Based on studies of co-operative |law and re-
gul ations, trainees will discuss the rol es of

the registrar, an auditor and a co-operative
extension officer and describe the "ideal re-
| ati on" bet ween a co-operative society and
t hese governnent officers.

2.3 The by-laws of a co-operative society

bj ect i ve:

To enabl e trai nees to descri be the purpose of
a Co-operative society's by-laws in relation
to Co-operative Law and Regul ati ons, and to
descri be the origins as well as the procedures
for creating and anendi ng the by-I1 aws.

Possi bl e | ear ni ng net hods:

Case studies will dramatically illustrate
the situation which could arise if a co-oper-
ati ve society had no by-laws to regulate its
activities in practice.
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Trai nees will study nodel by-laws or the
actual by-laws of a society, and fromthis
develop a list of i ssues which should be
covered in them Conpari son should then be

made with the directives contained in the Law
and Regul ations in this respect.

Trainees will, in groups, trace the "co-op-
erative principles” in the nodel by-laws and

note the paragraphs in which they are refl ect-
ed.

- Trainees will anal yse the processes invol ved
in formi ng and regi stering a co-operative, and
will then exami ne case histories illustrating

probl ens which can arise if inportant details
are neglected in the by-laws at the initial
st age.

Trainees will devise, in groups, a strategy
for pronoting what is, in their opinion, a ne-
cessary anendnent to the by-1aws.

2.4 Statutory powers of the nenbers

bj ect i ve:

To enabl e trai nees: a) to define the rights
and responsibilities of the nenbers; b) to

explain how the powers of the menbers are exercised, in accordance with the law at the
annual and the extraordi nary general neetings;

and c) to define the nmanager's duties in con-

nection with the preparati ons for such neet-
i ngs.

Possi bl e | ear ni ng net hods:

Wth the hel p of the npdel by-I|laws, trainees
will analyse a case study illustrating the de-
| egation of authority in a co-operative soci e-
ty, and determnm ne where power is ultimtely
| ocated within the society.

Froma |ist of decisions taken within a co-
operative society, trainees will select those
whi ch can only be taken by the nenbers at a
general neeting.

Trai nees wll prepare an agenda for an an-
nual general neeting.
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For a hypothetical society and on the basis
of the necessary background i nformati on sup-
plied, trainees will, in groups, prepare the
annual report of the society. The reports
will be interchanged between groups and criti-
cised with regard to content and present a-
tion. A "nodel annual report” will thereafter
be prepared by the trainees.

- Trainees will discuss an auditor's report
critical of the society. They will then sug-
gest how the report should be presented and
expl ai ned at the annual general neeting, and
what additional informati on should be given at
the neeting to enabl e nenbers to take appro-
priate action.

- Trainees will prepare a "check-list" of pre-
par ati ons for an annual gener al nmeet i ng:
a) when the neeting is still in the far fu-

ture, and b) imedi ately before the neeting.

- Trainees will "act out" several annual and
extraordi nary general neetings, playing the
roles of the nenbers, the conmttee and the
manager .

2.5 Statutory powers of the committee

oj ecti ve:

To enable trainees to define the duties and
responsibilities of the committee, and to des-
cri be how t he manager can facilitate the work
of the committee.

Possi bl e | ear ni ng net hods:

- A case study will illustrate the type of
situati on which could arise if all comoDn
policy and managenent deci si ons had to be
taken by the nenbers at general neeti ngs.

Trainees will thus identify the reasons why a
certain anbunt of authority is delegated to a
conmittee.

Thr ough the study of the nodel by-I aws,
trai nees will di scover how the conmittee is
el ect ed and organi sed.

Through | ectures, readi ng and case studi es,
trainees will identify the duties and respon-
sibilities of the conmittee.
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Fromthe '"list of decisions' used in 2.4,
trainees will select the ones which could be

taken by the conmmittee.

Trainees will discuss the manager's nonthly
report to the comittee: what it should con-
tain and how it should be presented i n order
to give the commttee nenbers the best pos-
sible help and basis for their deci si ons.
Working in groups, trainees will conpare vari -
ous fornms for the nonthly reports, and wll
sel ect or design a form which corresponds to
t he actual needs.

Trai nees will "act out"” several conmittee
neeti ngs, playing the roles of the conmittee
nmenbers and t he manager. A special require-
nment of the exercise will be that m nutes of

t he nmeeti ngs should be drawn up.

Rol e-playing will illustrate undue interfer-
ence by a conmmittee nenber in the work of the
manager, and trainees will discuss what the

appropri ate policy and behavi our should be in
such situations.

2.6 TIhe manager and the by-1|aws

bj ect i ve:

To enabl e trainees: a) to define the nanager's
uni que role within the organi sati onal struc-
ture of a denocratic co-operative; and b) to
state, with reference to | aws, by-laws and re-
gul ati ons, the duties of the nmanager in the
pl anni ng, operation and control of the activi -

ties.

Possi bl e | ear ni ng net hods:

Trainees will, in groups, study the nodel
by-l aws and rank the ten nobst i nportant para-
graphs as far as the work of the nanager is
concer ned. The proposals of the groups wll
t hen be conmpared and di scussed in a pl enary
sessi on.

Trainees will, in groups, study what is
stated in the nodel by-1aws about the duties
of the manager, and then rank the tasks in or-
der of inmportance and in order of difficulty.

Fromthe "list of decisions" used in 2.4,
trainees will select the ones which could be

t aken by the manager.
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3. THE ROLE OF A CO-OPERATIVE MANAGER

A m

To enable trainees to appreciate the uni que
role of a co-operative nanager as soneone sen-
sitive to the needs and aspirations of the
menbers, who nmakes effective use of the re-
sources avail able and who is al so a successf ul
busi nessman.

3.1 The underlying notives of managenent decisions

hj ecti ve:

To enable trainees to identify and expl ain the
di fferences in notives behi nd a manager's de-
cisions in a profit-oriented enterprise and in
a co-operative enterprise.

Possi bl e | ear ni ng net hods:

A series of case studies will describe si-
tuati ons where managenent deci sions are call ed
for. Trai nees will be asked to propose the
nost |likely and rel evant deci sions to be taken
in the case of an individual business, a capi-
talist cor porati on, a governnent enterprise
and a co-operative. The soci al aspects and

responsibilities of "co-operative" managenent
shoul d cone out very clearly in these exer-
Ci ses.

- Trainees will simulate a conmmittee neeting
at which an i nportant managenent deci si on has
to be taken. They will discuss a situation
where nenbers' interests are at stake. The
"manager” will be given a brief depicting a
situati on where the nenbers' interests are in

the | ong run best served by a deci si on which
appears to go against their interests in the
short term He will have to advocate his case
agai nst "conmttee nenbers” who have been
bri efed only on the advant ages of the short-
term sol uti on.

3.2 Denmcratic and objective decisjions

bj ecti ve:

To enabl e trai nees to explain and appreci ate
the i nportance as far as the co-operative man-
ager is concerned, of dealing in a denobcratic
and objective way with the aspirati ons of mem
bers, elected officials and staff.
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Possi bl e | ear ni ng net hods:

- Trainees will, in a case study, be confront-
ed with a situation where different groups
(menber factions, staff, elected officials)
within a society try to influence the manager
into taking decisions in their favour. Train-
ees wll indentify the objective facts in the
situati on and suggest a solution which will be
in accordance with co-operative val ues and
princi pl es. Long-term ef fects of non-deno-
cratic decisions will be di scussed.

3.3 PRarticipation of nenbers

oj ect i ve:

To enabl e trai nees to expl ain and appreci ate
the i nportance of the participation of nenbers
in the planning of the affairs of the society.

Possi bl e | ear ni ng net hods:

In a brainstorm ng session trai nees wll
list all "co-operative" reasons for involving
nenbers, commttee nenbers and staff in the
pl anni ng of the society's activities.

In a rol e-pl ayi ng exercise, a "nanager" wl |
face a situation when all his actions and de-
ci sions are questioned by the nenbers and the
staff. Their di spl easure with his managenent
is due to the fact that they have not been
consul ted or invol ved. In the rol e-pl ayi ng,
trai nees will suggest to the "manager" how
t hey coul d have been i nvol ved.

A case study will illustrate how a project
proposal, suddenly presented by the nanager at
a neeting, is turned down. Trai nees will be

asked to di scuss and suggest a better ap-
proach, nore likely to arouse the interest and
wi n the approval of the nenbers.

3.4 pen infornmation

oj ect i ve:

To enabl e trai nees to explain and appreci ate
t he need for and advant ages of open infornma-
tion to the nenbers and staff of a co-oper-
ative society.
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Possi bl e | ear ni ng net hods:

In a series of case studies, trainees wll
anal yse, in a busi ness nanagenent context, the
underl yi ng noti ves and the results of sel ec-
tive, suppressed and open informati on. They
will list the reasons for havi ng open i nformm-
tion in a co-operative context.

Trainees will, in groups, propose the type
of informati on which should be provided to
nenbers and to conmttee nmenbers on a regul ar

basi s.

Obj ecti ve:

To enabl e trai nees to appreci ate the needs and
reasons for co-operatives, and to nake the
best use of the services of co-operatives at a
hi gher | evel.

Possi bl e | ear ni ng net hods:

- Trainees will be introduced to the organisa-
ti on of co-operatives at the secondary | evel
and above. They will analyse their roles in

the strengthening of the co-operative nove-
nment .

- Trainees will suggest fields of co-operation
bet ween co-operatives in their country; t hey
will then conpare their suggestions with the

actual situation.
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4. RURAL SOCIOLOGY

Al m

To enable trainees to identify the social and
cultural factors which influence the behavi our
of nmenbers, and to take them i nto account
whil e carrying out their jobs.

4.1 Change and the individual

hj ect i ve:

To enable trainees to identify the factors
whi ch may | ead individuals to resi st apparent-
Iy beneficial changes.

Possi bl e | ear ni ng net hods:

Trainees will, through case studies, analyse
and act out a nunber of situations involving
i ndi vi dual staff or society nmenbers who resist
change in an apparently irrational way.

Trainees will identify and list the reasons
for this resistance.

4.2 The i ndi vi dual

bj ecti ve:

To enabl e trai nees to descri be the processes
whi ch | ead to individual actions, and to de-
sign strategies for working through existing
atti tudes to i nfl uence future i ndi vi dua
behavi our .

Possi bl e | ear ni ng net hods:

Wrking fromthe list produced i.n 4.1 and
t hrough further rol e-playing exercises, train-

ees will identify the psychol ogical fears, at-
ti tudes and perceptions which | ead people to
act as they do, and will devise strategies for

i ntroduci ng change without conflicting with
exi sting patterns of behavi our.

4.3 Change and society

hj ect i ve:

To enabl e trai nees to be prepared for massive
resi stance to change within the, society, and
to list the social institutions which may | ead
to this.

Possi bl e | ear ni ng net hods:

As in 4.1, trainees will analyse the comru-
nities' resistance to change, and wll iden-
tify the underlying reasons for it.
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4.

4

Society

Obj ecti ve: To enable trainees to identify those aspects
of rural society which act as a barrier to
change, and to di scuss ways of working through
and around themin order to i ntroduce change
successful ly.

Possi bl e | earni ng net hods:

- Trainees will work fromthe list produced in
4.3, and will identify fornmal and infornmnal fa-
mly, community, tribal, religious and politi-
cal institutions which affect the behavi our of

rural people. They will, through sinul ation,
devi se and test co-operative approaches which
make use of rural institutions rather than

conflict with them

I i : :

Qoj ecti ve: To enable trainees to learn fromthe successes
and failures of co-operatives in other coun-
tries, their success or failure being due to

the way the co-operatives were introduced into
t he soci al cont ext.

Possi bl e | earni ng net hods:

- Trainees will anal yse and di scuss a nunber
of case studi es of successful and unsuccessf ul
agricultural co-operatives in devel opi ng coun-
tries, and will draw concl usions fromtheir
own country's experi ence.

I | of | :

bj ecti ve: To enable trainees to identify the vari ous
st ages between initial introduction and whol e-
hearted adopti on of innovation, and to devi se
appropri ate strategies for pronoting change at
every stage.

Possi bl e | earni ng net hods:

- By reference to a nunber of case studi es,

trainees will identify the vari ous processes
whi ch encourage or hi nder the spread of new
i deas. They will apply what they have | earned

to situations known to themin their country's
co-operative sector.
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4.7 Rural |eaders
hj ect i ve: To enable trainees to identify formal and i n-
f or mal | eader s and critical institutions,

t hr ough whi ch i nnovati ons, such as a new co
operative society or a particul ar agricul tural
t echni que, shoul d be introduced.

Possi bl e | ear ni ng net hods:

Through rol e-playing exercises, trai nees
will identify particular individuals and in-
stitutions in rural comunities through which
an initiative for inproved participation in a

dyi ng' co-operative society should be intro-
duced.

4.8 Social investigation

hj ect i ve: To enable trainees to design, carry out and
present such social surveys as may be needed
to obtain information to aid co-operative de-
ci si on- maki ng.

Possi bl e | ear ni ng net hods:

Trai nees will, under gui dance, design, cost
and carry out in the field a sinple survey in-
cludi ng the design of a questionnaire and the
sel ecti on of an appropriate sanple, adm nis-
tering the questi onnaire and anal ysi ng and
presenting the results.
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5. ECONOMICS
Al m To enable trainees to describe in econom c
ternmns, househol d, enterprise, community and

nati onal behaviour and to identify the rol e of
co-operative enterprises in the econony.

5.1 The farmin the econony

bj ect i ve: To enabl e trai nees to descri be the change-over
from subsi stance to surplus farm ng, to ident-
ify the i nportance of supply and denmand as
well as the origins and the role of a neans of
exchange.

Possi bl e | ear ni ng net hods:

Trainees will, through a sequential exer-
ci se, nmove from conplete selfsufficiency,
t hrough sinple barter, to the need for a neans
of exchange, and will devise a sinple nonetary
systemto facilitate exchange between farm
units.

5 2 The farnmer saves and invests

hj ecti ve: To enable trainees to identify, generally and
as far as the farner is concerned, the sources
and uses of capital, to describe the role of

financial insitutions and to explain the need
for interest paynents.

Possi bl e | ear ni ng net hods:

- Trainees will devel op the previous sequen-
tial exercise; sone groups, representing in-
di vidual enterprises, will produce a surplus
while others w | need i nvest nent f unds.
Trainees will then introduce into the exercise
a financial internmediary, and will cal cul ate
interest, rates based on the supply and demand
of funds and the risk of proposed investnents.
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5.3 Corporate enterprise

bj ecti ve:

To enable trainees to identify those acti vi -
ties which cannot be carried out by individual
househol ds as well as the vari ous sources of
initiative, capital and nmanagenent which are
applicable to these activities.

Possi bl e | ear ni ng net hods:

5.4 The need for

- Trainees will further devel op the sequenti al
exer ci se; they wll identify the need for
tradi ng, processing, nmanufacturing and service
enterprises and the various ways in which such
activities can be initiated, financed and man-
aged.

gover nnent

hj ecti ve:

To enable trainees to identify the types of
econom ¢ probl ens which require regul ati on and
control and to descri be the governnent role in
t he managenent of the econony.

Possi bl e | ear ni ng net hods:

- The simple equilibriumnodel used in the se-
quenti al exercise so far, will now be subject-
ed to realistic distortions; nonopol i es,
nat ural di sasters and regi onal inbal ances w ||
lead to a need for overall managenent whi ch
pr onot es bal anced devel opnent and grow h

Taxation, inflation, urban growth, incone dis-

tribution, pollution, education, the need for
| aw and order and the protection of the old,
the sick and the young will be introduced.

5.5 The world environment

bj ecti ve:

To enable trainees to identify the |inks be-
tween their own econony and the rest of the
worl d, and to design strategies for reducing
or exploiting these |Iinks, as appropriate.
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Possi bl e | ear ni ng net hods:

- The sinul ated cl osed econony thus far devel -
oped in the sequential exercise will be "open-
ed up" to inports and exports, and ot her
forei gn exchange flows will be introduced, to-
gether with changes in the terns of trade and
various forns of foreign assistance. Tr ai n-
ees will develop strategies for dealing with
matters of this sort.

5.6 Qur country's econony:

Obj ecti ve: To enable trainees to gat her together what
t hey have |l earned fromthe simulation in the
sequenti al exercise and to apply it to their
own country.

Possi bl e | ear ni ng net hods:

- Trainees will be given guidance in evol ving
a sinple flow di agram of the econom c system
and will fill in the appropriate data from
their own country's statistics. They wil |

conpare the farm comunity, enterprise and
gover nnent rol es whi ch t hey have evol ved
duri ng t he sequenti al exercise wth t hose
pl ayed by the respective institutions in their

own countri es.

5.7 The co-operative sector in our country's econony

oj ecti ve: To enabl e trai nees to describe the role of the
co-operative enterprise in the nati onal econo-
mc system and to identify ways in which co
operatives can affect the growth and devel op-
ment of the econony.

Possi bl e | earni ng net hods:

- Trainees will identify the co-operative sec-
tor's place in the fl ow di agram produced in
t he previous section, and will "nagnify" that

part of the di agram describing in detail the
co-operative sector's inputs and out puts.

- Trainess will assess the effects, on the
econony as a whol e, of bottl enecks affecting
co-operative sector inputs and outputs, and
wi |l exam ne how t hese conpare with the expe-
rience of their own country.

Trainees will identify those aspects of co-
operati ve performance which nost critically
affect the econony, and will list the inprove-

nents whi ch can have an i nmedi at e benefi ci al
ef fect.
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6. DEVELOPMENT ECONOMICS

To enabl e trai nees to descri be and explain the
di fferences bet ween nore devel oped and | ess
devel oped countries of the world, to identify
pr obl enms arising from underdevel opnent, to
suggest feasible and useful strategi es for
dealing with them and to define the rol e of
agriculture and agricultural co-operatives in
such strategies.

6.1 Criteria for devel opnent

hj ecti ve:

To enable trainees to define criteria for de-
vel opnent and how these relate to the welfare
and wel | -bei ng of the individual and of socie

ty as a whole and to nake use of these crite-
ria in a conpari son between the profil es of
their own country and the profiles of typical
rich and poor countri es.

Possi bl e | ear ni ng net hods:

- In a brainstorm ng session trainees wll
list a nunber of possible criteria for nmeasur-
ing the wel fare and wel | - bei ng of the individ-
ual and of society. They will conpare these
with commonly used criteria for devel opnent.
They will devise and apply a sinple nodel for
conpari ng the devel opnent of several rich and
poor countries with the devel opnent of their
own country.

6.2 Causes of paoverty

bj ecti ve:

To enable trainees to identify the causes of
nati onal, regi onal and i ndividual poverty in
their country.

Possi bl e | ear ni ng net hods:

Trai nees will be divided into two groups,
with each group being given a paper advocati ng
a different point of view as to what extent
social, cultural, historical and/or political
causes have played a role in the devel opnent/
under devel opnent of their country so far.
The groups will have to prepare a ten-m nute
speech to be delivered by one of their group,
supporting the position taken in their respec-
tive papers. A full discussion involving al
the trainees will follow the two speeches.
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Whiat can be done?

bj ect i ve:

To enable trainees to identify alternative
strategies for pronoting devel opnent, to asses
their suitability in various conditions and to
conpare this assessnent to the devel opnent
strategi es adopted in their own country.

Possi bl e | ear ni ng net hods:

By whom?

oj ect i ve:

Possi bl e

| ear

- Trainees will assess a variety of approaches
to econoni c devel opnent, i ncl udi ng popul ati on
control, mani pul ation of price signals, indus-

trialisation through i nport substitution or
export devel opnent, total national self-suffi-
ci ency, the use of appropriate technol ogi es
and vari ous ways of redistributing i ncones.
Trainess will, in particular, analyse the eff-
ects of each strategy on the devel opnent cri -
teria suggested under 6.1 and the rel ationship
bet ween each of these strategies and the
causes of underdevel opnent in their country as
identified under 6. 2.

As a result of this, trainees will sel ect
the m x of strategies which, in their opinion,
is nobst appropriate for their country, and
conpare it with existing governnent strat-
egi es.

To enable trainees to identify appropriate
institutions in their country for the vari ous
tasks in national devel opnent.

ni ng net hods:

- Trainees will identify appropriate institu-
tions in their country for putting into prac-
tice the devel opnent strategi es they suggested
in 6.3. They will conpare their suggesti ons
with the way devel opnent tasks in their coun-
try are actually distributed.
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6.5 What can the farmer do?
Cbj ecti ve: To enable trainees to explain the key role of
the agricultural sector in the inprovenent of
i ndi vi dual and nati onal wel fare and well
bei ng, and to define fromthis, the tasks and
priorities for the agricultural sect or in
their country.
Possi bl e | ear ni ng net hods:
- Trainees will, on the basis of a resource
docunent, anal yse the agricul tural sector of
their country in ternms of output, |abour, sec-
toral inmportance, specialisation, tenancy, in-

puts, etc. and relate themto a) the criteria
for devel opnent which they described for their
country under 6.1, b) the causes of poverty in
their country which they identified under 6.2,
and c) the devel opnent strategi es they pro-
posed for their country under 6. 3.

Trainees will, in groups, prepare "policy
paper s" suggesti ng and outlini ng a nunber of
devel opnent activities for the agricul tural
sector in their country. Suggesti ons coul d,
for i nstance, include |land reform a "Feed
Yoursel f" or "Feed the Nation"” operation, sub-
sidi sed i nportati on and w despread i ntroduc-
tion and distribution of cultural nachinery
pool s, etc. Each policy paper will clearly
have to state and explain the rel ati onshi p be-
tween the activity or activities suggested and
t he concl usi ons reached in t he pr evi ous
met hod.

6.6 How can co-operatives help?

bj ect i ve: To enabl e trainees to descri be the devel opnent
role of co-operatives in general and in the
agricul tural sector in particul ar.

Possi bl e | ear ni ng net hods:

- Trainees will, in the sane groups as in 6.5,
descri be how co-operatives can help to realise
the priorities put forward in the policy paper
t hey prepared under 6.5.
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Al m To familiarise trainees with the basic facts
of and the external circunstances affecting
farming in their country, in order to enable themto manage co-operative enterprises in the
genui ne interests of the farm ng community.

Crops and subsi stence needs

bj ecti ve: To enable trainees to identify the nobst suit-

abl e crops for any particul ar area of the
country.

Possi bl e | ear ni ng net hods:

- On the basis of their own estimates, train-

ees will fill in blank maps of their country,
to show rainfall, soi | types, t enperature
ranges and the main crops grown. After fill-
ing in each map, trainees will conmpare it
with a map descri bing the actual situation and
nake correcti ons where appropri ate. Tr ai nees
will then produce a chart summuarising the fa-

vour abl e conditions for each crop.

Crop potentijal

bj ecti ve:

To enabl e trai nees to assess the crop capacity
of a given piece of |and.

Possi bl e | ear ni ng net hods:

On the basis of the figures for past crop
yi el ds (good, average and poor) per hectare,
trainees will estimate the actual vyields of
the plots described to them

They will then conpose a list of the factors
whi ch i nfl uence the yields of maj or crops,
stati ng whet her the factors are environnental
or can be affected by the farnmer hinmself, with
or wi thout external assistance.
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: I i al

oj ecti ve:

To enabl e trai nees to recommend economnically
suitable a) types of aninmals, b) nunbers of
ani nal s, and c¢) ani nal husbandry systens for
given plots of land and farm ng units.

Possi bl e | ear ni ng net hods:

Land | aw

bj ecti ve:

Trainees will "match" given herd types and
sizes with given | and areas and farns or com
munity farnmi ng systens, and fromthis will de-

vel op gui delines for ani mal husbandry which
take into account the quality and area of | and
as well as the patterns of farn ng behavi our.

To enable trainees to identify the occasi ons
during their work when they nust have regard
to the laws controlling the ownershi p, use and
transfer of | and.

Possi bl e | ear ni ng net hods:

Trainees will, frombrief case studies, ac-
quire a general famliarity with the | aws go-
ver ni ng the ownershi p, use and transfer of
|l and, with which they are likely to be invol -
ved as co-operative soci ety nmanagers.

Earm managenment

oj ecti ve:

To enabl e trai nees to assess the farm nanage-
nment capacity of a given farner.

Possi bl e | ear ni ng net hods:

Trai nees will exani ne case studies of farns
with sinilar physical characteristics but dif-
ferent yields and will identify the vital role

of managenent ability.

They will be introduced to techni ques for
rapidly and objectively assessing the quality
of farm managenent and will practise their ap-
plication to the sane case studies.
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Subsi st ence needs

bj ecti ve: To enable trainees to estinate the subsi stence
needs, and therefore the subsi stence area ve-
qui red, for househol ds of any size in each of
the maj or areas of the country.

Possi bl e | ear ni ng net hods:

Working from basic human nutrition require-
nents and nutrient contents of | ocal crops and
ani mal products, trainees will cal cul ate the
subsi st ence needs of sanple fanmlies, and com
pare these with the production capacity of ty-
pical farns. They will cal cul ate opti num pro-
duction patterns for satisfying basic nutri -
tion requirements and generating the | argest
possi bl e mar ket abl e sur pl us.

Earm ng systens

bj ecti ve: To enable trainees to describe the vari ous
systens available for the cultivation of the
maj or crops in their country, and recommend
sui tabl e systens for particul ar farns.

Possi bl e | ear ni ng net hods:

Trainees will identify the various ways in
whi ch the sanme crops can be grown, and w ||
then pair appropriate systens to particul ar
farnms in relation to their size, condition,
| abour capacity and nmanagenent ability.

: :

oj ecti ve: To enable trainees to estinmate the water and
irrigation requirenents, the correct varieties
and quantities of seeds, the appropriate types
and quantities of fertiliser and the correct
net hods of cultivation for the nmmj or crops
grown in their country.

Possi bl e | ear ni ng net hods:

- Trainees will be introduced to the major in-
puts required for each crop, and will identify
those which can be obt ai ned nor e easily
t hr ough co-operati ve nenbershi p.
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7.9 Pests and pesticides

Obj ecti ve:

To enable trai nees to recogni se the nost im
port ant pests and to identify appropri ate
forns of prevention and cure.

Possi bl e | ear ni ng net hods:

- Trainees will, through visual denonstration,
learn to a) recognise the najor pests and dis-
eases, b) assess the potenti al damage, C)

identify the appropriate forns of prevention
and cure, d)explain the risks invol ved, and
handl e pesticides in a safe way; and e)conpare
the costs and benefits of their use.

7.10 Animml input requirenents

bj ecti ve:

To enable trainees to estinmate the stock, feed
and veterinary inputs required for the nost
commonly raised animals in their country.

Possi bl e | ear ni ng net hods:

7.11 Earos plans

(bj ecti ve:

On the basis of annual feeding requirenents
for each head and the results of analyses into
typi cal feed and grazing nutrients, trainees

will estimte and plan the i nput needs for the
common ani mal s and husbandry systens in their
ar ea. On the basis of net reproduction, nor-
tality and useful life figures, they will cal -
cul ate breedi ng stock and requirenents, and
will be introduced to the nore inportant ani-

mal di seases and their renedi es.

To enabl e trai nees to design, |ay out and des-
cribe to a farnmer a suitable farmplan for his
hol di ng, t aki ng agri cul tural and managenent

capacity into account.

Possi bl e | ear ni ng net hods:

- An agreed nodel for farmplans will first of
all be produced in the course of sone | ec-
tures and di scussi ons.

Trainees will then produce plans for a nunber

of case study farns.

Trai nees will evaluate, discuss and change
their farm pl ans.
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- In role-playing exerci ses, trainees w ||
a) introduce the farmplans to the "farners”,
and b) try to persuade them to accept the
pl ans and put theminto practice.

To enable trainees to estimate the | abour re-
qui renents of given enterprises and farns, as
wel |l as | abour capacity (including that of fa-
mly nmenmbers).

Possi bl e | ear ni ng net hods:

-Wborking from dat a devel oped i n previ ous ses-

si ons, trai nees will assess the | abour re-
qui renments of a given farm plan and the | abour
capacity of farm ng househol ds. They will

then identify | abour surplus and shortage con-
diti ons, and construct a sinple nodel of the
| ocal agricultural | abour narket.

7.13 Agricultural technol ogy

bj ect i ve:

To enable trainees to identify the nost appro-
priate tecnol ogies for a certain agricul tural
pur pose, and to determ ne whet her the equip
nment shoul d be individually or co-operatively
owned.

Possi bl e | ear ni ng net hods:

On the basis of the farm systens devel oped
in the course of previous sessions, trainees
will identify likely "bottl enecks” and w ||
sel ect the appropri ate equi pnent for overcom
ing themin the nost econom cal way.

Trai nees will conpare the | abour, capital,
mai nt enance and nanagenent required for the
nechani sati on, at various | evels, of conmmobn
farmtasks, and will sel ect appropriate |evels
for particul ar requirenents.
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7.14 dimate

oj ect i ve: To enabl e trai nees to descri be the nost |ike-
ly, and t he possible, variations in weather
conditions in the nmaj or areas of their coun
try, and to assess the effect of extrenes on
yi el ds and net returns.

Possi bl e | earni ng net hods:

- Trainees will study | ocal weather charts and
est abl i sh the relationship (if any) between
yields and rainfall or other relevant figures.

- Trai nees will assess the probability of
various |l evels of rainfall, and cal cul ate the
effects of bad weat her conditions on i ncone,
and subsi stence output, of various sizes and
types of farns.

7.15 Price Variatiaons

oj ecti ve: To enabl e trai nees to describe the price be-
havi our of a) the maj or crops and ani nal pro-
ducts, and b) related inputs in their country,
in order to assess the actual anmbunts and pro-
bability of farm i ncones.

Possi bl e | ear ni ng net hods:

- Using material devel oped previously, train-
ees will correlate market prices with yields,
and di scuss the effects of |ocal yields, Gov

ernnent action and international markets on
prices.

- Trainees will calculate the effect of pos-

sible price variations on farm fi gures devel -
oped in earlier sessions.

7.16 Collective Action

hj ecti ve: To enable trainees to identify, for a given
group of farnmers, those functions which should
be carried out individually and those which
can benefit from coll ective action.



Section 7
Sheet 4

Possi bl e | ear ni ng net hods:

7.17 EFarm i ncones

oj ecti ve:

Trai nees will anal yse a case study descri b-

ing a farmvill age where a nunber of tasks
must be perforned. They will deterni ne which
t asks shoul d be perfornmed a) by individual
farmers, b) by small groups on an informa
basis, c¢) by private contractors and d) under
a formal co-operative organisation.
They will identify the advantages and di sad-
vant ages of each nethod, and produce a check-
list of criteria for selecting the nost appro-
pri ate one.

To enabl e trainees to calculte the gross mar-
gins and net returns of enterprises and entire
farns.

Possi bl e | ear ni ng net hods:

- Trainees will identify the farmdata and in-
formation required by farnmers thensel ves and
by out si de organi sati ons such as co-operati ve

credit institutions. On the basis of appar-
ently unrel ated data and i nfornmati on and wor k-
ing to a prescribed format, they will then

produce a series of enterprise and farm ac-
counts.

7.18 Earm appraisal

bj ecti ve:

To enabl e trainees to assess the efficiency of
a farmor group of farnms, and to recomend
sinmpl e specific i nprovenments which can rapidly
be put into practice.

Possi bl e | ear ni ng net hods:

- Trainees will conbine the contents of 7.17
wi th additional, but sketchy qualitative data
and information in order to forma nore com
pl ete and neani ngful picture of the situa-
tion. After rapidly assessing the changes re-
qui r ed, they wll, in the course of role-
pl ayi ng exerci ses, attenpt to persuade a group
of "farners" to adopt them
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8. COLLECTING AND RECEIVING
AGRICULTURAL PRODUCE

A m

To enabl e trai nees to organi se and manage t he
coll ecting and receiving of agricul tural pro-
duce.

8.1 The collecting and receiving system

oj ect i ve:

To enable trainees to describe a collecting
and recei ving systemas a whole and to ident-
ify the critical stages and operations within
it.

Possi bl e | ear ni ng net hods:

Trai nees will discuss conmon sources of dis-
agreenent in agricultural co-operatives and
identify the single transaction which is by
far the nost "critical" contact between nmem
bers and managenent - the society's purchase
of menber's produce.

Trainees will study a set of micro-cases de-
scri bi ng probl ens whi ch have occurred in the
coll ecting and recei ving process of a narket-
ing co-operative. They will identify exactly
at which stage in the process the probl ens
arose and suggest changes to prevent such
problens in the future.

Trainees will, in groups, produce di agrans
showing all the steps in the process of col -
|l ecti ng and receiving the crops produced | o-
cally - from harvest to paynent. They should
i ndicate who is responsi ble for each step (the
nenber or the co-operative), and then suggest,
based on their own experi ences, exanpl es of
di sagreenents and indicate on the di agrans the
| ocati on of these. A final discussion wll
stress the inmportance of effective systens for
coll ecting and recei ving operations.

8.2 Managenent alternatives

bj ect i ve:

To enable trainees to identify the alternative
ways of organi sing each stage of a coll ecting
and receiving system to deternm ne the factors
affecting this choice and to sel ect the nost
appropri ate nethods for a given set of cir-
cumst ances.
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affecting this choice and to sel ect the nost
appropri ate nethods for a gi ven set of cir-
cunst ances.

Possi bl e | ear ni ng net hods:

8.3 The cost

Based on the assunption that they will set
up a conpletely new coll ecti ng and recei vi ng
system trainees will identify all the factors
t hey should consider and then |ist what deci -
sions must be nmade when desi gning the system

Trai nees will be given infornmati on about

di fferent conditions and circunstances rel at ed
to the crop, to the nenbers and to avail abl e

facilities in a certain co-operative. Consi -
deri ng these factors and working in groups
they will then make deci si ons regardi ng trans-

port, collecting, packagi ng, gradi ng and pay-
nment, trying to design an "ideal" system

of collection

oj ecti ve:

To enable trainees to calculate the total cost
of alternative coll ection systens.

Possi bl e | ear ni ng net hods:

- Trainees will listen to a di scussi on between
a nmanager and sone nenbers of an agricul tural
co-operative regardi ng the coll ecti ng system

(rol e-play). The manager will propose one
central coll ecting depot while the nmenbers
argue for several village depots - both sides
trying to m ni ni se their own short-term
costs. In the followi ng anal ysis trainees
wil | cal cul ate t he act ual costs for t he

menber s and t he soci ety respecti vely and
consi der ot her aspects as well.

8.4 TIhe nunber and location of collection points

bj ecti ve:

To enabl e trainees to determ ne the nost econ-
oni cal nunber and | ocati on of coll ecting
points for a given crop.

Possi bl e | ear ni ng net hods:

- Trainees will be shown esti nates of the
costs for the nenbers and for the co-operative
soci ety respectively for a central coll ection
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depot and for a certain nunber of decentra-
l'ised collection points. They will cal cul ate
what nunber of coll ection points would be the
| east expensive in total.

- Trainees will study a case presenting two
different solutions to the problem of |ocation
of collection points: one bei ng based on popu-
| ati on, t he other on production statistics.
Trai nees will consider both econonic and so-
cial argunents and try to agree on the best
solution in this case.

8.5 (ptinmsi leci si

bj ecti ve: To enabl e trai nees to neasure trade-offs in-
volved in crop collection problens and to de-
sign opti mum sol uti ons.

Possi bl e | ear ni ng net hods:

Trainees will read a case study presenting a
probl em of delivering produce fromthree farns
to two different factories. They will ident-
ify the nbst econom cal way of all ocating pro-
duce between the factories - first by "conmon
sense" and then by appl yi ng a systematic
"linear progranm ng techni que" which will be

denonstr at ed.

. 6 Iransport scheduling

oj ecti ve: To enabl e trai nees to schedule the coll ection
of crops in the nost efficient way.

Possi bl e | ear ni ng net hods:

- Trainees will study a case giving background
i nfformati on about crop collection in a co-op-
erative society. The information will i nclude
t he nunber of nenbers, their | ocation and pro-
duction, | ocation of buying points, distance,
road conditions, cost of transport, etc. Ba-
sed on this trainees will plan the transport

operations and estimte the costs.

8.7 lnformng menbers about collection systens

bj ecti ve: To enabl e trai nees to sel ect appropri ate ne-
thods for inform ng nenbers about coll ection
arrangenents.
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Possi bl e | ear ni ng net hods:

- Trainees will list all the itens of inform-
tion the nenbers of a co-operative would need
about the system for collection of their pro-
duce.

Trainees will list all possible ways by
which a co-operative society nmight provide
such i nfornmation.

Trai nees will explain what they nean by a
"good communi cati on nethod", identify a nunber
of characteristics of "effective communi ca-
tion" and rank these in order of inportance.

Trai nees will discuss which of the communi -
cati on net hods they have proposed woul d have
the required characteristics, then suggest

whi ch net hods are nbst suitable for nmenber in-
fornati on.

- The weaknesses of "word of nouth" conmuni ca-
tion will be denponstrated through a gane: a
nessage is given to one of the trainees who
will pass it on to anot her one and so on
t hrough ei ght persons. A conparison will then
be nmade between the original and the nessage
recei ved at the end of the chain.

8. 8 oo I : :

Obj ecti ve:

To enabl e trai nees effectively to convey in-
formati on about col |l ection arrangenent s
t hrough the witten and the spoken word.

Possi bl e | ear ni ng net hods:

- In a gane, one group of trainees will act as
t he managenent conmmittee, the others as nmem
bers. The "commttee” will prepare, in wit-
ing, all the informati on they believe nmenbers
want and need concerni ng the coll ecti on of
t heir crops. The "menbers” will (at the sane
tine) wite down all their questions. An "in-
formati on neeting” is then acted out where

poi nts are scored by the two groups; by the
commrittee for every question they had antici -
pated and by nmenbers for every questi on which
the committee did not foresee. Finally, the
conduct of the "nmeeting"” is discussed.
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Tr ai nees, divided into snall groups, wll
desi gn nessages about the collection arrange-

nments for the foll owi ng nedi a: poster, | eaf
| et newspaper adverti senent and radi o an-
noucemnent s. Their proposals are then conpared
and criticised.
8.9 Packaging systens

hj ect i ve: To enabl e trai nees to desi gn and operate ef-

fective systens for the delivery, recovery and
paynment of tenporary packagi ng materi al s.

Possi bl e | ear ni ng net hods:

Trainees will list all the different ways in
whi ch sone | ocal crops nmi ght be packaged for
transport between the farm and the coll ection
centre.

Trainees will identify the factors which
shoul d be taken i nto account when sel ecti ng
type of packagi ng.

Tr ai nees, working in groups, will draw dia-
grans showi ng how their societies now organi se
t he purchase, issuing, recovery, paynent, re-
pair and storage of bags [ or ot her con-
t ai ners). They will then draw ot her di agrans
showi ng how the present system m ght be
i npr oved. The alternati ves are di scussed and
trai nees will note exanpl es of problens that
may arise in any "bag systent - and how t hey

could be elim nat ed.

8.10 Designing the reception system

hj ect i ve: To enabl e trai nees to design, to staff and to
physically |l ay out an effective crop reception
system

Possi bl e | ear ni ng net hods:

Trainees wll describe how the task of re-
cei vi ng nenbers' produce can be divided into
functi ons of handling, checking, recording and
paynent . They will discuss which nethod is
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8.11 Queueing

Obj ecti ve:

best and which is best to | et one person per-
formthe whole task - or divide the task - so
t hat each person specialises in one function
only.

Trai nees will be given information about the
Crop reception process in sone co-operatives:
the work to be done, how | ong each functi on
woul d take, the daily throughput, etc. They
will then design a system for reception. This
system woul d use as few staff as possi bl e but
all ow t he expected throughput to be accom
pli shed as snobothly and with ni ni num del ay as
possi bl e.

Trai nees will be given sketch plans of the
reception centres used in the sane societi es.
They will examnm ne the arrangenents and prepare
pl ans for new |l ayouts which will facilitate,
and possibly i nprove the reception process.

To enabl e trai nees, economcally, to mnimse
nenbers' waiting tine at reception centres.

Possi bl e | ear ni ng net hods:

8.12 Sanpling

oj ect i ve:

- Trainees will analyse a case study descri b-
i ng serious problens of queuei ng and wai ti ng
of the nmenbers despite the nanager's efforts
to design an effective system of reception.
Trai nees will then identify bottl enecks and
ot her reasons for del ays and suggest i nprove-
nments.

To enabl e trai nees to sel ect sanples of an ap-
propriate size and type in order to achi eve a
desired | evel of confidence in the results
they indicate for the whol e crop.

Possi bl e | ear ni ng net hods:

- Trainees will identify, in a discussion, si-
tuations where it is possible to i nspect only
a part (a sanmple) of the produce nenbers deli -
ver. They will then deterni ne what conditions
nust be fulfilled for the sanple to be repre-
sentative for the total.
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- Through a series of exanples trainees wll
realise the i nportance of sel ecting sanmples at
random and sanpl es of sufficient sizes.

- Trainees will read a case study descri bi ng
how a co-operati ve manager sel ected sanpl es of
seed nmi ze for germ nation testing. They w ||
t hen be shown how sone basic statistical ne-
t hods can be applied to determ ne whet her the
sanple is representative or not.

To enable trainees to explain the necessity
for crop grading and to sel ect appropriate ne-
t hods for grading their nenbers' produce.

Possi bl e | ear ni ng net hods:

Trainees will, in a discussion, agree on the
speci fic reason why a nenber's produce is
graded according to its quality, and why grad-
ing should be done at the earliest possible
stage in the production process.

- Trainees will |list as many crop features as
possi bl e by which crops m ght be graded
( moi sture, dirt content, nutrient cont ent,
infestation, etc.) and the reasons why these
f eat ures shoul d be neasured. They will then
suggest which testi ng net hods shoul d be used
to neasure each feature.

- Trainees will discuss the characteristics of
good testing net hods and then check whi ch of
t he proposed nethods qualify by these stan-
dar ds.

Trainees will study a crop quality standard
schedul e and deternmi ne the nost suitable nme-
thod of testing for each factor included.
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8.14 Deception and prevention

bj ecti ve:

To enable trainees to anticipate attenpts to
defraud nenbers or the society, and to cl ose
the | oopholes that pake such attenpts pos-
si bl e.

Possi bl e | ear ni ng net hods:

- The trainees will be divided into two
groups; one acting as society staff, the other
one as nenbers. The "nmenber" group will first
be asked to list as many ways as they can in

whi ch di shonest nenbers mi ght defraud their
co-operative society in connection with crop
del i veri es. The "staff" group will attenpt to
foresee these di shonest techni ques and |i st
t he ways they might be prevented. The "staff"
group will then produce a list of ways in
whi ch they can defraud the nenbers, and the
"nmenber" group will wite down how t hey can
protect their own interests agai nst di shonest
staff. The concl udi ng session will be con-
ducted as a gane where each group will score
points for every item for which the other
group has not listed a preventing action.

8.15 Calculations and paynent

bj ecti ve:

To enabl e trai nees to design and operate sim
pl e, rapid and secure systens for cal cul ati ng
anount s due and nmki ng appropriate entries or
paynents for nenbers' credit.

Possi bl e | ear ni ng net hods:

Trai nees are alerted to their own and their
staff's weaknesses in cal cul ation through a
simpl e excercise; they will diagnose their own
m st akes and identify t he nbst commbn types
of errors.

Trainees will design forns (or slips) which
will facilitate cal cul ati on work and reduce
ri sks of errors during the recepti on process.

- Trainees will conpare different ways of pay-
ing nenbers for their crops, identify the rea-
sons for del ayed paynents and suggest ar gu-
nments which nmay be used to convi nce nenbers
about a certain paynent system
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8.16 Recording procedures
oj ecti ve: To enabl e trainees to design, install and nan-
age effective systens for recording the re-
sults of receiving and gradi ng operati ons.

Possi bl e | ear ni ng net hods:

Trai nees will study a case presenting four
different systens for the paperwork at a co-
-operative recei vi ng station. They wil |

identify the weaknesses of the systens and
t hen, working in groups, design a better sys-
tem (including form Il ayout and details con-
cerning responsibilities, entries, signatures,
etc.) The proposals will be anal ysed and cri -
ticised by the class as a whol e.

Trai nees will discuss why too nmuch paperworKk
can cause as mmny problens as too little, and
agree on a way of "testing" every entry on a
formto find out whether or not it is needed.

8.17 Disputes and deci sions

bj ect i ve: To enabl e trainees to apply what they have
| earned to a range of collecting and receiving
problens, and to identify and forestall parti-
cul ar di sputes or di sagreenents between man-
agenent, the society and its nenbers.

Possi bl e | ear ni ng net hods:

Trainees will listen to a recording of a
di scussi on bet ween nenbers and society staff
at a receiving station which reflect certain
di sagr eenent s.

Trai nees will anal yse the problens and sug-
gest appropriate renedi es, based on what they
have | earned during the course.
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9. TRANSPORT MANAGEMENT

9.

2

Al m

The need f or

To enabl e trai nees to plan and nanage trans-
port facilities of an agricul tural co-oper-
ative society.

Ir anqp()rr

hj ect i ve:

To enable trai nees to describe the role and
functions and to define the objectives of the
transport services of an agricultural co-oper-
ative.

Possi bl e | ear ni ng net hods:

Hred or

SOCi

Trainees will list the typical transport
tasks in an agricultural co-operative.

Trainees will study a series of mcro-cases
and identify the commobn transport problens re-
flected in the cases.

They will then specify an "ideal" transport
service froma nenber's point of view

Trainees will listen to a recorded di al ogue
bet ween two managers who have different views
on transport operations. Trainees will com

pare the services offered by each and then de-
fine clear objectives for transport services
on varying | evel s.

- Trainees will analyse a case study, picking-
out all factors that will affect the choice
bet ween road and railway transport for a par-
ticular co-operative. They will then sum up
t he general approach to take when maki ng deci -
sions on transport nmatters.

et v- owned tran@pnrt9

bj ecti ve:

To enabl e trai nees to deci de whether hired or
soci ety-owned transport should be used in a
specific situation.

Possi bl e | ear ni ng net hods:

Trainees will perform as a role-play, a
conmittee neeti ng where the question of hiring
transport services or buying sone vehicles is
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di scussed,; one trainee will play the rol e of
an invited truck-owner who will argue for his
servi ces and another trainee will be the man-
ager who proposes that the soci ety purchase
two lorries. After the "nmeeting" trai nees sum
up all the main factors which nmust be consi -
der ed when neki ng a choi ce between hired or
soci ety-owned transport.

- In a lecture/di scussion - and a sinple exer-
cise - trainees will identify all the costs
i nvol ved in operating a vehicle, and dif-
ferenti ate between standi ng costs and runni ng
costs.

On the basis of a case study trainees wll
cal cul ate the annual costs of owni ng and oper -
ating a vehicle, and they will identify those
st andi ng and runni ng costs which often are
lower for a transport conpany than for a co-
operati ve society.

9.3 Pur chasi ng vehi cl es

hj ect i ve:

To enabl e trai nees to adequately prepare and
pl an the sel ection, financing and actual pur-
chase of a vehicle.

Possi bl e | ear ni ng net hods:

A |l ogical and systenmtic approach for the
purchase of a vehicle is presented through a
| ecture and di scussi on.

Trainees will, in groups, discuss sources of
i nformati on about vehicles and work out a li st
stating what type of information is avail abl e
from vari ous sources and how reliable the in-
formation is.

- Trainees will prepare a "checklist" of ques-
tions on vehicle characteristics to be used
when conpari ng vehi cl es.

- Trainees will study actual advertising nate-
rial on two types of vehicles and try to find
the answers to the questions included in the
checkl i st nmenti oned above.

Trainees will prepare a |list of questions
they would like to ask a vehicl e sal esman dur -
i ng a denonstration.
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Trainees will listen to a recorded di al ogue
bet ween a sal esnman and a potential buyer, ana-
l yse their discussion and assess its useful -
ness.

On the basis of a case study and information
about three types of vehicles, trainees wll
draw up a table showing their relative costs
and performances and deci de which vehicle to
buy.

The relative nerits of buying a vehicle for
cash, hire purchasi ng and | easi ng are conpared
in a lecture with discussion. Trai nees will
then study three nicro cases descri bing which
of the above nethods were used by three co-op-
erative manager s in di fferent si tuati ons.
Trai nees will then deterni ne whether their de-
cisions were right or w ong.

Ll . | hedul i

bj ect i ve: To enable trainees to all ocate and schedul e
transport services so that the best possible
use i s nade of avail abl e resources.

Possi bl e | ear ni ng net hods:

Trainees will |ist what kind of information
should be included in "transport requi si -
tions".

A work diary listing all requisitions for
transport for the com ng week will be given to
the trai nees who will allocate the avail abl e

vehi cl es and prepare a tinetable.

A case study will be used to denpnstrate the
use of "standard tines", in transport manage-
ment., for particul ar journeys.

In a role-play, a "transport nanager"” and
sone "drivers" will present their argunents
for (and agai nst) the use of "standard tines"
for transport jobs.

Trainees will practise scheduling of trans-
port jobs on the basis of exercise materi al
and case studi es.
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9.

5

Mai nt enance

bj ect i ve:

To enable trai nees to devel op and operate
systens for vehicle inspecti on and nmai nt en-
ance.

Possi bl e | ear ni ng net hods:

Trai nees will study a cost estimate for a
mai nt enance facility and identify costs which
may have been om tted.

Trainees will draw up a list of actions that
nust be taken by a co-operative which deci des
to set up its own nmi ntenance facility.

Trainees will |listen to a recorded di al ogue
whi ch deals with a nunber of problens that | ed
to the failure of a co-operative vehicle main-
tenance facility. Trai nees will then discuss
the problens and suggest how they can be
avoi ded.

- The purpose of "planned nmai nt enance" (as op-
posed to "energency nmi ntenance"), systenatic
i nspections and the need for recordi ng of ser-
vices and repairs will be clarified in a | ec-
t ur e/ di scussi on.

Trai nees will exanm ne exanpl es of service
sheets, mai ntenance cards and vehicl e i nspec-
tion reports then di scuss the purpose of all
entries and suggest i nprovenents to these do-
cunents.

Trainees will work through en exercise for
pl anni ng a week's work in a mai ntenance wor k-
shop.

- Trainees will exam ne |ists of vehicle spare
parts - including informati on on costs, fre-
quency of usage and expected delivery del ays -
and will deci de the type (and quantiti es)
whi ch shoul d be stocked by a co-operative
mai nt enance gar age.
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oj ect i ve:

To enabl e trainees to deal effectively with
li censes, insurance forns and ot her docunent a-

tion needed in co-operative transport ser-
Vi ces.

Possi bl e | ear ni ng net hods:

Trainees will listen to a recordi ng of a po-
licenman i nterviewi ng a driver he has stopped
for a check-up. Trainees will then identify
the |licenses and ot her docunents required for
vehi cl es and drivers.

By questioning an invited | ocal insurance
agent trainees will |earn the basics of ve-
hi cl e i nsurance: what can be i nsured agai nst,
what i nsurance is conpul sory, the various com
bi nati ons of cover offered by the insurance
conpani es, systens for no-claimdiscount and
t he cost of insurance.

Trainees will fill in an application form
for a vehicle insurance policy.

Trainees will fill in an "Accident Report
For ni .

Trainees will identify the criteria for a
good i nsur ance conpany. They will t hen

anal yse a case study, conparing quotations and
other information fromtwo i nsurance conpani es
and sel ect the conpany and type of insurance
they find npbst suitable.

bj ecti ve:

To enable trainees to identify and estinmate
costs and benefits wi t hin a co-operative
transport service and to naintain an efficient
systemof controlling t he costs.

Possi bl e | ear ni ng net hods:

- Working through a set of mninicases trainees
will calculate (and determ ne) whether it is
worthwhile to carry out certain transport
tasks or not; e.g. carry produce to a nore
di stant nmarket or carry only a small anpbunt of
goods on a | arge vehi cl e.
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- Trainees will, on the basis of sone nini-
cases, practise calculating the charges for
hiring out vehicles to outsiders when they are
not needed in the co-opertive.

- Trainees, working in groups, will design a
system for the issuing of fuel in a co-oper-
ati ve which has its own fuel tank and punp.

Trai nees, working in groups, will exam ne a
sample "Driver's Record" (Log Book) and nmake a
list of any errors, om ssions or failures in
reporting. They will then di scuss possible
reasons why drivers' records nay be inaccurate
and suggest what a transport nmanager shoul d do
to ensure that proper records are kept.

Trainees will play the role of drivers and
ot her transport staff in a role-play ill us-
trating the tenptations to m suse the trans-
port facilites, arising froma |ack of (or in-
adequate control) systens.

- Trainees will discuss what nethods to use to
ensure that nisuse of transport facilities is
prevented and that. staff act in the interest
of the co-operative nenbers rather than nerely
in their own interest.

Trai nees will anal yse a nunber of exampl es
of corruption in the field of transport (both
serious and rather i nnocent ones) and assess
al ong a scal e how "bad" each case is. Train-
ees will then suggest how staff can be pre-
vented from taki ng deci sions which are not in
the interest of the nenbers.

Trainees will listen to a recorded di al ogue
bet ween a driver working in a transport de-
part nent wher e drivers perform well and

anot her driver from a transport departnent
where the performance is poor. Trai nees w ||
anal yse the reasons for the drivers' behavi our
and they will discuss - and list - the quali -
ties and qualifications required of transport
staff.



9.

8

Section 9
Sheet 4

: .

oj ecti ve:

Possi bl e

| ear

To enabl e trai nees to esti mate when repl ace-
nment of an old vehicle by a new one shoul d
t ake pl ace by conpari ng depreci ati on and mai n-
t enance costs.

ni ng net hods:

All trainees will be confronted with a si-
tuation in which a manager has to send one of
t he co-operative's vehicles for major repairs.
Half will have a further brief advocating re-
pl acenent of the vehicle by a new and better
one and the other half a brief advocating that

the repairs be carried out. The two si des
will debate the issue and will thus identify
t he advant ages - and di sadvant ages - of each
deci si on.

Trai nees will work through sone exercises

where they are required to cal cul ate the cost
of each solution to repl acenent probl ens and
finally agree on the one which is better.

Trainees will estinate the cost of deprecia-
tion of vehicles of different ages. They w ||
add these costs to the average repair and
mai nt enance costs (and t he runni ng costs
during a ten-year period) and then cal cul ate
the total cost of operation year by year.
They will thus find out when the total costs
begin to exceed those of a new vehicl e.

Trainees will list all the factors to con-
si der when taking a decision as to whet her or
not to replace - or retain - a vehicle.
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10. STORAGE MANAGEMENT

Al m

10.1 Wiy store?

oj ect i ve:

To enable trainees to identify the storage
needs and to organi se and nmanage storage sys-
tens for agricultural produce in their co-op-
erative societies.

To enable trainees to identify the fundanental
reasons for storing agricultural produce.

Possi bl e | ear ni ng net hods:

Trainees will identify why it may be neces-
sary - and econonmically worthwhile - to store
produce, and what the role of a co-operative
society is in this context.

Trainees will wite down as nmany different
costs and risks as they can think of which
make up the total cost of storage. They w ||
t hen di scuss - and explain - why storage tine
al one can conpensate for these expenses.

10.2 The costs and benefits of storage

oj ecti ve:

To enabl e trai nees to conpare the benefits and
costs of storing produce, and to identify the
critical inportance of m nim sing costs.

Possi bl e | ear ni ng net hods:

Trainees will go through the list of costs
and risks prepared in 10.1, and (for each
item discuss how it can be estimted or cal -
cul at ed.

- Trainees will work through sone exercises on
cal cul ati on of costs and benefits of storage.
They will. then discuss the need - and useful -
ness - of quantitative calculations as a com
pl enment to a manager's qualitati ve assessnent
of the situation.

10. 3 How mich space is needed?

oj ecti ve:

To enabl e trainees to estimte the anpbunt of
space that is needed to store particul ar quan-
tities of specific crops.
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Possi bl e | ear ni ng net hods:

10. 4 The choice of

Trainees will identify all the factors that

af fect the anmbunt of storage space needed by a
co-operati ve society.

Trainees will practise estimati ng the cubic

capacity of sone roons and buil di ngs, and they
will cal cul ate how nany tons of sel ected crops

they could store in those spaces - taking into
consi der ati on the space needed for pr oper
access and ventil ation.

- Trainees will identify - and list - the fac-
tors which limt the safe height to which
crops can be stacked.

- Trainees will work through sone space cal cu-

| ati on exerci ses.

st orage net hods

bj ecti ve:

To enable trai nees to sel ect the nost effec-
tive type of storage for the crops, econony
and environnent in which they operate.

Possi bl e | earni ng net hods:

Trainees will identify the maj or causes of
loss in storage and descri be an i deal nethod
of storage which could protect agai nst all
possi bl e ri sks.

- Trainees will exani ne two consultants' re-
commendati ons to a co-operative society re-
gardi ng storage of grain. One proposes silo
st or age, the other bagged storage on the
gr ound. Trai nees will be provided with al
the conplenentary information they identify as
necessary to deci de whi ch recomendati on t he
soci ety should foll ow

- Trai nees wll anal yse the circunstances
which will affect the choice between bagged or
bul k storage in five co-operatives, and nake
their reconmendati ons.

Trai nees will summari se advant ages and di s-
advant ages of bagged and bul k st orage respect-
ively, and of the two types of bul k storage:
floor and sil o storage.
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Trai nees will be given a denonstration of
sack types available locally, and they w I
not e the advant ages, di sadvantages and cost of
each type.

Trai nees will discuss and suggest how a co-
operati ve society's expenditure on sacks can
be m ni m sed.

10.5 sStorage control praocedures

oj ecti ve:

To enable trainees to identify the functions
of storage records and to design and nai ntain
sinple and effective procedures for the con-
trol of the produce stored.

Possi bl e | ear ni ng net hods:

Trainees will listen to a recorded di scus-
si on about a nunber of problens encountered in
a produce store. They will identify the
causes of the problens which all result from
i neffecti ve control, and then suggest how t he
probl ens could be avoided in the future.

Trainees will list the critical stages in
the recei pt and di spatch of produce and point
out what docunents are essential for suppliers
and custoners.

To appreciate the need for other "internal"
control docunents, trainees will work through
a case study requiring themto design an in-
ternal paper work system for a store. They

will identify each stage in the system indi-
cate what entries and docunents are required,
how t he docunents will be used and how each

card or form shoul d be desi gned.

10.6 Moisture and tenperature

oj ect i ve:

To enable trainees to identify the interrel at-
ed effects of noisture and tenperature on crop
deterioration in storage.
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Possi bl e | earni ng net hods:

On the basis of a lecture with di scussi on
trainees will identify - and note - the best
and worst conditions, with regard to hum dity
and tenperature, for crop storage, the reasons
why stored crops nay have a hi gh tenperature
hi gh npi sture content, the effects of this on
the crop, and what a store nmanager can do to
keep crops cool and dry in storage.

- Trainees will be given data sheets from a
tenmperature and noisture test in a rice store.

They will interpret the data and transfer them
into graphs which clearly illustrate how t he
rice quality is down-graded when tenperature
and noi sture content go up during storage.

- Trainees will analyse a case study present-
ing two different systens for reduci ng noi st-
ure and tenperature in a particular store.
Trai nees will then cal cul ate the costs and
benefits of both systens.

10.7 Measuring noisture and tenperature:

oj ect i ve:

To enabl e trai nees to sel ect the npbst appro-
priate nmethod (and instrunent) in given cir-
cunst ances for neasuring tenperature, relative
hunmi dity and noi sture content in produce.

Possi bl e | ear ni ng net hods:

Trainees will identify when, in the produc-
tion and storage process, it is useful to
neasure the noi sture content of grain and what
specific action the neasurenents may result
in.

- Trainees will, through sone exercises, |earn
to convert between neasures of noisture con-
tent on "wet basis" and "dry basis".

- Trainees will discuss - and wite down - an
ideal |ist of specifications for the kind of
equi pnrent they want to use to neasure tenpera-
ture, relative hunidity and noi sture content.
They will use the list to evaluate the avail -
abl e types of equi pnent and testing net hods.
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Trainees will read a case study about sone
co-operati ves which need to purchase noi sture
met ers. The actual instruments (with informa-
tion |leaflets) wi || also be shown to the
trai nees who will anal yse the specific needs

of the societies and recommend the nost suit-
abl e equi pnent in each case.

10.8 lnsect and rodent damage

hj ecti ve:

Possi bl e

| ear

To enable trainees to identify the potenti al
danmage caused by i nsects and rodents and to
i nspect storage premises in order to find out
the I evel of infestation.

ni ng net hods:

Through a |l ecture trainees will be intro-
duced to: a) the anpbunt of crops lost in stor-
age through insects, fungus and rodent attack,
b) the relation between tenperature/humdity
and the breeding rate of insects, and c) the
opti mum condi ti ons for insects to naxi m se
t heir reproduction.

- Trainees will be given exanples of the like-
ly anmount of insects in the crops at the
begi nni ng of the storage period and will cal -
cul ate t he potenti al nunber after three
nonths - if no controlling action is taken.

Trai nees wll i dentify the reasons why
stores nust be i nspected for insect infesta-
tion and list possible and specific steps of
action to be taken after inspections.

Trainees will be introduced to proper tech-
ni ques for i nspection of grain in storage
considering: a) the difficulties in finding
snmall insects which naturally conceal their

presence, b) the need for checking sanpl es
taken at random and the size of the sanples,
c) the use of grain spears and sieves, d) the
counting of insects in the grain and the grad-
ing of the degree of infestation, and e)the
recording of results of inspection.

Trai nees will study sone basic data about
the common rat and, to illustrate the poten-
tial danger. Trai nees will then nake sone

cal cul ations of their multiplication, their
consunpti on and anobunt the of spill age over a
period of time caused by rats.
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10.9 Controlling infestation

oj ecti ve:

To enable trainees to identify the vari ous
ways of preventing (or at | east reducing) in-
sect and rodent infestation, and to deci de on
t he nost appropriate type and net hod of appli -
cation in given circunstances.

Possi bl e | earni ng net hods:

Trai nees will suggest how to minimse the
ri sks of crops which are already infested when
taken into a storage buil di ng.

Trainees will |ist the npost inportant points
to consider, from a pest control point of
vi ew, when constructing a new storage buil d-
ing, or inproving an existing buil ding.

Trainees will identify ways of controlling
i nsects which have al ready entered a storage
bui | di ng and even i nfested the produce. They
wil | list the necessary consi derati ons when
choosi ng an insecticide for this purpose.

Trainees will be introduced to insecticides
of vari ous types. They will conpare the
chem cal bases, the nethods of killing and the
applicati on nethods as well as identify when

and how - to apply which variety.

Trai nees will be introduced to rodent pes-
ticides of the two basic types. They wil |
conpare the characteristics and the effective-
ness of the poi sons used.

- Trainees will be introduced to the rul es and
regul ati ons for safe handling, application and
st orage of pesticides.

10.10 Perishable produce

bj ecti ve:

To enable trainees to identify the rol e of
storage in the marketing of perishables, and
eval uate the various ways i n which the decline
in value of perishable produce after harvest
may be nini nmi sed.



Section 10

Sheet 4
Possi bl e | ear ni ng net hods:

Trainees will |ist perishable products grown
by farmers in their country and will then draw
up schedul es showi ng to what extent the tine
factor decreases quality - and value (price) -
of each product.

Trainees will identify various conmonly used
nmet hods for increasing the life, or reducing

10.11 Cold starage

hj ecti ve:

the storage tine, of perishable products.

To enable trainees to identify situations
where cold storage is (and is not) a wort h-
whil e i nvest nrent and how t o manage such faci -
lities effectively.

Possi bl e | ear ni ng net hods:

10.12 WYWhen to sell

bj ect i ve:

Trainees will study a set of mini-cases des-
cribing the choice confronti ng sone co-oper -
ati ve nanagers: to sell the perishabl e produce
at harvest, or to keep it in cold storage for
sone tine. Trai nees wll then cal cul ate

costs and benefits - in each case.

Trainees will list the necessary consi der a-
ti ons before deciding whether to build a cold
store or not and will also be introduced to
typical costs of constructing a cold store.

Trai nees will prepare a table show ng the
nost suitable storage tenperatures - and stor-
age life - for different sorts of produce.

To enable trainees to apply what they have
learned t.o inprove their ability to nmake stor-
age nmanagenent deci si ons.

Possi bl e | ear ni ng net hods:

Trai nees will take part in a "busi ness gane"
which will simulate, in a highly conpressed
form two years in the managenent of a co-op-
erative store. Trainees will be divided into
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groups representi ng nmanagenent teans of dif-
ferent co-operative societies, who will have
to make deci sions, nonth by nmonth, (and based
on information provided by the instructor)

regarding crop prices, | abour costs, crop
treatnents, special occurences, etc. Every
decision will have econom ¢ consequences, and

the society whi ch nakes the | argest surplus
will be wi nner of the gane.
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1. MARKETING OF AGRICULTURAL PRODUCE

Al m

To enabl e trai nees to market the produce of an
agricultural co-operative society economcally

and to the sati sfaction of both nenbers and
cust oners.

11.1 what is marketing?

Obj ecti ve:

To enable trai nees to descri be the cruci al
role of marketing in the econony and to ident-
ify the need for effective narketi ng manage

nent in order to satisfy both the producer and
t he consuner.

Possi bl e | ear ni ng net hods:

Trainees will listen to a recorded di scus-
si on between a farner and a consuner, both
di sgruntl ed because they believe the "niddl e-
men" are forcing up final prices and keeping
down producer prices. Di scussion will reveal
t he necessity, and cost, of the intervening
mar keti ng functi ons.

Trai nees will prepare a description of an
i deal marketing system one from a producer's
poi nt of view and another from a consuner's
poi nt of view. They will then conpare the two
descri pti ons and i dentify the function of
nmarketing as a bridge between the two sides.

11.2 The nmarketing m x

Obj ecti ve:

To enable trainees to identify the vari ous
"ingredi ents" of the narketing m x and to ana-
lyse marketing situations in terns of the pre-
sence - or absence - of each "ingredient".

Possi bl e | ear ni ng net hods:

- A nunber of short case studies will illus-
trate situations where the basic physical pro-
duct was right but where certain narketing
functions were | acking or ineffective, thereby
preventing the society fromselling its goods
wi th surplus.
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Trainees will give exanples fromtheir own
experi ences of products which are marketed in
di fferent ways with regard to packagi ng, di s-
tri bution channels, tinme, price, pronotion,
etc.

Trai nees will go through all the functions
of marketing, as identified above, for one se-
| ected product and attenpt to all ocate a cost
to each function. They will then di scuss how
the i nportance and costs of the different
functi ons nay vary dependi ng on product and
ci rcunst ances. Fromthis trainees will deve-
| op the concept of the "marketing m x"

11.3 Marketing research

11.

4

oj ect i ve:

To enabl e trai nees to deci de what narket in-
formati on they need, and how to obtain it ef-
ficiently and econom cally.

Possi bl e | earni ng net hods:

Packagi ng

oj ect i ve:

Trai nees will discuss the distinction be-
t ween "consuners" and "cust oners", examn ne
their rol es in t he mar ket i ng chai n and

identify what a producer nust know about his
custoners in order to sell successfully to or
t hrough t hem

Trai nees will be introduced to appropriate
net hods of obtai ning narketing i nfornati on.
They will analyse a case study on infornation
needs and draw up a feasible |list of research
to be carried out, by whom and at what cost.

To enabl e trai nees to sel ect appropri ate
nmet hods of packagi ng for agricul tural pro-
duct s.

Possi bl e | ear ni ng net hods:

Trainees will conpare the functions of sone
different types of packaging with regard to
their suitability for protection of the goods,
provi di ng i nfornati on, and sal es pronoti on.



11.5 The product

bj ecti ve:

Section 1
Sheet 2

- Trainees will suggest alternative nethods of
packagi ng sone common products and identify
for which type of consuner and outl et each
nmet hod i s appropri ate.

To enable trainees to identify ways of de-
vel opi ng a co-operative society's products in
response to changi ng nmar ket conditi ons.

Possi bl e | ear ni ng net hods:

Trainees will study three cases of marketing
pr obl ens where conmittee nenbers advocate dif-
ferent sol utions such as a change, i nprovenent

or further processing of the crop. Tr ai nees
will discuss (and anal yse) the possible alter-
nati ves.

- In a brain-storm ng exercise trai nees wil |l
suggest what they would do now if they knew,
wi t hout doubt, that the demand for their nmem
bers' present cash crop woul d di sappear within
ten years.

11.6 Distribution outlets

bj ecti ve:

To enabl e trai nees to sel ect appropriate dis-
tribution channels for their nenbers' produce.

Possi bl e | ear ni ng net hods:

- Trainees will prepare a chart illustrating
all possible channels of distributing a typi-
cal local agricultural product, fromthe pro-
ducer to the consuner.

- Trainees will review the functions of all
outlets or "m ddl enen” handling the produce
bet ween the farm and the consuner and identify
the reasons for the | onger and nobre conplicat -
ed distribution channel s.

- Trainees will identify what a marketi ng out -
l et needs to be able to offer good services to

producers and consuners.
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11.7 Physi cal

di st

Trainees will listen to a recorded di al ogue
bet ween a co-operati ve manager and the nanager
of a fruit distribution firmwho wants to be
the sole distributor for the fruit produced in
t he co-operati ve. Trai nees will then anal yse
the offer and determ ne what the co-operative
manager shoul d do. Furthernobre, trainees wll
anal yse their own situations vis-a-vis their
menber s; are they "sole distributors” for
their nenbers and what are the advant ages and
di sadvant ages of wor ki ng through a sol e dis-
tributor?

ri bution

bj ecti ve:

To enabl e trai nees to sel ect appropri ate
nmet hods of transport, and to identify and
quantify the costs and benefits of storage.

Possi bl e | ear ni ng net hods:

Trainees will identify the major factors to
be considered in maki ng storage and transport
deci sions and they will cal cul ate actual costs

and benefits of storage and transport in five
di fferent case studi es.

(See al so under the subjects "Transport man-
agenent” Section 9 and " Storage nanagenent”
Section 10).

11.8 Marketing conmminications

hj ecti ve:

To enable trainees to identify the rol e of
communi cations in marketi ng and to devi se a
sui tabl e pronptional m x for their society's
pr oduct s.

Possi bl e | ear ni ng net hods:

Trainees will identify as many different
fornms of communi cati on or pronoti on as pos-
si bl e which may i nfl uence a consuner's pur-
chase of a particular item

Trai nees will anal yse sanpl es of adverti se-
ments in order to identify their objectives
and the way they attract, inform and notivate

the reader/li stener.
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Trai nees will describe the "conmmuni cati on
m x" actually used by their societies and
identify any possible ways in which the prono-
tion of their products can be i nproved - even
in situati ons where the nmarketi ng appears to
be outside the control of the co-operative so-
ciety

selling

oj ecti ve:

To enable trainees to identify the role of the
sal esman and to sell their society's products

ef fectively.

Possi bl e | ear ni ng net hods:

11.10 Pricing

oj ecti ve:

- Trainees will identify the weaknesses of the
medi a commopnly used for adverti senent of agri-
cul tural products as conpared to the work of a
co-operati ve sal esman.

Trainees will estinmate and conpare the costs
of selling through newspaper adverti senents
and t hrough sal es representati ves.

Trainees will listen to a recorded di al ogue
bet ween a co-operative sal esnan and his cus-
tonmer and will identify the m stakes nade by

t he sal esman.

- Trainees will practise how to respond to
conmon custoner objections presented in a re-
cording of a typical sal es negotiation.

To enable trainees to calculate prices for
their societies' produce in the |light of cost
of producti on, demand and conpetitive behav-
i our.

Possi bl e | ear ni ng net hods:

On the basis of a | ecture, discussion and
cal cul ati on exerci ses, trainees wll exam ne
the rel ati on between fi xed and vari abl e cost s,
selling price per unit, sales and surpl us.
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Trainees wll work through an exercise
analysing the trading results of a particul ar
society: cal culating the break-even point (by
drawi ng a graph) and the effects of certain
vari abl es such as the selling price and the
sal es vol une.

Trainees will play a co-operative society
"pricing gane" which will show how pricing de-
cisions interact and what their effects are on
producers and denand.

11.11 Designing a marketing mx

oj ect i ve: To enable trainees to actually apply the con-
tent of the previous topics to a real market-
ing situation.

Possi bl e | earni ng net hods:

Trai nees will be given a list of research
data related to the case study used in 11.3
above. They will now design a specific mar-
keting nmix and plan on the basis of this in-
formation - including details on packing, re-
tail and society selling prices, specification
of society costs, nenbers' prices, distribu-
ti on channels, transport, pronotion, antici-
pat ed sal es vol ume and surplus and a forecast
of the trading results for the first year.
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12. EXPORT MARKETING

Al m

To enabl e trai nees to market the products of
their co-operatives effectively to foreign
markets in order to increase production and
the i ncone potential of co-operative nenbers.

12.1 Product devel opoent

bj ect i ve:

To enabl e trai nees to explain the "buying be-
havi our" of distributors, processors and con-

suners, and to adapt their products to over -
seas narkets.

Possi bl e | earni ng net hods:

Sinple mni-cases will illustrate the va-
ri ous factors which notivate people in pur-
chasi ng situati ons. Trai nees will evolve a
nodel of buyer behaviour identifying the cri-
tical internal and external factors invol ved.

A group of trainees will be briefed to per-

forma role-play sinulating a neeting of the
managenent group in a nmanufacturing conpany
di scussi ng purchases of raw nmateri al . Trai n-
ees will anal yse the deci si on-naki ng process
and the notives of buying.

- Trainees will identify reasons why it nmay
not be possible to sell their products to
foreign markets w thout adapti ng both the pro-
ducts and the marketi ng net hods. They wil |
then list all possible forns in which the pro-
ducts fromtheir co-operatives could be nar-
ket ed.

- Trainees will be introduced to the inport-
ance of packagi ng and di scuss the inplications
of the "rule of the six Ps": presentation,

preservati on, pronotion, proportion, protec-
tion and portability.

- Trainees will study a "Product adaptation
checklist"™ conprising a nunber of questions
whi ch can be used as a basis for product deve-
| opnent . Sone examples will be shown and di s-
cussed to denonstrate a systemati c approach to
product i nprovenent with regard to quality,

speci ficati on, grading, colour, flavour, va-
riety, size, packagi ng and/or further proces-
si ng.
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12.

Trainees will select one or nore of the
own society's products and, in groups, discuss
and propose how t he product can be i nprove(

appl yi ng the systemati ¢ approach denonstrat
to them

12.2 Marketing channels

bj ect i ve:

To enable trainees to identify - and descri be
the main marketi ng channel s avail able for c
operative products and to sel ect the npst e
fective ones for marketing abroad.

Possi bl e | earni ng net hods:

3 :

oj ect i ve:

Trai nees will be introduced to the vario
types of marketing internediaries in donest
and foreign markets. They will then conpa

t heir advant ages and di sadvant ages.

Trai nees will prepare di agrammes showi ng t
channel s t hrough whi ch the products of the
own societies pass on the way to the ultimte
consuner.

Thr ough di scussion, trainees will identify
the factors to consi der when sel ecti ng expo
di stri buti on channel s.

Trai nees will anal yse a conprehensi ve ca
study about three different channels by whi
a co-operative can market a certain produc
They will conpare the cost and effectivene
of each and choose the nobst appropriate one.

To enable trainees to identify and carry o
the tasks of sales representation and to s
|l ect suitable agents.

Possi bl e | ear ni ng net hods:

Two role-plays will be perforned in front
the class to denonstrate co-operative sal esm
in action, one of them poorly, the other ve

wel | - prepared for his neeting with a cu
t oner . Trainees will then, in groups, deve
a checklist for successful selling and iden

ify the qualities required for sales staff.
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A set of mni-cases will illustrate dif-
ferent ways of selling goods on foreign mar-
kets (direct, through agents, etc.). Trainees
will then discuss - and identify - the advant-

ages and di sadvant ages of each net hod.

Trai nees will analyse a case descri bing the
efforts of a co-operative to find a conmm ssion
agent for its products. They will then com

pare the qualifications of four candi dates and
sel ect the nost suitable one.

Trai nees will exam ne a sanple "sales |et-
ter", identify its shortconmi ngs and then |i st
the important factors to consi der when desi gn-
ing sales letters.

Trainees will edit (or re-wite) a nunber of
rigid and fornmal statenents so that they be-
cone suitable for use in effective busi ness
letters.

- Each trainee will draft a sales letter con-
cerning a selected product. They will then be
gi ven a "checklist for effective sales-letter
witing" and be asked to check their drafts
against it and i nprove their letters before
presenting themto the whole group for com
ment s.

ternms and conditions

oj ecti ve:

To enabl e trai nees to prepare price quotations
and sal es contracts, using appropriate terns,
with regard to delivery and paynent in order
to prevent commercial disputes.

Possi bl e | ear ni ng net hods:

Sone cases and exercises will be used to re-
vi ew trai nees' know edge of cal cul ati ng br eak-
even point.s and selling prices.

Trainees will listen to a recorded di al ogue
bet ween a sal esnan and a buyer who are summi ng
up their negotiati ons and agreenents. Trai nees

will, in  groups, draft a sales contract
accordi ngly. After presentation and criticism
of their drafts, trainees will identify and

list the inportant itens to be included in a
sal es contract.
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- Achart will be used to identify and expl ain
the "critical points" and the risks facing the
sell er and buyer during the delivery process.

Tr ai nees wi |l | be i ntroduced to the naj or
| NCOTERMS and they will determne the distri-
buti on bet ween sell er and buyer of the respon-
sibility for transport costs and danmages under
f.o.b. (free on board) and c.i.f. (cost insur-
ance and freight) terns.

Trainees will, in groups, analyse a series
of mni-cases in order to appreciate the im
plications of different | NCOTERMS.

- Trainees will, through discussion, identify
the specific difficulties related to paynent
arrangenents for export sales, and they wll
be i ntroduced to the main stages of a "docu-
nentary credit transaction" ("letter of cre-
dit").

A "play" will illustrate a docunentary cre-
dit transaction. Sel ected trai nees will act
out the roles of exporter, inporter, their
bankers and shi pper, and they will perform al
t he necessary steps in the whol e process con-
cerni ng paynent. Copi es of the required do-
cunents (prepared in advance) will be given to
all trainees and clarifications requested by
the trainees will be given during and after
t he pl ay.

- Trainees will study sone sanple letters of

inquiries and identify what further infornma-
tion is needed before quotations can be pre-
pared in response to the inquiries.

- Trainees will study sone sanpl es of quota-
tions and deci de which of them provide the po-
tential buyer with all the information requir-

ed to place an order. They will then practise
writing quotations which will be di scussed and
criticised. A "checklist" for preparation of
quotations will be fornmulated as a concl usi on.
- Trainees will analyse a series of mni-cases
illustrating commer ci al di sput es in export
busi ness; they will define the probl ens and

t heir probabl e causes, di scuss the consequen-
ces and suggest possi bl e sol utions.
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To enabl e trai nees to use i nternati onal sea-
and airfreight facilities in an effective way.

Possi bl e | ear ni ng net hods:

Trai nees will be introduced to the proper
procedure for arrangi ng shi pnrent of goods by
sea and air, and to the term nol ogy used in
the "Bill of |lading”, the "Airway bill" and
ot her docunents.

On the basis of sone mni-cases trai nees
wi Il practise calculating freight costs by sea
and air.

Tr ai nees will reviewthe stages of trans-
port from exporter to inporter and i ndentify
t he "critical poi nt s under di f ferent
| NCOTERMS where the ownership and the respons-
ibility for insurance is passing over from ex-
porter to inporter.

Trainees will be introduced to the basic
pri nci ples (and termni nol ogy) of marine insur-
ance, the various types of risks and cover age,
t he common cl auses, procedures for obtaining
i nsurance and cl ai ns.

A case study and a recordi ng of a dial ogue
bet ween a co-operative nmanager and a "freight
forwarder" is used to illustrate the services
offered by forwarder; trainees will discuss
what criteria to use when choosing a freight
f or war der.

12.6 |nternational trade and Governnents

oj ect i ve:

To enabl e trainees to explain the functi oni ng
of trade barriers, and to conmply with custons
tariffs, customduties, rules and regul ati ons.

Possi bl e | ear ni ng net hods:

Trainees wll be introduced to their coun-
try's export pronotion structure and the acti -
vities and services offered by any "trade
pronoti on centre” or simlar office. (A study
visit or the invitation of guest | ecturer nmay
be useful).
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12.7 Irade fairs

oj ecti ve:

Trainees will be introduced to the concept
of "trade barriers". They will identify any
barriers set up by their own country and those
applied in other countries which affect their
export. Through |l ectures they will appreciate
t he purpose of different types of tariff and
non-tariff barriers. Several exanples and a
case study will illustrate how duti es and
|l evi es are cal cul at ed.

To enabl e trai nees to deci de whether their co-
operatives should use trade fairs to pronote
their export trade, and if so, to select the
appropriate fair and participate efficiently.

Possi bl e | earni ng net hods:

Trainees will identify the basic questions
whi ch shoul d be asked in an effort to assess
the useful ness of participation in a trade
fair overseas.

- A case study describing a co-operative nmnana-

ger's experiences during a trade fair will be
used to identify comon problens and the im
portance of careful planning. They will cl as-

sify the problens and work out a "checklist"
for preparations involved in participating in
trade fairs.

12.8 Marketing research and pl anning

oj ect i ve:

To enable trainees to explain the vari ous
types of desk and field research used for col -
l ecting i nfornmati on needed about export mar
kets, and to prepare a conpl ete export narket-
i ng pl an.

Possi bl e | ear ni ng net hods:

- Trainees will recall and list all the ingre-
dients in the "marketing m x". Under each
itemthey will list all the pieces of informa-

tion they consi der necessary for successf ul
over seas nmarketi ng and t hus appreci ate the
pur pose and need for marketing research .
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- A series of mni-cases will be used to il -
lustrate the i nportance of coll ecti ng data
about the nmarket. They will identify what in-

formation is required in each case and suggest
how the i nfornmati on can be obt ai ned.

Trai nees will denonstrate what they have
| earned i n previous sessions by describing (in
detail) the approach and pl anni ng of an over-
seas nmarketing project including the objec-
tives and the activities involved in each

st ep.
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13. SUPPLY MANAGEMENT

A m

To enable trai nees to manage effectively a
co-operative society's farm supply functi ons.

13.1 Ihe functions of a co-operative supply service

Obj ecti ve:

To enable trainees to identify the |basic
needs  of the farmer wth regard to farm
i nputs, to define the role and descri be the
functi ons of a co-operative farm supply
service and to assess the costs and benefits
of the functions.

Possi bl e | ear ni ng net hods:

A nunber of brief case studies will illus-
trate the needs of farnmers and the particul ar
role that can be played by a co-operative in
suppl ying farm i nputs.

Trai nees will describe an ideal supply ser-
vice a) fromthe farner's point of view, and
by fromthe supplier's point of view They
will identify a co-operative nanager's task of
bal anci ng nenbers' need for service with the
need for econony.

A recorded di al ogue between an auditor and
a Cco-operative nanager will be used to denon-
strate costs and benefits of stockhol di ng.

Trainees will |ist the stages through which
a common product (e.g. fertiliser) nust pass
before reaching the farm and attenpt to as-
sess the cost of each stage - the "narketing
costs" will be conpared to the production
costs.

13.2 Production selectiaon

bj ecti ve:

To enable trainees to put together the best
possi bl e stock selection in terns of satisfac-
tion for the nenbers’ needs at the | owest
possi bl e total cost.
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Possi bl e | ear ni ng net hods:

Trainees will, in groups, list all the pos-
si bl e sources of information which nay be used
to find out what farminputs the nenbers need;
t he advant ages and di sadvant ages of each sour -
ce will also be discussed.

Trainees will, in groups, design a plan for
a survey of menbers' needs of farmi nputs.

- Trainees will be introduced to the techni que
of using a sanple of nenbers for a survey.

- On the basis of a case study and a "cat a-
| ogue” of farmi nputs needed by the nenbers,

trainees will select itens to be stocked by
t he co-operative.

13.3 Supplier choice

bj ect i ve:

To enabl e trainees to select the best supplier
for each product needed by their nmenbers, and
to negotiate effectively with the suppliers.

Possi bl e | ear ni ng net hods:

Trai nees will objectively choose the best
supplier in a case study which gives the ne-
cessary data on price, delivery, reliability,

quality and so on.

Trainees will, through an exerci se, assess
t he ci rcunst ances which nmay influence such a
decision in real life, such as political pres-
sure, the offer of gifts, comrittee nenber

connections and so on.

Trai nees will, through rol e-playing, prac-
tise negotiating effectively with suppliers of
farm i nputs.

13.4 Econonic order quantitijes

hj ect i ve:

To enable trainees to identify the costs and
benefits of stockhol ding, and to cal cul ate
opti mum quantities.
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- Trainees will listen to a recorded di scus-
si on between two nanagers with different opi-
ni ons about st ockhol di ng. Trai nees will note

their argunments in favour of high and | ow
stock respectively.

- Exanples of familiar situations at home wll
be used to denonstrate the costs and benefits
of stockhol di ng and the i nportant consi der a-
ti ons before decidi ng what quantity of stocks
to buy.

The costs involved in placing orders and
storing goods will be explained to trainees
t hr ough exanpl es and cal cul ati on exerci ses.

- On the basis of provided background i nfornma-
tion, trainees will practise calcul ating the
nost econom cal neans of ordering quantities
for several different itens.

13.5 Ordering and receiving goods

bj ecti ve:

To enabl e trai nees to design - and put into
practice - suitable systens for ordering, re-

ceiving and authorising paynent for goods
recei ved.

Possi bl e | ear ni ng net hods:

- Trainees will identify the purpose and ob-
jectives of an ordering system

- Trainees will design a sinple but effective
ordering system suitable for a particul ar co-
operative society (which will be presented in

a case study).

A sinple exanple will illustrate the problem
of inspecting the goods delivered. Tr ai nees
will be introduced to techni ques of checking
sampl es of particul ar types of goods, and they
will determ ne which goods may be accepted
wi t hout i nspection, which should be subjected
to full i nspection and  which shoul d be

sanpl ed.
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- Trainees will listen to a recorded di al ogue

whi ch illustrates problens of di shonesty and
fraud in a co-operative supply service. They
will refer to the ordering system they have

desi gned t hensel ves and di scuss what nodifica-
tions should or could be nade if the system
cannot cope with the problens revealed in the
di al ogue.

13.6 Warehouse design and storage

Qoj ecti ve: To enable trainees to arrange for adequate
storage of farm supplies.

Possi bl e | ear ni ng net hods:

Trai nees will exam ne the storage needs of
one particul ar co-operative (presented in a
case study) and cal cul ate the space required
for storage of each type of goods.

Trai nees will prepare a warehouse | ayout
pl an showi ng how t he sane goods will be ar-
ranged in a warehouse of a certain size, and
list the furniture and equi pnrent needed in the
war ehouse.

13.7 Stock control and stock-taking
bj ecti ve: To enable trai nees to devise and put into
practi ce appropri ate systens for controlling

and counti ng stock.

Possi bl e | ear ni ng net hods:

Trainees will assess a nunber of statenents
concerning bin cards. In a subsequent di scus-
sion they will agree on the purpose, design

and use of an effective bin card system

Trai nees will exam ne a case of poor stock
control (including sone bin cards), identify
all errors and opportunities for m stakes in
t he cards and recommend how t he system coul d
be i nproved.

By listening to people involved in a stock-
t aki ng exercise (a tape recording) trainees
will identify typical problens and then pre-
pare a list of rules for stock-taking.
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13.8 Pricing and issue procedures

bj ect i ve:

To enabl e trainees to value their stocks of
farm supplies, to set selling prices and to
operate effective systens for issuing goods.

Possi bl e | ear ni ng net hods:

Trai nees will, through sinple exanpl es, be
i ntroduced to LI FO and FIFO npethods of stock
val uati on.

Thr ough a | ecture di scussi on, and sever al

cal cul ati on exercises, trainees will be intro-
duced to different pricing policies and the
actual technique of setting selling prices on

farm suppl i es.

Trainees will describe compbn errors in the
i ssue procedure results in non-paynent of de-
| i vered goods. They will then suggest the
m ni num procedure to prevent such errors and
they will draft a suitable "fool proof" form
for this purpose.

13.9 Earm supply pronotion

hj ect i ve:

To enable trainees to select and i npl enent the
most appropri ate nethods for pronoting the
sal e of farm i nputs.

Possi bl e | ear ni ng net hods:

Trainees will, on the basis of recorded in-
terviews with farners, identify the nost com
nmon reasons why nenbers mi ght not buy farm
supplies fromtheir co-operative societies.

Trainees will |list as nmany ways as possi bl e
of conmuni cating with nmenbers. They will then
rate each nethod as to i npact, speed, effec-
ti veness, coverage and cost.

Sone di fferent supply tasks will be descri b-
ed to the trainees. They will then work out a
pl an for pronotion including an anal ysis of
present problens, setting objectives for the
pronoti on, choi ce of nethods/ nedia and eval ua-
tion.
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RURAL SAVINGS AND
CREDIT SCHEMES



Section 14

Sheet 1

Al m To enabl e trai nees to devel op - and nmnage - a
nenbers' savings and credit schene effective-
ly.

14.1 The role of savings and credit on the farm

bj ecti ve: To enabl e trainees to explain and justify how
a savings and credit progranmme can i nprove
agri cul tural productivity and the farner's
wel f are, and the role of co-operative so-
cieties in this context.

Possi bl e | ear ni ng net hods:
- Trai nees wll describe an average farm
househol d, i ncl udi ng attitudes and habits,
sources of incone, econom cal situation and
the forns of savings and credit avail abl e to
t hem
- Trainees will exam ne case studies invol ving
small, medium and | arge farnms (i ncluding farm
pl ans), and will assess the likely effect of

i ncreased i nvestnent on the agricul tural and
managenent potential of the farm

Trainees will identify the different ways in
whi ch co-operatives are involved in credit
programes, and di scuss advant ages and di sad-
vant ages of each system

14.2 Existing formal and informal credit facilities

bj ecti ve: To enabl e trainees to assess exi sting sources
of credit and to explain why snall-scale
farmers may prefer the infornal sources to the
insitutional sources of credit.

Possi bl e | ear ni ng net hods:

Trainees will read brief descriptions of
t hree banks, identify their specific features
and then determ ne which of the banks they
woul d recommend as the nost suitable for a
nunber of different agricultural borrowers.
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- Trainees wll exam ne the anopunt of credit

provi ded at present by the so-called "infor-
mal " sect or ( such as noneyl ender s and
traders), and wll, in a group-discussion,

identify the reasons for the farners pre-
ferring these over institutional sources of
credit such as co-operatives and banks.

14.3 ldentifving critical factors of savings schenes

bj ect i ve: To enable trainees to identify the najor fac-
tors involved in designing and operati ng co-
oper ati ve savi ngs schenes.

Possi bl e | ear ni ng net hods:

- Trainees will conpare informal nethods of
savi ng noney with savi ngs accounts in a bank
and rate each nethod with regard to vari ous

functi ons such as security, increase in val ue,
ease of access and operation, status, etc. In
a discussion they will then suggest how di s-
advant ages of formal savi ngs schenes can be
reduced.

- Trainees will describe an ideal co-operative

savi ngs schene froma) the saver's point of
view and b) fromthe co-operative's point of
Vi ew.

- Trainees will identify shortcom ngs of sav-
i ngs schenes with which they are fanmiliar, and
identify other factors which nay prevent far-
ners from openi ng savi ngs accounts.

Trai nees will denonstrate the inportance of
sinplicity in savings procedures by drafting a
si npl e passbook, a page from a savi ngs stanp
book and a | edger page.

- Trainees wll identify the costs and the
benefits to a co-operative society which is
runni ng a savi ngs schene.

14. 4 ldentifving critical factors of credit schenes

Cbj ecti ve: To enable trainees to identify the factors to
be consi dered when designing a credit schene
and to determ ne the objectives of a credit
schene.
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Possi bl e | ear ni ng net hods:
Trainees will be introduced to three types
of credit schenes rangi ng from personal in-
di vi dual | 'y tail ored loans to mass schenes

based on a gi ven package per farm They w ||
then identify the objectives, target group and
operati ng nmet hod for each schene.

Trainees will prepare a list of the deci-
sions which have to be nade on the operati on
net hods of a credit schene, and state all fac-

tors that influence these deci sions.

Trai nees will conpare the perfonance of two
| oan schenes as described in a case study and
evaluate themin terns of their financial and
soci al success.

14.5 Assessing the need for savings and credit facilities

bj ect i ve:

To enable trainees to carry out a survey to
identify the need for co-operative savi ngs and
credit facilities in a particul ar area.

Possi bl e | ear ni ng net hods:

Ohn the basis of the typical "household
profil e" devel oped under 14.1, trainees wl|l
identify the special features of a savings and
credit service which would best suit nenbers
of their co-operatives.

- In groups trainees will prepare a brief pre-
sentation of the main reasons why there may be
a demand for a savings and credit service
anmong | ocal farners.

Trai nees will, through group discussi on,
identify what quantitative infornmation they
woul d need before planni ng any savi ngs and
credit schene and suggest how t hey woul d ob-
tain this information.

Trai nees will prepare a questionnaire which
is suitable for use in a survey in their own
work situtations to obtain the necessary in-
formati on.
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14.6 Designing a savings and credit scheme

bj ecti ve:

To enabl e trainees to design savings and cre-
dit schenmes Wwhich are appropriate for the
needs of nenbers of their societies.

Possi bl e | ear ni ng net hods:

- Trainees will, in a group exercise, analyse
a case study conprising informati on and the
conpl eted questionnaire from 14.5 for a parti -

cul ar co-operati ve. They wi || find t he
answers to a series of questions crucial for
the feasibility of a new savings and credit
schene and they will design nethods of oper-

ati on which are appropriate for the situation
outlined in the case study.

14.7 Assessing loan projects

bj ecti ve:

To enabl e trai nees to eval uate nenbers' appli -
cations for credit, considering both the eco-
nom ¢ and social effects the use of the credit
woul d have.

Possi bl e | ear ni ng net hods:

- Trainees will prepare a checklist of the
personal infornmation they woul d need about a
| oan appli cant.

Trai nees will prepare a statenent on the
financi al position of a | oan applicant. Based
on information contained in his application
they will anal yse his/her financial status and
identify possible securities avail abl e.

- Trainees will exam ne three | oan applica-
tions and specify what further detail ed infor-
mati on about the | oan projects would be needed

in order to evaluate the | oans.

- Tr ai nees wi | be i nt roduced to si npl e
net hods of assessing | oan projects cal cul ate
the financial outlook for three projects pre-
sent ed t hrough case studi es.

- Through case studies, trainees will consider
| oan projects froma w der social and econom c
vi ewpoi nt and identify undesired consequences
whi ch m ght surface even though the projects
appear to be perfectly viable froma financi al
poi nt of view
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Trainees will, through case studies, exanine
and anal yse four | oan applications. They w ||

then play the roles of farners and co-oper-
ati ve managers negotiating for the | oans.

security

bj ecti ve:

To enable trainees to explain - and justify -
to nenbers the concepts of interest and secur-
ity and to determ ne which formof security is
nost suitabl e according to circunstances.

Possi bl e | ear ni ng net hods:

If necessary, trainees will work through a
sel f-teachi ng exerci se on i nterest cal cul a-
tion.

- Trainees will list all possible reasons for
charging interest for the use of noney.

- Trainees will attenpt to estimate the total

costs to the co-operative of typical nenber
loans including interest, reserve for bad
debts and adm ni strati ve costs. They wil |

t hen di scuss the problens involved in reduci ng
any of these costs and/or increasing interest
char ges.

Trainees will play the role of co-operative
staff attenpting to explain the necessity of
i nterest charges to unsophisticated farnmers.

- Trainees will identify as many forns of | oan
security as possible suitable for small far-
mers. They wi Il di scuss advant ages and di sad-

vant ages of each from the bank's point of
Vi ew.

- Trainees will suggest the appropriate secur-
ity for particul ar | oans and borrowers, pre-
sented in a case study, and they wll suggest

how the securities should be used by the
l ender if the borrower goes into arrears or
defaul t.

- Trainees will play the roles of co-operative
officers trying to explain the nmeani ng and ne-
cessity of security and guarantees to an unso-
phi sticated farner.
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- Trainees will, through rol e-playing exer-
ci ses, explore the nature of group pressure
for repaynent.

14.9 Credit in kind

bj ecti ve:

To enabl e trai nees to arrange suitabl e neans
wher eby credit, both paynent and repaynent,
can be in kind rather than in cash.

Possi bl e | ear ni ng net hods:

- Short exanples will illustrate the probl ens
whi ch can arise when credit is nade avail abl e
or is repaid in cash. Trainees will identify
the i nputs necessary in typical short-, ne-
dium and |longterm | oan projects and will se-
| ect those which are suitable for credit in
kind, and will discuss the necessary arrange-

nments for co-ordinating with other institu-
tions.

- Trainees wll describe the ways in which
arrangenents for repaynent in kind can be
evaded by borrowers and will discuss the im

plications in terns of better control and im
proved managenent.

14.10 Credit records

bj ecti ve:

To enabl e trai nees to design and use appropri -
ate docunentation to record nenbers' credit
transacti ons.

Possi bl e | ear ni ng net hods:

- Trainees will work through the credit system
as a whole identifying the paperwork required
at each st age. They will, in groups, design
t he actual docunents to be used and, in a dis-
cussi on, evaluate their success in neeting the
needs that have been identifi ed.

14.11 Arrears and default

oj ecti ve:

To enabl e trai nees to anal yse the causes of
arrears and default, to distinguish between
them and to decide how to deal with indivi-
dual s who are in arrears.
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Possi bl e | ear ni ng net hods:

- Trainees will exam ne a nunmber of brief case
studi es i nvolving arrears and default, and
wi |l deci de whether these are due to unfore-
seen natural causes, inadequate initial eva-
|l uati on, poor supervision or deliberate dis-
honesty on the part of the nenber.

Trai nees will examnm ne descriptions of the
operati on net hods of four different agricul -
tural credit organisations with varying | evels
of default rate and will isolate the reasons
for success and failure.

Thr ough r ol e- pl ayi ng exer ci ses, trai nees
wi Il experience the situation of i ndividual
def aul ters and co-operative officials and w |l
identify ways in which credit schenes and
their operation can be inproved in order to
reduce, as nuch as possible the risk of de-
fault.

14.12 Eunds for on-I|ending

bj ecti ve:

To enable trainees to identify the sources of
funds available to a co-operative soci ety and
to select an appropriate "m x" of sources for
a given credit programme.

Possi bl e | ear ni ng net hods:

Trainees will draw up a |list of a co-oper-
ative society's possi bl e sources of f unds
(i ncludi ng reserves and nenbers' savings), and
will assess their cost, possibility of access
and flexibility.

On the basis of a case study, trainees wll
desi gn the best possible "m x" of funds to
neet a gi ven on-1endi ng need.

- Trainees will, in a group exercise, plan how
they will present a request for funds to a
financial institution which has only limted

resources but receives many sinlar clains.
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14. 13 Cao-ordination between institutions

hj ect i ve:

To enable trainees to co-ordinate credit acti -
vities with other organisations involved in
assisting agriculture.

Possi bl e | ear ni ng net hods:

- A sinulated neeting will give trai nees sone
experi ence of the position of the banks, i nput
suppliers and marketi ng organi sati ons who are
expected to co-ordinate their own programmes
of activities with those of the co-operative
sector and to assist in the paying out and re-
covery of credit in kind. Trainees will pre-
pare appropriate strategies for facilitating
effective co-operati on.

14.14 Praonoting savings and credit schenmes

oj ect i ve:

To enable trainees to identify the vari ous
ways i n which savings and credit schenes can
be brought to the attenti on of those whomthey
are i ntended to benefit and ot hers whose opi -
ni ons may be val uabl e.

Possi bl e | ear ni ng net hods:

- Trainees will discuss and anal yse t he need
for "marketing" of a credit schene in the sane
way as a product is marketed.

- Trainees will identify the various nedi a
which are available to them and will assess
their suitability fromthe point of view of

communi cation with target savers and borrowers
and ot her groups they want to inform of their
savi ngs and credit schenes.
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15. RISK MANAGEMENT

Al m

15.1 The risks

bj ect i ve:

To enable trainees to identify and assess the
risks in an agricultural co-opertive to ident-
i fy ways and neans of reducing or elimnating
such risks and/or to nmake the appropriate
i nsurance arrangenents so as to guarantee the
best possible security for the co-operative
soci ety.

To enable trainees to recogni se the vari ous
types of risks facing an agricultural co-oper-
ative and its nenbers.

Possi bl e | ear ni ng net hods:

Trainees will, in a brainstorm ng exerci se,
list all the possible risks faci ng nenbers of
an agricultural co-operative society and their
property, and the risks to the co-operative
society itself and its staff. Trai nees w ||
then classify the risks according to category
and the nature of the risk (fire, storm
dr ought , fl oods, transport, per sonal ri sks,
credit risks, etc.).

15.2 Risk reduction

hj ecti ve:

To enable trainees to identify ways of avoi d-
ing or reducing risk, and to assess the costs
and benefits involved in risk reduction acti -

vities.

Possi bl e | ear ni ng net hods:

- Trainees will, in groups, study sone cases
descri bing situati ons where a soci ety nanager
is considering whether to reduce risks in a
particul ar way. They will have to identify
what additional infornmation the nanager needs
bef ore spendi ng noney on risk reduction.

Trai nees will be given this informati on and
will then cal cul ate costs and benefits of the
proposed ri sk reducti on and advi se t he manager
what to do.


ana


15.3 What is insurance?
(bj ecti ve: To enable trainees to describe the basic prin-
ciples of insurance, and to identify different
ways of organi sing insurance.

Possi bl e | ear ni ng net hods:

Trainees will be introduced to the concept
of i nsurance. The organi sation of traditional
non- f or mal i nsurance schenes or "self-help
groups” will be conpared with nobdern i nsurance

conpani es.

Trainees will go through a sinml e cal cul a-
tion exercise in order to appreciate the cost
(prem um) of insurance and the basic econom cs
of an i nsurance conpany.

Trainees will identify reasons why both an
i ndi vi dual farner and a co-operative society
need to have i nsurance protection and why

traditional forns of insurance or "self-insur-
ance" are not appropri ate.

Trai nees will be introduced to the nethods
of mutual (co-operative) insurance societies
as conpared to private insurance conpani es and
they will identify the criteria for a well -
managed i nsurance organi sati on

15.4 What can be insured?

Qbj ecti ve: To enable trainees to identify those ri sks
whi ch can (and cannot) be i nsured agai nst.

Possi bl e | ear ni ng net hods:

- Trainees will study a long |list of various
ri sks agai nst which a co-operative society
would |i ke to be i nsured. They will say

whet her it is possible to i nsure agai nst the
descri bed | osses and if not they should state
t he reason. General guidelines as to what can
be insured will be noted down in a concl udi ng
di scussi on .
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Thr ough | ecture and di scussi on, trai nees
will be introduced to the specific probl ens of
agri cul tural i nsur ance from the insurer's
poi nt of view and the role of co-operative so-
cieties in overcom ng these problens. (Repre-
sentatives from i nsurance conpani es shoul d be
invited to |l ecture.)

15.5 Selecting insurance

oj ect i ve: To enabl e trai nees to distingui sh between dif-
ferent ways of obtaining insurance.

Possi bl e | earni ng net hods:

Trainees will identify and study the ques-
ti ons commonly asked by those taking out in-
sur ance. They will al so study insurance ter-

m nol ogy and the systens for buying insurance,
(direct from i nsurance conpani es or through
br okers). They will then conpare the advant -
ages and di sadvant ages of both systens.

Trai nees will study a "Sunmmary of Cover"
from an i nsurance proposal formfor a farners’
i ncl usi ve policy. They will conpare this with
the |ist of risks they prepared in 15.1,

identify the risks not covered by policy and
suggest reasons why they are not covered.

- Trainees will analyse the "Summary of Cover"
and di scuss which of the avail abl e cl asses of

i nsurance a typical farnmer in their region
woul d need. They wi |l then suggest how t he
farner can reduce the premi umto be paid.

15.6 Proposals and policies

oj ect i ve: To enabl e trai nees to conpl ete i nsurance pro-
posal s and to explain the neani ng of their
society's policies.

Possi bl e | earni ng net hods:

- Trainees will exam ne an i nsurance proposa
form schedul e and a proposal form itens wll
be expl ai ned as required, the problens of va-
luation will be di scussed.
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15.7 dainmng

bj ecti ve:

- Trainees will exam ne an i nsurance policy
and conpare it with the proposal form and the
"Summary of Cover". Terns and statenents w ||
be expl ai ned as required.

To enable trainees to identify what they are

and are not - entitled to claimfrom an
i nsurance conpany in the event of loss, and to
make cl ai ns and obtain settl enent as quickly
and equi tabl e as possi bl e.

Possi bl e | ear ni ng net hods:

On the basis of a series of short case
studies illustrating various cl ai msituations,
trainees will performtwo-m nute presentations
argui ng for or against the cl ai ns.

- Trainees will suggest what di shonest peopl e
m ght do to defraud their insurance conpanies
in order to claimnore than they shoul d, and
what the conpani es can do to avoi d bei ng
cheat ed.

- Trainees will exam ne the text concerni ng
"clains conditions" printed on the claimform
They will then discuss itens related to the

probl ens of defraud nenti oned aboved.

- Trainees will be introduced to vari ous ways
in which an i nsurance conpany settl es cl ai ns:
by repl acenent, repairs or in cash

Trainees will be introduced to the system of
"no-cl ai m bonuses™”.

- Trainees will examne a claimform Itens on
the formw Il be discussed - and expl ai ned -
as required.

15.8 Ljvestock insurance

Obj ecti ve:

To enable trainees to identify situations
where livestock insurance is economic, and to
t ake account of the necessary restrictions.
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Possi bl e | ear ni ng net hods:

Trainees will identify as nmany reasons as
they can why it may be particularly difficult
for an i nsurance conpany to offer I|ivestock
i nsurance.

Trainees will, in groups, produce an outline
design for a livestock i nsurance schene. They
shoul d deci de what sort of restrictions and
conditions they will apply in order to over-
cone as nany of the problens as possible al-
ready identified, but still to provide a rea-
sonabl e service to farners.

- Trainees will study a sanple "Death of live-
stock claimfornt. ltens will be discussed

and expl ai ned as necessary.

15.9 Craop insurance

Obj ecti ve:

To enable trainees to identify circunstances
when crop i nsurance is desirable and feasible,
and how to obtain such insurance.

Possi bl e | ear ni ng net hods:

- Trainees will identify argunents in favour
of crop insurance and the reasons why crop in-
surance i s not w dely avail abl e.

- Trainees will, in groups, produce an outline
design for a crop insurance schene to operate
in a selected area in their country. They
wi | | consider the foll owi ng maj or deci si on
areas: participating farnmers' qualifications,
what crops should be covered, what ri sks
shoul d be covered, how the cost of the schene
will be covered in case of an excess of clains
or costs over prem uns, what proportion of the
t ot al val ue of crops will be covered, how

should farners be notivated to reduce cl ai ns
and how cl ai m anbunts shoul d be cal cul at ed?

Trai nees will exam ne terns and conditi ons
for an existing crop insurance policy and com
pare these with their own proposals.
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15.10 Liabiliti

es: vehicle, fire and theft
Qoj ecti ve: To enable trainees to identify the full range
of general business insurance which nmay be ap-
plicable to their co-operatives and to avoid
comon m sunder st andi ngs when taking out - or
nmaki ng a claim- on an insurance policy.
Possi bl e | ear ni ng net hods:

Trai nees will anal yse a series of nicro-
cases about di sputed i nsurance cl ai ns. In
each case they wll decide who is in the
right. In this way trainees will appreciate
the difference between theft, fire and damage
i nsurance and liability insurance. At the
sane tine they will review the general prin-

ciples applicable to all these types of insur-
ance.
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16. WORK PLANNING

A m

16.1 My plan?

hj ecti ve:

To enabl e trai nees to prepare short- and | ong-
term pl ans for the operati on of an agricul -

tural co-operative society and to plan their
own and their staff's activities.

To enable trai nees to recogni se the need for
pl anning as well as its requirenents and lim -
tations.

Possi bl e | ear ni ng net hods:

Trai nees will exam ne a series of brief des-
criptions of problens which have arisen in
agricul tural co-operatives. They will ident-
ify the hunman, physical or financial resources
t hat wer e | acki ng. This will enpahsi se and
under score that problens have ari sen because
managenent had not planned to have the neces-
sary resources available at the right tine.
They will suggest what ni ght have been done,
and will evolve a sinple franework for the
pl anni ng process.

16.2 Ains and objectives:

oj ect i ve:

To enable trai nees to recognise the critical
i nportance of specific neasurabl e objectives,
to set such objectives, and to identify the
i rportant rel ati onshi p between pl anni ng, ains
and obj ecti ves.

Possi bl e | ear ni ng net hods:

Trai nees will suggest objectives presently
used (or assuned) by their own societies, and
will analyse these in terns of how easy it
woul d be for anyone to plan to achi eve them or
to know whet her or not they had been achi ev-

ed. They will nodify these object"ives so that
t he obj ecti ves can be acted on and results
measur ed. They will practice devel opi ng ob-

jectives by reference to a case study of a so-
ciety which presently has none.
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16.3 Activities and resources

oj ect i ve:

To enable trainees to i nplenent the first
basi c steps in the planni ng process by ident-
ifying the activities necessary to achi eve ob
jectives and assess the resources required to
meet them

Possi bl e | ear ni ng net hods:

- In groups trainees will specify what activi-
ties are required to achi eve the objectives
t hey proposed in the previous exercise. For
each activity they will list the resources
needed and they will suggest what approach a
manager should take to solve problens or
resource "deficits" or "inbal ance".

16.4 staff workl oad scheduling

hj ecti ves:

To enabl e trai nees to anal yse the annual work-
| oad of their societies and to design an ef-
fective work plan accordingly.

Possi bl e | ear ni ng net hods:

Tr ai nees wi || exani ne t he annual wor k
schedul e for sone of their staff. They w il
identify those tasks which can - and cannot -

be varied in their timng.

Trai nees will work through an exerci se on
wor kil oad pl anni ng for co-operative of fice
staff. They will then design nonthly program

nes which ninimse periods of excessive or in-
adequat e wor kl oad.

16.5 Tini . | L hedul i

bj ecti ves:

To enable trainees to determ ne the tinm ng and

sequence of activities required for t he
achi evenent of obj ecti ves and to pr epare
"activity charts”" in order to facilitate the

i npl enent ati on of conplicated operations.
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Possi bl e | ear ni ng net hods:
- Trainees will identify the preparatory acti -
vities necessary for running a society's an-
nual general neeting. They will determ ne the
sequence in which the activities nmust be com
pl eted, and will prepare a sinple bar-chart

showi ng the sequence (and tin ng) of each
i ndi vidual activity |leading to the successf ul
conpl etion of the task as a whol e.

- Trainees will prepare a sinmlar chart for a
nore conplicated operation, such as the prepa-
ration for the collection of nmenbers' crops in
a co-operative society.

16.6 Network planning techniques

oj ect i ve:

To enabl e trai nees to draw a network plan and

to use the critical path nethod in the plan-
ni ng of typical society operations and speci al

proj ect s.

Possi bl e | ear ni ng net hods:

- Trainees will be guided through the planning
process for a sinple building activity, and
will devel op for thensel ves a network which

hi ghli ghts those activities whose tinmng is
not vital and which all ows the nmanager to
determine the tine required for the conpl ete
t ask.

- On the basis of the activity chart for the
crop collection prepared in 16.5 trai nees will
apply the "critical path techni que” to find
out which activities are critical with regard
to timng, and how | ong the whole task w |l
t ake.

Trainees will apply the conplete "critical
path techni que" to a slightly nore conpl ex
task, described in a case study.

16.7 Planning your own {ime

Obj ecti ve:

To enabl e trai nees to examnm ne systematically
the things they have to do, to deci de which
shoul d be given priority in particular cir
cunstances and to plan their own daily work-
| oad.
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Possi bl e | ear ni ng net hods:

- In a discussion, trainees will analyse their
own behavi our when there isn't enough tine
and events are in control of themrather than
the reverse. They will also identify the
causes of such pl anni ng probl ens.

- Trainees will recall the | ong-term objec-
tives for their own societies (identified in
16.2) and rank themin order of priority.
They will assess whet her they devote enough
time for the achi evenent of the | ong-term ob-
jectives or spend their tine on other tasks.

- Trainees will do an exercise on short-term
pl anni ng, ranking a nunber of tasks in order

of priority.

- Trainees will, in teans, draw up a diary for
one week's activities and wll then work
t hrough a simul ati on of the week i n which
vari ous unexpected probl ens occur. The team

whi ch schedules its workload so that it com
pl etes the hi ghest proportion of the nbst im
portant jobs will be the "w nner".

16.8 Overconming barriers

bj ect i ve:

To enable trainees to identify - and plan - to
overcone personal and institutional barriers
whi ch m ght hi nder the achi evenent of their
soci eti es' objectives.

Possi bl e | ear ni ng net hods:

- In groups trainees will exam ne a case study
describing a situation where a society is in
danger of |l osing sone of its business, or even
bei ng eli m nated al t ogether, through politi-
cally notivated acti ons. They will identify
the interests invol ved and design a plan that
simul taneously satisfies the needs of the
vari ous groups involved and ensures the con-
ti nued exi stence - and prosperity - of the so-
ciety.



Section 16
Sheet

w

16.9 Planning and careers

oj ecti ve:

To enabl e trai nees to take an objective vi ew
of their own position (and anbitions) and to
apply sinple planning techniques to their own
car eers.

Possi bl e | ear ni ng net hods:

Trainees will be introduced to the idea of
appl yi ng a pl anni ng techni que to their own
careers. They will be encouraged to define

[ for thensel ves) their own objectives and to
identify their "resources" (their strengths
and weaknesses). They will then di scuss how a
person can plan his career to take advant age
of his strengths and minimse the effects of

weaknesses. They will al so assess whet her
their own strengths and weaknesses are con-
sistent with their anbitions: they will be

encouraged to outline a detail ed year-by-year
plan to reach the ultimate | ong-term obj ec-
tive, stating individual anual goals, and par-
ticular steps and sub-goal s necessary.


ana


MANAGEMENT OF
CONSUMER CO-OPERATIVES



Section 17
Sheet 1

17. MANAGEMENT OF CONSUMER
CO-OPERATIVES

A m

To enable trai nees to plan and manage the
basi c operati ons of a co-operative retail
shop.

17.1 Wiy a consuner co-operative?

bj ect i ve:

To enabl e trai nees to recogni se the benefits
menbers of a consuner co-operative expect from
their shop and to fornmulate a list of reason-
abl e goals for that co-operative.

Possi bl e | ear ni ng net hods:

Trainees will identify what they, as custo-
mers, expect froma good retail shop.

Trainees will anal yse three mni-cases about
pl ans to start new co-operative shops. In
each case they will identify the actual reason

to set up a new shop.

Trai nees wll describe why their own con-
suner co-operatives were originally started
and assess whether their nenbers' expectations
have been sati sfi ed.

17.2 Basic econonmics of a consumer co-operative

bj ect i ve:

To enabl e trainees to explain the basic econo-
m cs of a consuner co-operative, the need and
use of working capital and gross and net sur-
pl us.

Possi bl e | ear ni ng net hods:

Through a |l ecture, with discussion and sone
si npl e cal cul ati on exerci ses, trai nees wl |
refresh their know edge of basic concepts such
as working capital, costs margi n, gross sur-
plus and the rate of stock turn, and the re-
| ati onshi p between t hese.

Sone mni-cases will be used to illustrate
how gross surplus is influenced by vari ous
factors.
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- Wrking in small groups trainees will esti-
mate all the costs of running a certain retail
shop. They will denonstrate how t hey cal cu-
|l ate the net surplus for one nonth and t hen
di scuss vari ous ways of increasing the net
sur pl us. The feasibility of their suggestions
will be assessed by the whol e cl ass.

Trainees will, through di scussion, identify
t he reasons why a co-operative, which is not
supposed to "nmake a profit", still needs a net
surplus (net profit). The need to increase
the working capital due to inflation is illus-
trated through sone cal cul ati on exerci ses.

17.3 Stock managenent

bj ecti ve:

To enable trainees to select and maintain a
sui tabl e assortnent of goods.

Possi bl e | ear ni ng net hods:

- Trainees will study a list of sone 15 to 20
di fferent categories of goods suggested for a
new shop. For every category sone conmments
about the present supply - and - denand situa-
tion (and other relevant facts) will be pro-
vi ded. Trai nees will select fromthe |i st

t hose four kinds of goods they suggest shoul d
be stocked by the new shop fromthe openi ng
day, and anot her four kinds to be stocked when
it is certain that the shop has the necessary
resour ces. Havi ng presented their sugges
tions, trainees will explain their nethod of
sel ecti ng the proper stock range.

Trai nees will suggest which criteria to use
when deci di ng whet her an article should be in-

cluded in the stock range or not.

Trainees will, on the basis of a nini-case,
identify all possible sources of information
whi ch i ght be useful in selecting a basic as-
sortnent of goods. They will also |list the

advant ages and di sadvant ages of each.
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Trainees will work through an exerci se which
illustrates the inportance of purchasi ng goods
in econonmc quantities. In this way they
wi |l discover the rel ati onshi p between avail -
abl e capital, purchase intervals, assortnent
of goods, sal es and gross surpl us.

Trai nees will anal yse a case study about
"slow noving" itens in a shop, they wll
identify the reasons and suggest how t he as-
sortnent shoul d be adj ust ed.

vi ces

oj ect i ve:

Possi bl e

| ear

To enabl e trainees to offer services and apply
sal esnmanshi p appropriate to a consuner co-
operati ve.

ni ng net hods:

A sinple cal cul ati on exanple will show how
net surplus varies with sal es. Thr ough di s-
cussion trainees will appreciate the need of

any shop to achieve a certain | evel of sales
sufficient to cover operating costs and avoid
| oss.

Trai nees will suggest all the possible ways
of increasing sales in a retail shop and give
some practical exanples to illustrate what
t hey nean. Trai nees will then di scuss which
of the proposed nethods could be used in a co-
operati ve shop to serve the nenbers better.
The di scussions should |lead to a definition of
"co-operative sal esnanshi p".

- Trainees will listen to recorded di al ogue
bet ween a sal esnman and a custoner. They w ||
identify the reasons for the custoner to pa-
tronise this shop and for the sal esnan to of -
fer good servi ce. They will then di scuss
whet her the sal esman' s behavi our woul d be ap-
propriate in a co-operative shop and agree on
a "policy for co-operative service".

- To provide ideas for discussion of the con-
cept of service a nunber of role-plays will be
perfornmed in front of the class which ill us-
trate different types of custoner behavi our as
wel |l as sal esmanshi p. After each play, train-
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ees will coment on the sal esnman's way of
serving the custoner.

- Trainees will listen to a di al ogue between a
sal esman and a custoner and identify the rea-
sons why this sal esman was not very well-suit-
ed for his job. Another dialogue will illus-
trate the performance of a nobre professional
sal esman in the sane situation. Trainees wll
coment on his efforts to satisfy the needs of
t he custoner.

Trainees will, in groups, identify and |i st
the qualities - and qualifications - of a good
sal esperson

Trai nees will suggest vari ous ways t hrough
whi ch sal espeopl e can i nprove their "product
know edge”.

17.5 Handling of goods

hj ect i ve:

To enabl e trai nees to handl e and di spl ay the
goods properly, and to instruct the staff to
do the sane.

Possi bl e | ear ni ng net hods:

Trainees wll, t hr ough denonstrati on and
di scussion, learn the basic rules for display-
ing goods. The rules wll be grouped and

listed in categori es under the headi ngs: How
to nake the display 1) attractive, 2) practi-

cal , and 3) safe. (Preferably the rules
shoul d be denonstrated during a study visit in
a shop. Al ternatively a series of pictures/

slides could be used.)

Trai nees, working in groups, will be given
the plan of a selfservice shop on which they
will indicate where they would place different
groups of goods. They will present their sug-
gestions and their argunents, and the other
groups wll conmment.

Trai nees will be shown the proper, systema-
tic procedure of instructing a new shop at-
tendant to performa comon task in the shop,
such as pri ce- mar ki ng. Each step in the pro-
cedure will be expl ained and trai nees w ||
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then practise giving instructions on sone of
the foll owi ng tasks: wei ghing and pre-packi ng,
pri ce-mar ki ng, naintaining the display, stor-
age, arrangi ng a speci al display, ordering,
dai ly cl eani ng and defrosting the freezer.
For each of the above tasks a list of "points
to renenber” will be provided for trainees to
hel p them performthe instructi on properly.
| These exercises should be perfornmed in a
shop, during a study visit, before or after
openi ng hours.)

To enabl e trai nees to decide on a pricing po-
licy, to determ ne the required margin and to
cal cul ate the selling prices.

Possi bl e | ear ni ng net hods:

Trainees will analyse a case study present-
ing three different pricing policies which
have been suggested for a new co-operative
shop. Trai nees wll di scuss  what shoul d
happen i f each of the suggested policies were
i npl enent ed: Wbul d the new shop be able to

serve its nenbers well, would it be able to
devel op, how would the conpetitors react?
Trai nees will decide which pricing policy to

reconmend.

- Trainees will state the cost prices and sel -
ling prices of a nunber of commobn itens sold
in their shops. They will then cal cul ate the

margi ns and then identify the reasons why the
margin is not the sane for all goods.

- Trainees will calcul ate the average margi n
required in their own shops to cover the oper-

ati ng expenses and give a reasonabl e net sur-

pl us. They will be introduced to the concept
of "Il eakage", an exanple will show that the
actual margin will be |l ess than the pl anned,

due to "I eakage".

Trai nees will discuss how t hey can ensure
that their selling prices, which deviate from
the average margin, will achieve the total
mar gi n required. They will al so be introduced

to a nethod of checking the margi n achi eved
over a period of tine.
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Trainees will identify possible renedial ac-

tions when they find that their margin is | ess
t han pl anned.

Trai nees will work through an exerci se on
the effect of price reductions. They wi ||
t hen cal cul ate how nuch sales will have to in-
crease when selling prices are reduced in or-

der to naintain the sane gross surpl us.

Trainees will be introduced to the concept
of "mark-up" and the differences and rel ati ons
bet ween mar k- up and nar gi n. They will be

gui ded t hrough a series of exanples and exer -
cises to learn two net hods of cal cul ati ng sel -
ling prices: using a "mark-up multiplier” and
usi ng a fornul a.

17.7 Stock control

bj ecti ve:

Possi bl e

| ear

To enable trainees to design and naintain a

proper system for stock control, mninimsing
| eakage.
ni ng net hods:

Trainees will review the definition (and the
effects) of "l eakage"” and will appreciate the
necessity of preventi ng or reduci ng | eakage.
Trai nees Wl then identify all possi bl e
causes of | eakage and, in groups, suggest how

each type of | eakage can be prevented.

- Trainees will be introduced to the nethod of
cal cul ati ng the anount of | eakage in a shop,

and then di scuss what | evel of | eakage is
acceptable in various types of shops.

Trai nees will analyse a case study detail -
ing three shop managers with different results
regardi ng sales, net surplus and | eakage
| evel . They will evaluate the achi evenents of

t he nmanagers and, in particul ar, deterni ne how
| eakage has affected their results.

A set of mini-cases will denonstrate con-
sequences of poor systens for the control of
goods delivered to the shop. Trai nees will

t hen suggest how t he descri bed problens could
have been avoi ded.
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- In groups trainees will prepare a check-1i st
for the person responsi ble for delivery con-
trol. A consolidated list drawn up fromthe
lists submitted will be given to all trainees.

Trai nees will define the purpose of stock-
t aki ngs and determ ne how often it should be
done. They will anal yse a case descri bi ng
stock-taking, identify the m stakes nade and
suggest i nprovenents in the work procedure.

Trainees will, in groups, prepare a check-
list for effective stock-taking. A consoli -
dated list will be given to all trainees.

Trai nees will be introduced to a "unit"”
stock control system maki ng use of bin-cards.
They will then di scuss the useful ness (and the
probl ens) involved in maintai ni ng such a sys-
tem

Trai nees will be introduced to a "val ue”
stock control system through a sinple exer-
Ci se. They will then assess the useful ness of
this nmethod, particularly for the purpose of
| eakage contr ol

Trai nees will work through an exercise, pre-
paring a stock control register for one nonth
and cal cul ati ng the | eakage.

To enabl e trainees to design and mai ntain a
proper system for cash control.

Possi bl e | ear ni ng net hods:

Trainees will study a case about noney ni s-
sing froma shop. They will then attenpt to
find out how (and when) it happened and who
was responsi ble for the |l oss. They will sug-
gest precauti ons necessary to avoid such inci-
dents and explain why both the "co-operative
society and its staff will benefit froma good
cash control system
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The probl ens which can occur in connection

with chargi ng and recei vi ng paynent will be
denonstrated t hrough rol e-pl ayi ng. The causes
of the problens will be identified and a li st
of "points to renenber” will be prepared.

Thr ough denonstrati ons trainees will ap-

preci ate the i nportance of working very netho-
dically and foll owi ng the sane pattern, even
if there are di sturbances, when registering
pri ces, addi ng up, receiving paynents and gi v-
i ng change.

Through rol e-playing trainees will practise
saf e ways of receiving paynents and gi Vvi ng
change.

Trai nees will study descriptions of three
met hods  of recordi ng sales: using a cash
regi ster, using handwitten cash recei pts and
using a cash sales-list. They will t hen
identify the purpose of recording every sale.

Trainees will practise the proper procedure
for accounting for cash-sal es. On the basis
of a mni-case they will fill in a "Daily cash
sal es report” and check if sales agree with
cash. Any differences will be investi gated.
Trainees will identify the common reasons for

cash shortages and overs and agree on acti on
to take when this happens.

17.9 Results and reports

oj ect i ve: To enable trainees to prepare budgets and
tradi ng reports and to make regul ar checks to
see that expected results are achi eved.

Possi bl e | earni ng net hods:

Trainees will recall the custoner expecta-
tions identified in 17.1 and di scuss how to
eval uat e whet her a shop nanager has been abl e
to fulfil those expectations. They will then
suggest which i ndicators should be used as
evi dence of successful operations.

Trai nees will, under gui dance, anal yse the
annual reports of sone co-operatives, identify
their strengths and weaknesses and attenpt to
eval uate their present performances and future
pr ospects.
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- Trainees will identify which key figures
shoul d be nonitored continuously (and not only
checked in the annual reports) in order to
ensure troubl e-free operations (sal es, nargin,

| eakage, cash shortages, rate of stock turn,

operati ng costs, wages). They will then re-
vi ew how t hese factors can be nonitored and
measur ed.

- Trainees will analyse the key figures for a
consuner co-operative for one particul ar nonth
and assess the performance of the society and
advi se the manager accordi ngly.

- Trainees will be introduced to the purpose
[ and useful ness) of budgets.

On the basis of detailed informati on provid-
ed to the trainees about past and present re-
sults of one co-operative they wll, under
gui dance, apply the proper techni que for esti-
mati ng the sal es, gross surplus, operating
costs and the net surplus for the com ng year
and prepare a budget.

Trainees will be introduced to the use of
nonthly trading reports for nonitoring pur-
poses. They will then prepare such reports on
t he basi s of i nformati on provi ded, t hen

conpare wth budgets prepared earlier and
anal yse the differences.

17.10 Responsibilities

oj ecti ve:

To enable trainees to identify the duties and
responsibilities of conmmittee nenbers and ma-
nagers in a co-operative society.

Possi bl e | ear ni ng net hods:

Trainees will report how responsibilities
are divided between committee and nmanager in
their own co-opertives, rel ate experi ences of
any problens they have encountered in this
context and then di scuss the i nportance of
clearly defined responsibilities for everyone
i nvol ved i n managenent.

- Trainees will work through a list of the
main duties in a consuner co-operative and de-
ci de what should be done by the commttee and
what shoul d be done by the nmanager.
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CREDIT UNION ORGANISATION
AND MANAGEMENT
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18. CREDIT UNION ORGANISATION
AND MANAGEMENT

18.

1

To enabl e trai nees to organi se and nanage cre-
dit unions.

The nature and the role of credit unions

bj ecti ve:

To enabl e trai nees to descri be the particul ar
characteristics and operating principles of
credit unions.

Possi bl e | ear ni ng net hods:

- Through group discussion trainees will agree
on the ains of a credit union and how it is
di sti ngui shed from other financial institu-
tions. Additionally they will define what is
neant by a credit union's "comobn bond".

- Through |l ecture and reading trainees will be
i ntroduced to the origins (and history) of
credit unions, internationally as well as on
t he national | evel. They will sum up sone of
t he probl ens encountered by the early credit
uni ons and the way they solved them

Trainees will study the nine "credit union
operating principles"” in detail. They wil |
then identify the i nportance of each prin
ci ple, denponstrate how it is applied at the
credit union | evel and suggest what coul d be
done to i mprove t he application of t he
princi pl e.

18.2 The organisational structure

bj ecti ve:

To enabl e trai nees to descri be and eval uat e
t he or gani sati onal structure of a credit
uni on.

Possi bl e | ear ni ng net hods:

Trai nees will descri be and prepare di agrans
showi ng t he organi sation of their own credit
uni on. They will then conpare these with a

nodel chart and identify (and expl ai n) any
di f ferences. Trainees will explain the con-
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cept of "del egation” and identify the duties
of commttees, officers and enpl oyees, and the
deci si ons taken by the nenbers at gener al
meet i ngs.

Trainees will study three m ni-cases about
credit unions facing different types of pro-
bl ens. Trainees will then di scuss the possi-
bilities of ' co-operation and suggest how
t oget her the credit uni ons could overcone
t heir probl ens.

Trainees will study a handout "Overvi ew of
the credit union network", a chart of the "In-
ternati onal credit union systent and a des-
cription of the national credit union sys-
tem They will be introduced to the structure
of chapters, | eagues, associ ati ons and The

Wrld Council of Credit Uni ons (WOCCU).

Trai nees will be introduced to the credit
uni on network in their own country and ident-
ify the activities and services provi ded by
organi sati ons on different | evels.

18.3 Eorning a credit union

hj ecti ve:

To enabl e trainees to determ ne the potenti al
for a credit union in a given area, to organ-
ise the work of a pronoption committee in order
to carry out the formal procedures and all the
steps involved in the preparations for regis-
tration of a new credit union.

Possi bl e | ear ni ng net hods:

On the basis of a case study trainees wl |l

identify what information is needed before a
credit union is fornmed and suggest how the in-

formati on can be col | ect ed.

- Trainees will study a form which can be used
to prepare a "nenbership profile” of a credit
uni on. They will then di scuss the useful ness

of all the information contained in the form
and what sources to use to obtain that infor-
mat i on.

- Trainees will be introduced to the role of a
"pronotion comrittee” and they will propose a
sui t abl e agenda for the first neeting of po-
tenti al nenbers.
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- Trainees will be introduced to the rol e of
volunteers in credit uni on managenent. They
will study a list of board nenbers' duties and

di scuss the ideal qualities to | ook for when
el ecting a board of directors.

- Trainees will sinulate the election of board
menbers anong t hensel ves. The "el ected nmem
bers" will be asked to give short speeches ex-
pl ai ni ng what they will try to achi eve as
| eaders of the Credit Union. The speeches
will illustrate that board nenbers can be of
two types: one nore dedicated to nenbers’
i nterests and the other nore dedicated to the
fi nanci al wel | -being of the ©credit uni on.
Trainees will then di scuss the dangers of the
two extrenes.

Trainees will identify the reasons why a
credit union nust have sone type of | egal
character before it starts to function and
they will be introduced to the |ocal registra-
tion requirenents for new credit unions.

Through |l ecture wi th di scussion, trainees
will cone to | earn and appreci ate the i npor-
tance of careful preparations for the first
general neeti ng. They will prepare a check-
list for this purpose as well as a nodel
agenda.

18. 4 Menmher services

bj ecti ve: To enabl e trai nees to organi se and nanage ef -
fecti ve nenber services in the fields of sav-
ings, credit, financial councelling and i nsur-
ance.

Possi bl e | ear ni ng net hods:

- Three mni-cases will provide the background
for di scussions on the inportance of savi ngs
and the aspects that would make a credit union
a good pl ace to save.

Trainees will, in groups, identify the re-
sponsibilities of the credit union with regard
to savings and list all the managenent tasks

in this context.
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- Trainees will identify different ways of
pronoti ng deposits from nenbers on a system
ati c basi s.

- The procedures applied for receiving and

keepi ng records of nmenbers' deposits will be
denonstrated t hrough rol e-pl ays and practi cal
exer ci ses. Trainees will identify the inpor-

t ant details in the procedures which help
create confidence in the credit union.

- Trainees will be introduced to the duties of
the credit committee. Through di scussi on they
will identify the dual nature of the commt-
tee's responsibilities and its responsi bil -
ities to the credit union as well as to the
menbers.

- Trainees wll identify all the factors a
credit committee should consider in issuing a
| oan.

Tr ai nees, working in groups, will enact the
conpl ete | oan application procedure - fromthe
witing of the application through the fi nal
step of filling out the prom ssary note
After presentations and di scussions with the
whol e class they will prepare a checklist for
the | oan application procedure.

- Trainees will study a sanple "credit conmttee
report” identifing its purpose and use.

Trainees will identify the special conside-
rati ons necessary for assessnent of applica-
tions for "productive | oans", and the docu-
nments and records the credit conmmittee should
request fromthe applicant.

- Trainees will be introduced to sone finan-
ci al ratios which are wuseful in financial
councel li ng and assessnent of | oan applica-
ti ons. On the basis of mini-cases they w il
cal cul ate debt ratio, |everage, solvency, etc.

- A case study will illustrate the need and
use of insurance in connection with | oans.
Trainees will go through a list of insurance
terns which will be explai ned and di scussed as
required and they will be introduced to the
pri nci pl es of cal cul ating prem uns through a
si npl e exerci se.
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18.5 Einancial managenent

bj ecti ve:

To enable trainees to utilise the basic finan-
ci al managenent tools of a credit union.

Possi bl e | ear ni ng net hods:

Trainees will, through | ecture and di scus-
sion, review the basic principles of double
entry book-keepi ng and work t hrough sinple
exerci ses to denonstrate their understandi ng.

Trai nees will be introduced to the budget as
a tool for credit union nmanagenent. They wi |
al so study a "trend sheet" and discuss its
usef ul ness.

- Trainees will be introduced to basic finan-
cial investnent strategies for credit unions
and, in groups, discuss and prepare sunmari es
of the concepts of "reserves", "spread" in re-
gard to credit uni on managenent and "Il i qui d-
ity".

- Trainees will be introduced to the nat hema-

tical calculation of certain ratios which can
be used to eval uate the perfornmance of a cre-
dit union. They will recogni se the useful ness
of conparing ratios from previ ous years to
di scover trends, and to conpare with ratios in
other sinmilar financial institutions to ident-
ify strengths and weaknesses of their own cre-
dit union.

18.6 Ceneral nmmnagenent

oj ecti ve:

To enabl e trai nees to organi se effective team
wor k between board and managenent, to organi se
staff recruitnment, to prepare objectives and
activity plans for the operations of the Cre-
dit Union and to nonitor the inplenentation of
all plans.,

Possi bl e | ear ni ng net hods:

- Trainees will review the |ist of duties of
the board of directors, used in 18.3, and
cite exanmpl es of "policy-nmaking"” included on
the list. They will di scuss and identify

general guidelines for policy-nakers and com
pl ete an exercise on fornul ati ng poli cies.
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- Trainees will review the list of duties of
the board of directors,used in 18.3, and in
particular cite exanples of "policy-nmking"

i ncluded on the |ist. They will discuss and
identify general guidelines for policy-nmkers
and conpl ete an exercise on fornmul ati ng poli -

ci es.

- Through |l ecture and di scussion trainees wll
identify the main areas of responsibility for
t he board of directors and for the nmnagers.
They will then, in groups, work through an
exerci se on "who nakes decisions in a credit
uni on?"

Trainees will study a nodel job description
for the post of | oan manager in a credit union
as well as review a checklist for preparations
of job descriptions and suggest how t hey can

be used for i nproved nanagenent. Each trai -
nee, in consultation wth fell owtrainees,
will prepare a job description of his own job.

Trainees wll, through rol e-playing, prac-

tise interview ng candi dates for a vacant post
in a credit union.

- Trainees will be introduced to a systenmatic
pl anni ng t echni que. They will identify all
the steps involved in the planning and i mpl e-
nmentati on of an activity.

- Trainees will be introduced to the proper
way of pr epari ng obj ecti ves for a credit
uni on. They will then study a paper on

"Quidelines for witing objectives” and prac-
tise witing objectives on the basis of a
m ni - case.

- On the basis of a case study trainees w il
practise identifying the activities which are

necessary to achi eve a gi ven objective.

- Trainees will analyse an action plan and
di scuss what could go wong in the plan, they
wi |l suggest what could be done to elinnate -

or reduce - the risk of failure, and generally
descri be the role of the board or the nanage-
nent in nonitoring the activities.
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18.7 Education and pronntion

bj ecti ve: To enabl e trai nees to conduct credit union
educati on and training needs anal yses and
devel op the resultant training designs, and to develop and inmplenent activities required to

pronote and i ncrease credit uni on nenbership.
Possi bl e | ear ni ng net hods:

- Through |l ecture and di scussion trainees wll
be i ntroduced to the work of an educati on com
mttee in a credit union. They will then
identify the target groups for its work and
list the reasons for nenber i nformation and
educati on.

Trai nees will be introduced to nethods for
anal ysi s of educati onal needs. A questi on-
naire for this purpose will be discussed and

i nproved by the trainees.

Trai nees will suggest how to reach externa
groups such as potential nenbers and "i nfl uen-
tial persons" who need i nfornmati on about cre-
dit union activities.

On the basis of a case study, trainees wll
draft an informati on and educati on programe
for one year for a credit union, suggesting
what activities to i npl enent, how these acti -

vities will be organi sed and the approxi mate
cost of the whol e programme. The proposed
programme will be presented to the board of
directors in a rol e-pl ay. Sone trainees wll

play the —role of directors who doubt the
effecti veness of the proposed activities.

- Trainees will apply the planni ng techni que
learned in 18.6 on a progranme to recruit new
nenbers for the credit union. They will work

systenatically to determ ne target gr oups
obj ecti ves, strategy, action plan and net hods
for eval uation.

- Trainees will give examples of all the dif-
ferent canpai gn net hods t hey have used (or
heard about) in order to attract savi ngs. A
br ai nst or mi ng exercise wll pr oduce ot her

net hods to add to the |ist.
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- Trainees will identify +the vari ous net hods
of communi cating with nmenbers which are avail -
able to their credit unions. They will rank
the media in order of effectiveness and costs.

18.8 Control and audit

Obj ecti ve:

To enabl e trai nees to describe the role and
responsibility of a credit union's supervisory
comrittee and to explain the basic procedures
of auditing a credit union.

Possi bl e | ear ni ng net hods:

- Trainees will be introduced to the concepts
of external and internal auditing. A "super-
visory conmttee checklist”™ will be used as a
basis for a presentati on of the tasks of an
audi tor. These wi ll be expl ai ned, di scussed
and illustrated through a variety of practical
exanpl es, e.g. copies of forns, records and
accounts.
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19. BOOK-KEEPING AND ACCOUNTING

A m

19.1 The need for

To enable trainees to wite up books of ac-
counts, extract a trial bal ance sheet and di s-
cover for thenselves the need for and basi s of
a statenent of condition and a statenent of
operations for a co-operative society.

and basis of accounts

bj ecti ve:

To enabl e trai nees to di scover for thensel ves
the need for and basis of a statenent of con-
dition and a statenent of operations for a
co-operati ve enterpri se.

Possi bl e | ear ni ng net hods:

19.2 TIhe need for

- A case study giving informati on on a co-op-

erative wll assi st trai nees in evol ving,
under gui dance, the basic concept of the uses
and sources of funds, incone, expenditure and
sur pl us.

daily caontrals

bj ecti ve:

Possi bl e | ear

19.3 TIhe accounts

To enable trainees to identify and list the
type of i nformati on required for day-to-day
control of the financial affairs of a co-oper-
ative society.

ni ng net hods:

- A nunber of short case studies will illus-
trate problens which can arise if basic con-
trol systens are | acking; fromthese, trainees
will define and list the information required
by a co-operative society nmnanager, and how
often it should be brought up to date.

system of a co-operative saociety

bj ecti ve:

To enabl e trainees to descri be and chart the
accounting system of a co-operative society,
showi ng the origin and use of each piece of
i nf ormati on.
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Possi bl e | ear ni ng net hods:

- Wrking fromthe list produced in 19.1 and
19. 2, trainees will, in syndicates, evolve
their own co-ordi nated system of accounts to
provi de the necessary i nformation rapidly and
accurately.

- Trainees will be exposed to an accounts sys-
tem desi gned and used by an actual co-oper-
ative society and will conpare this solution
with their own. They will discover the need
for each item of information, and the essen-
tial interdependence of the information as a
whol e, so as not to consider individual book-
keepi ng tasks in isolation from one anot her.

19. 4 Ei i al . | d f i qinal

bj ecti ve: To enabl e trainees to define financial trans-
actions, to identify them when they occur in a
co-operative society and to prepare the ori -
ginal entries from which accounts are con-
struct ed.

Possi bl e | ear ni ng net hods:

- Trainees will exam ne a | arge nunber of co-
operative society accounts and wi ll deterni ne
whi ch  ones are financi al transacti ons and

whi ch are not necessarily inportant.

- Trainees will identify the ways in which
such financial transactions are actually re-
corded for the first tinme when they happen

19.5 The double entry system

bj ecti ve: To enable trai nees to operate and use, for
practi cal managenent purposes, a double entry
book- keepi ng system not as a prescribed

routine to be foll owed but as a uni quely val u-

abl e nmeans of descri bing the two aspects of
any financial transaction.

Possi bl e | ear ni ng net hods:

- Trainees will use the conclusions of 19.1
and the outline of a bal ance sheet produced at
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19: BOOK-KEEPING AND ACCOUNTING

A m

19.1 TIhe need for

To enable trainees to wite up books of ac-
counts, extract a trial bal ance sheet and di s-
cover for thensel ves the need for and basis of
a statenent of condition and a statenent of
operations for a co-operative society.

and basis of accounts

bj ect i ve:

To enabl e trai nees to di scover for thensel ves
the need for and basis of a statenent of con-
diti on and a statenent of operations for a
co-operative enterprise.

Possi bl e | ear ni ng net hods:

19. 2 The need for

A case study giving infornmati on on a co-op-

erative wll assi st trai nees in evol ving,
under gui dance, the basic concept of the uses
and sources of funds, incone, expenditure and
sur pl us.

daily controls

bj ect i ve:

To enable trainees to identify and |list the
type of informati on required for day-to-day
control of the financial affairs of a co-oper-
ative society.

Possi bl e | ear ni ng net hods:

19. 3 The accounts

A nunber of short case studies will illus-
trate problens which can arise if basic con-
trol systens are | acking; fromthese, trainees
will define and list the information required
by a co-operative society manager, and how
often it should be brought up to date.

system of a co-operatjive society

bj ect i ve:

To enabl e trai nees to descri be and chart the
accounti ng system of a co-operative soci ety,
showi ng the origin and use of each pi ece of
i nformati on.
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Possi bl e | ear ni ng net hods:

- Working fromthe list produced in 19.1 and
19. 2, trainees wll, in syndicates, evol ve
their own co-ordi nated system of accounts to
provi de the necessary i nformation rapidly and
accurately.

- Trainees will be exposed to an accounts sys-
tem desi gned and used by an actual co-oper-
ative society and will conpare this solution
with their own. They will discover the need
for each item of information, and the essen-
tial interdependence of the information as a
whol e, so as not to consider individual book-
keepi ng tasks in isolation from one anot her.

bj ecti ve:

To enabl e trainees to define financial trans-
actions, to identify them when they occur in a
co-operative society and to prepare the ori -
ginal entries from whi ch accounts are con-
struct ed.

Possi bl e | ear ni ng net hods:

- Trainees will exam ne a | arge nunber of co-
operati ve soci ety accounts and will deternmni ne
which ones are financial transactions and

whi ch are not necessarily inportant.

- Trainees will identify the ways in which
such financial transactions are actually re-
corded for the first tinme when they happen.

19.5 The double entry system

oj ecti ve:

To enable trai nees to operate and use, for
practi cal managenent purposes, a double entry
book- keepi ng  system not as a prescribed
routine to be foll owed but as a uni quely val u-
abl e neans of descri bing the two aspects of
any financial transaction.

Possi bl e | ear ni ng net hods:

Trai nees will use the conclusions of 19.1
and the outline of a bal ance sheet produced at
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the tinme in order to appreciate the concept
of the sources of funds and the uses to which
the funds are put, and thus the dual nature of
any financial transaction.

Trainees will, through a series of practica
exanpl es and exerci ses, define both aspects of
a sanple of co-operative society financi al
transacti ons.

19.6 dassifying accounts

oj ect i ve: To enable trainees to identify the basic cl as-
sification of accounts, and to devi se an ap-
propriate set of account headi ngs for a given
co-operative society.

Possi bl e | ear ni ng net hods:

Trainees will be faced with a long |ist of
co-operative society transactions, and willI
have to classify them accordi ng to sone sort
of system They will then be shown the basic
accounts of any business and will identify the
speci fic further requirenents of various types
of co-operative societies.

Trai nees will match sets of account head-
i ngs and brief descriptions of the appropriate
soci eti es.

Trai nees wll assess and, i f necessary,
change sets of account headi ngs used by par-
ticular societies.

19.7 Paosting the accounts

oj ect i ve: To enabl e trai nees to post final transactions
to the correct account.

Possi bl e | earni ng net hods:

Working fromthe sets of accounts di scussed

in 19.6, trainees will post a nunber of trans-
actions to the appropri ate accounts. They
wi |l discuss and correct their concl usions and
will be pr esent ed progressi vely trickier

transacti ons for posting.
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19.8 Balancing the accounts
Obj ect i ve: To enabl e trai nees to bal ance the books of ac-
counts of a co-operative society at the end of

a financial period.

Possi bl e | ear ni ng net hods:

Trai nees wll bal ance a nunber of sets of
account s involving transfers bet ween t hem
wll discuss their answers and wll correct

t hem accordi ngl y.
Trai nees wll investigate situations where

t he books do not bal ance, and wll di scover
t he point at which errors were nade.

19.9 The bal ance sheet

Qbj ecti ve: To enable trai nees to produce and anal yse a
bal ance sheet on the basis of a nunber of ac-
counts.

Possi bl e | ear ni ng net hods:

Usi ng a nunber of account bal ances, trainees
wi || att enpt to produce an actual bal ance
sheet, such as they evolved for thenselves in
outline in 19. 1.

Trai nees will conpare their efforts and w |l
di scuss the vari ous conventions for |aying out
a bal ance sheet, in order to know what is re-

quired in their country and to appreci ate that
this is only a conventi on.

Trai nees will answer questions on the man-
agenent and progress of a nunber of societies,
based on their bal ance sheets, and will thus

| earn how to anal yse a bal ance sheet and cone
to understand the need for an operating state-
nent to produce a conmpl ete picture.

19.10 Einal accounts

Qoj ecti ve: To enable trai nees to produce and anal yse a
set of final accounts for a co-operative so-
ciety, taking into consideration the |egal re-
qui renment s.
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Possi bl e | ear ni ng net hods:
Trainees will refer back to an augnented set
of figures simlar to that used in 19.9, in

order to produce an operating statenent to add
to the bal ance sheet al ready produced in the

previ ous section.

- Trainees will discuss the need for accounts
for vari ous periods (daily to annual), and
will determ ne which type is npbst appropriate
for the societies known to them They wi ||
conpare their conclusions with the current
| egal requirenents.

- Trainees will identify errors in a nunber of
sets of accounts, and will state which account
or other entry they would propose to investi -
gate in order to correct the error.

- Trainees will rank the nmanagenent perform
ance of a nunber of societies by reference to

sets of accounts.

19.11 Depreciation of fixed assets

bj ecti ve:

To enabl e trainees to explain the concept of
depreci ation of fixed assets, to cal cul ate de-
preci ati on accordi ng to accountancy practice
and to expl ain how depreciati on affects the
tradi ng account and the bal ance sheet, and to
keep a fi xed assets i nventory book.

Possi bl e | ear ni ng net hods:

Trainees will, in groups, discuss the life
tine of various assets of a co-operative so-
ciety, they will conpare this with the depre-

ciation periods accordi ng to accountancy prac-
tice and cal cul ate the annual depreciation of
various fixed assets.

Trai nees will discuss how depreciati on af -
fects the trading account and" the bal ance
sheet . They will be introduced to a fixed as-

sets inventory book and practice how to use it
and cal cul ate bal ances to be transfered to the
tradi ng account and the bal ance sheet.
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19. 12 Taxation

19. 13

19. 14

bj ecti ve: To enabl e trai nees to describe their country's
taxation systemas it affects co-operatives,
and to carry out any necessary procedures in
order to conply with the regul ati ons and to
m ni mse the i npact of taxation on the society
and its nenbers.

Possi bl e | ear ni ng net hods:

- Trainees will be introduced to the regul a-
tions covering itens such as depreciation of
fixed assets, accrual s or stock val uation
whi ch may di ffer from normal accountancy prac-
tice.

Dayv-to-day caontrols: nenbers' accounts

bj ecti ve: To enabl e trai nees effectively to maintain and
use nenbers' accounts in a co-operative so-
ciety.

Possi bl e | ear ni ng net hods:

- Trainees will "sort out" typical sets of
nmenbers' accounts, in order to determ ne ap-
propri ate action and to eval uate the nmanage-
ment of the society.

bj ecti ve: To enabl e trai nees effectively to maintain and
use records of a co-operative society's deb-

tors and creditors.

Possi bl e | ear ni ng net hods:

Trainees will cal cul ate the anpbunts owned to
and by creditors and debtors respectively, and
will, through sinmul ated probl ens, appreciate

t he advant age of nmi ntaining a runni ng bal ance
at all times.

- Trainees will analyse sets of debtors' ac-
counts and will reconmmend appropriate action.
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19.15 Day-to-day controls: internal records

oj ecti ve:

To enabl e trai nees to set up, operate and use
an effective set of internal controls which
al so provide information for the final ac-
counts.

Possi bl e | ear ni ng net hods:

19.16 Cash control

oj ecti ve:

- Through examni nati on of case studi es where

accounts are only used for final statutory
pur poses, trainees will identify the need for

records of wages, expenses and so on.

- Trainees will exam ne sets of day-to-day ac-
counts for errors and fraud, and will recom
nmend appropriate action.

To enabl e trai nees to use accounti ng systens
as an aid to cash control and security.

Possi bl e | ear ni ng net hods:

- Trainees wll exam ne a nunber of case
studi es where the society has suffered a cash
shortage, and will therefromidentify the ty-

pes of control systens which were | acking.

Trainees will, in snmall groups, attenpt to
"defraud"” inmagi nary societies in order to pin-
poi nt weaknesses in the control systens.

19.17 Paynents to producers

bj ecti ve:

To enable trainees to identify the elenents to
be taken i nto consi derati on when desi gning a
paynent system and to enable themto design a
si npl e one for a society.

Possi bl e | ear ni ng net hods:

The trainees will examnm ne a series of pay-
ment systens in a nunber of case studi es where
the society is making outright purchases from
its nenbers or where it is acting as an agent.
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- The trainees will, in groups, evaluate the
feasibility of the systens with respect to va-
ri ous types of crops, and designh a system for
a specific case.

19.18 Pasitive book-keeping

oj ecti ve:

To enable trainees to put into practice what
they have learned in terns of correct pro-
cedures and the creative use of the infornm-
tion coll ected and present ed.

Possi bl e | ear ni ng net hods:

- Trainees will, through exercises, confirm
their ability to work from ori gi nal docunents
through to final accounts; any gaps will be
filled through further instruction and exer-
ci ses.

- Trainees will, in groups, be presented with
a nunber of di fferent figures at vari ous
stages in the accounting process, and will be

asked to carry out the accounting work for the
foll owi ng stages and recommend any ot her ac-
tion that nay be necessary.
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20. COST ACCOUNTING AND CONTROL

Al m

To enabl e trai nees to design, operate and nake
effecti ve use of sinple cost accounti ng sys-

tens.

20.1 Wy cost accounting?

oj ect i ve:

To enable trainees to explain why it is neces-
sary to know the cost of products and proces-
ses, even if selling prices are beyond their
control.

Possi bl e | ear ni ng net hods:

Trai nees will study a statenent of opera-
tions for an agricultural co-operative and
suggest why a manager ni ght need nore detail ed
cost information than is normally supplied in
such statenents.

Trai nees will analyse a set of micro-cases
and identify which additional information is
needed to make a decision in each case.

20.2 Costs and vol unme

oj ect i ve:

To enable trainees to identify the rel ati on-
shi ps between costs and the volune of activ-

ity.

Possi bl e | ear ni ng net hods:

20.3 The nmpvenent

Thr ough | ecture and di scussi on of sever al
practi cal exanmpl es, trai nees will exam ne
cost behavi our at various |evels of production
and identify those costs which are fixed over
a w de range, those which vary directly with
producti on and those which are "seni-fixed".

bj ecti ve:

of costs and the break-even point

To enabl e trai nees to assess the variability
of costs from past perfornmance, and to esti -
mate future perfornmance by cal cul ating the
br eak- even poi nt.



Possi bl e | ear ni ng net hods:

20.4 Direct casts

- Trainees will perform sone cal cul ati ons of
transport and storage costs for varying vo-
lunes of grain in order to appreciate the dif-
ference between fixed and vari abl e costs.

Trainees will, in groups, anal yse a case
study which requires themto cal cul ate the
br eak- even point for an agricul tural nmarket-
i ng society.

and over heads

oj ecti ve:

To enable trainees to distinguish petween
direct and indirect, or "overhead", costs and
to identify issues involved in allocating them
to different activities.

Possi bl e | ear ni ng net hods:

Two groups of trainees will be confronted
with two different price cal cul ati ons for the
sane product which differ dramatically because
of the way i n which overhead has been all o-
cat ed. A role-playing exercise will then
hi ghli ght the problens involved in allocating
t he cost of shared overhead and in pricing the
pr oduct .

Trai nees will give exanmples of overhead in
their own societies.

20.5 QOverhead apportionnent

oj ecti ve:

To enabl e trai nees to select appropri ate
nmet hods of apporti oning overhead to different
activities.

Possi bl e | ear ni ng net hods:

- A case study will describe the activities
and costs involved in storage and handli ng of
agricul tural farm inputs in a co-operative
soci ety. Trai nees will determ ne whet her the

basi s of apportioning the overhead costs
shoul d be the weight, storage tine, val ue or
vol unme of the vari ous products.
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20.6 Cost centres

oj ect i ve: To enable trainees to deterni ne appropri ate
cost centres within their societies and to
identify appropriate ways of neasuring their
out put .

Possi bl e | ear ni ng net hods:

- Through di scussion trainees will identify
"cost centres" for co-operatives with differ-
ent business activities. They will then pro-

pose criteria for deci di ng whether or not a
gi ven activity or function of wvarious cost
centres ni ght be neasured.

20.7 Cost data collection
oj ect i ve: To enabl e trai nees to design and operate sys-
tens for collecting the data necessary for a
cost accounti ng system
Possi bl e | earni ng net hods:
- Trainees will, in groups, exam ne a case

study gi ving general informati on and the cost
of the transport operations in a co-operative

soci ety. They will identify a) what additio-
nal information the manager needs to find out
whet her the transport services are viable or
not, b) what docunents will be needed to
collect the informati on wanted, and c) how t he
col | ected i nformati on shoul d be used and

anal ysed by the manager.

20.8 Wiy costs change

bj ecti ve: To enable trainees to distinguish between
changes in costs which are caused by vol une,
efficiency and by price and to suggest appro-
priate renedi es when necessary.

Possi bl e | ear ni ng net hods:

- Trainees will be given nore detail ed infor-
mat i on about the transport operations des-
cribed in 20.7; they will anal yse the cost of

operati ng each vehicle and the cost of each
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transport function during the | ast two years,
identify matters of concern, deterni ne whet her
any problens arise fromcost or usage changes
and suggest what the nanager shoul d do.

20.9 Marginal costs

bj ect i ve:

To enable trainees to identify those costs
whi ch are directly associated with a given ac-
tivity and to take appropri ate deci sions based
on an analysis of the real effect of increased
or decreased activity.

Possi bl e | ear ni ng net hods:

Trainees wll study a case about transport
costs and listen to a recorded di scussi on be-
tween the transport supervi sor who wants to
reduce transport to save nbpney and the nmanager
who wants to make full use of avail abl e ve-
hi cl es. Trai nees will note their argunents
and | earn to appreci ate the concept of "mar-
gi nal costs".

20.10 standard costs and budgets

bj ecti ve:

To enabl e trai nees to determ ne standard costs
when prepari ng budgets.

Possi bl e | ear ni ng net hods:

Trainees will be introduced to the tech-
ni ques of standard costing and will, on the
basis of infornmati on nade avail able to them
cal cul ate the standard costs and prepare a
budget for a certain activity.

20.11 VMariance analysis

bj ecti ve:

To enable trainees to determ ne the causes of
vari ance from standard costs and to suggest
appropri ate changes when necessary.
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Possi bl e | earni ng net hods:

Thr ough an exerci se based on the figures
used in 20.10 trainees will make a conpari son
bet ween standard and actual costs and will be
introduced to the techniques of “variance
anal ysis. "

Trai nees will work through an exerci se on
cal cul ati on of vari ance and anal yse whet her
t hese are caused by price changes or usage
changes.

20.12 Cost reduction in practice

hj ect i ve: To enabl e trai nees to adopt appropriate stra-
tegies for cost reduction and to avoid inef-
ficient approaches to the problem of excess
costs.

Possi bl e | ear ni ng net hods:

A case study will present a typical "cost
reducti on canpai gn". Trai nees will go through
t he proposed neasures and deci de how effective
they are likely to be and, if possible, sug-
gest better alternatives.
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2. FINANCIAL MANAGEMENT

Al m

To enabl e trai nees to prepare and use budgets
and to anal yse, interpret and act upon the ac-
counts of a co-operative enterprise in such a
way as to nmake the nost effective use of the
resources and so provide the best possible
service to the society, its nenbers and its
cust oners.

21.1 what is financial managenent ?

hj ecti ve:

To enable trainees to identify the types of
probl ems which arise from i nadequate fi nanci al
managenent of co-operative societies, and thus
to appreci ate the val ue of i nproved nmanagenent
of fi nances.

Possi bl e | ear ni ng net hods:

21.2 The financij al

- Trainees will be exposed to a nunber of des-
criptions of pr obl enms in co-operative so-
cieties, which may appear at first sight to
ari se from nonfi nanci al causes. They will
anal yse them and cone to perceive that im
proved fi nanci al nmanagenent woul d have pre-
vented t hem

picture of an enterprise

bj ecti ve: .

To enabl e trai nees to descri be the condition
of a co-operative society in financial terms.

Possi bl e | ear ni ng net hods:

21.3 The st atenment

Trai nees will thensel ves devel op t he basic
concept of describing an enterprise in terns
of the sources of funds and the uses to which
they are put. They will then work through the
sinplified "story" of a co-operative society,
constructi ng and changing its bal ance sheet to
refl ect the various transacti ons which take
pl ace.

of operations

bj ect i ve:

To enable trainees to rel ate an operati ng
statenent to a statenent of condition, and to
identify the rel ati onshi ps between t hem
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Possi bl e | ear ni ng net hods:

Trainees will get the list of transactions
whi ch they used in the previous session and
will determ ne which relate to the operating
performance of the society. They will them

sel ves construct a profit and | oss account or
operating statenent for the society, and w |
identify and anal yse the rel ati onshi ps bet ween
the two forns of statenent.

21.4 Einancial ratiaos

oj ect i ve:

To enabl e trai nees to apprai se the financi al
condi ti on and managenent of a co-operative so-
ciety by using appropriate financial ratios.

Possi bl e | ear ni ng net hods:

21.5 loan hunger

oj ecti ve:

Trai nees will be confronted with a nunber of
figures from accounts of co-operative so-
cieties, and will cone to appreciate that or-
ders of nmagnitude are in thensel ves neani ng-
| ess, since it is the rel ati onshi ps bet ween
different figures that have to be cal cul at ed
in order to gui de managenent as to their diag-
nosis of the condition of the societies. They

will thenselves identify the nore significant
ratios and will apply themin an exerci se.
They will al so appreci ate the dangers of ap-

pl yi ng standardi sed rati os.

To enabl e trai nees to depl oy those funds al -
ready within their societies as effectively as
possi bl e before | ooki ng out si de for external
f unds.

Possi bl e | ear ni ng net hods:

Trai nees will anal yse a sinple set of ac-
counts for a co-operative society and w ||
identify those assets which may be enpl oyi ng
more funds than are necessary. They wil |
identify ways in which these funds can be
rel eased for nore profitable enpl oynent.
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21.6 Saurces of funds

hj ect i ve:

To enable trainees to identify the vari ous ex-
ternal sources of funds available to a co-op-
erative society, and to assess which are suit-
able in particular circunstances.

Possi bl e | ear ni ng net hods:

21.7 Bank | oans

oj ecti ve:

Tr ai nees wil | t hensel ves identify t he
vari ous sources of finance which are avail abl e
to co-operative societies and will rank them
in order of preference. They will then ana-
|l yse respecti ve advant ages and di sadvant ages
of each source.

They will be given sinplified statenents of
accounts of a nunber of co-operative societies
and will decide which particul ar sources of

fi nance shoul d be tapped by each society.

To enabl e trai nees successfully to apply for
bank | oans for their societies when this is an
appropriate form of fi nance.

Possi bl e | ear ni ng net hods:

Trainees will be introduced to the concept
of return on investnent, and will cal cul ate
t he necessary extra return that nust be earned
on noney borrowed from a bank before the
transaction can be profitable for a society.
They will then in two groups anal yse a case
st udy; one group will attenmpt to |ist as many
questions as they can which a bank manager
woul d ask the society which is requesting a
| oan; the other group will attenpt to detect
what questi ons the bank nmanager m ght ask, and
to have answers ready for them The two
groups will conpare their lists in the form of
a gane, the "bank nmanagers" winning if they
have t hought of nore reasonabl e questi ons than
t he "applicants" have thought of answers, and
vi ce versa
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21.8 Mhney mmnagenent.

Obj ecti ve:

To enabl e trai nees to nmanage the novenent of
noney within their societies in such a way as
to nminimse the anount of idle noney and maxi
m se the opportunities for profitable invest-
ment .

Possi bl e | ear ni ng net hods:

- Trainees will discuss the value of cash as
such, and will cone to appreciate that it is
an "idle" use of noney which is only justified

if the nobney is required nore quickly than it
can conveniently be wi thdrawn from nore pro-
fitable wuses. Trainees will listen to a
di al ogue between a very conservati ve and a
very aggressive co-operative financial man-
ager, and will di scuss the di fferences of
opi nion and identify the nost profitable ap-
proaches to cash nanagenent.

21.9 Ihe managenent of accounts receivable

bj ecti ve:

To enabl e trainees to appropriately grant cre-
dit to custoners, and to nmanage these accounts
for the greatest benefit of their societies.

Possi bl e | ear ni ng net hods:

- Trainees will appreciate that giving credit
is the sane as | endi ng noney to the debtor;

they will identify the costs and the benefits
associated with granting credit, and will dis-
cuss the various ways in which custoners can
be encour aged to pay their bills nor e
qui ckl y. They wll, through an exercise

l earn how to "age" accounts receivabl e.

21.10 Stock managenent

Obj ecti ve:

To enabl e trainees to maintain stocks in their
soci eties at the opti mum| evel.
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Possi bl e | ear ni ng net hods:

- Trainees will identify the costs and the be-
nefits associated with hol di ng stock, and will
devel op si npl e approaches to cal cul ati ng opti -
nmnum order quantities and stock | evel s. They
will be introduced to the fornula for cal cu-
lating econom c order quantities, and w ||
conpare opti mum stock | evels calculated in
this way with |l evels actually held in their
soci eti es.

21.11 sStock valuation and nmanagenent

oj ect i ve:

To enable trainees to value stock in such a
way that resulting figures give an accurate
picture of the financial position of the so
ciety, and to nmanage the stock as effectively
as possi bl e.

Possi bl e | ear ni ng net hods:

21. 12 Rent buy or

- Trainees will, through a sinple exercise, be
exposed to the various ways in which stock can
be val ued. They will appreciate the effects
of different valuation nmethods on nmanagenent
deci sions, and will select the appropriate va-
luati on nethod for different types of stock
and different soci eti es. They will conpar e
their decision with valuati on net hods actually
used in their societies. As a concl usion they
wil | di scuss t he i nportance of effective
physi cal managenent of stock as well as cor-
rect val uati on.

| ease?

bj ecti ve:

To enabl e trai nees to select the npbst suitable
way of financing the ownershi p or use equi p-
ment or facilities.

Possi bl e | ear ni ng net hods:

Trainees will be introduced to "hiring" and
"l easi ng" as sources of funds. They will
identify the inportance of profitable use, as
opposed to | egal ownership of assets, and wll
conpare the costs of financi ng purchases of
capi tal equi pnent in the various different
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ways that are available. Trainees will ident-
ify the "opportunity cost” of financing assets
t hrough outri ght purchase.

21.13 Dividend policy

bj ecti ve:

To enabl e trai nees to deci de on the nobst ap-
propriate dividend or surplus distribution in
the long-terminterests of their societies’
menbers.

Possi bl e | ear ni ng net hods:

Trainees will discuss the role of dividends
in terns of menber rel ati onshi ps. They wi ||
rank dividends in conparison with other ways
in which a society can attract and retain
| oyal nenbers. They will anal yse the condi -
tion of a co-operative society as described in
a case study, and will through a rol e-play
exerci se, appreci ate t he respecti ve dif-
f erences.

21.14 Explaining financial statenents

Obj ecti ve:

To enabl e trai nees effectively to explain the

fi nanci al condition of their society to the
conmi ttee and nenbers.

Possi bl e | ear ni ng net hods:

- Trainees wll examnm ne a case study and
identify the kind of questions which nenbers
m ght ask, and the type of answers the nmnanager
shoul d gi ve. They will deci de how t he nmanager
m ght best express his answers, and will de-
sign visual aids to assist himin expl aining
the situation to the nenbers of his comittee.

21.15 Sources and applications of noney

hj ecti ve:

To enabl e trai nees to prepare, use and explain
statenents of the sources and applicati ons of
noney in a co-operative society.
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Possi bl e | ear ni ng net hods:

- Trainees will be confronted wi th bal ance
sheets describing the financial condition of a
co-operative society at different dates. They
wi Il be asked to explain the changes that have
t aken place, and will thensel ves devel op the
techni que for preparing a statenent of sources
and application of funds in order to describe
t he novenents of noney within a society over a
peri od. They will practi se usi ng such a
statenent as a neans of explaining the finan-
cial condition of a society to nenbers and
ot hers who do not have fi nanci al managenent
skills.

21.16 The society doctor

bj ect i ve: To enabl e trai nees to apprai se the financia
results of "sick" co-operative societies, and
to reconmrend appropriate i nprovenents in the
fi nanci al managenent.

Possi bl e | ear ni ng net hods:

Trai nees will anal yse a case study descri b-
ing three co-operative societies, will diag-
nose the financial managenent defici ences and
wi | | make recommedat i ons for i nprovenent .
They will take account of inflation and other
factors in their anal ysis.

21.17 Bankruptcy

oj ect i ve: To enabl e trai nees to recogni se bankruptcy and
to di spose of the assets of a bankrupt co-
operative society as efficiently and equitable
as i s possible.

Possi bl e | ear ni ng net hods:

Trai nees will anal yse sinple sets of ac-
counts for insolvent societies, and wll ap-
preci ate that a society which is earning a
reasonabl e surplus can still be bankrupt, and
that the society which | oses nbney nmay stil
be sol vent. They will identify ways in which
banks and suppliers may precipitate bank-
ruptcy, and will discuss anticipate to avoi d-

i ng actual bankruptcy even at the | ast no-
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ments. They will then be introduced to the
"ranki ng" of the various creditors of a bank-
rupt society, and will exam ne ways in which a
manager or |iquidator can naxi m se the funds
rel eased from a bankrupt society in order to
sati sfy as nmany as possi ble of the creditors.

21.18 The reason for and uses of budgets

oj ecti ve:

To enabl e trainees to denonstrate the need for
budgets and to avoid common reasons for fail-
ure to prepare and use them effectively.

Possi bl e | ear ni ng net hods:

Trainees will, in two groups, identify the
argunents for and agai nst usi ng budgets. They
will then anal yse their respective lists, and

identify ways in which effective preparation
and use of budgets can overcone the di sadvant -
ages nornally associated with them

21.19 preparing budgets - the basic figures

bj ecti ve:

To enable trai nees to prepare estimtes of the
costs and revenue itens that make up an oper-
ati ng budget.

Possi bl e | ear ni ng net hods:

- Trainees will identify the itenms which have
t o be budget ed. They will prepare a budget
for a co-operative society as described in a
case study, including proper all owances for

pr obabl e changes which are expected in the pe-
riod which is being budgeted for.

21.20 Cash budgeting

oj ecti ve:

To enabl e trai nees to prepare cash budgets.

Possi bl e | ear ni ng net hods:

Trainees will identify the inportance of
timng of cash flows, and will appreciate that
operati ng statenents do not necessary reveal
when the cash actually changed hands in parti -
cul ar transacti ons. Trai nees will be intro-
duced to techniques for |aying out cash fl ow
f orecast s.



Section 21
Sheet 5

Trainees will work fromthe draft budget
produced in the previous session to produce a
cash budget for the society which shows how
much noney will have to be borrowed fromthe
bank (or el sewhere) and duri ng whi ch nont hs,
in order for the society to neet its obliga-
tions. They will appreciate the val ue of the
cash budget both as a tool for determ ning the
anmount of short-term finance required, and as
a neans of nonitoring day-to-day progress.

21.21 Dealing with change

Obj ecti ve: To enabl e trainees to use an operating and a
cash budget as an aid to dealing with unex-
pected events.

Possi bl e | ear ni ng net hods:

Trainees will use the operating and the cash
budgets produced in the previous two sessi ons
and will be confronted with a nunber of unex-
pected events. They will anal yse their effect
on the budget, and deci de how each event
shoul d be dealt wth.

21.22 Budgeted and actual results

Obj ecti ve: To enabl e trai nees to use budgets effectively
as a neasure of nmanagenent perfornnance.

Possi bl e | ear ni ng net hods:

Trai nees will conpare a set of actual re-
sults for a co-operative society with the bud-
get . They will listen to a di al ogue bet ween
t he manager of the society and a co-operative
departnent inspector; they will criticise and,
wher e necessary, inprove the inspector's com
nments on the nmanager's perfornmance.
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22. STATISTICS

A m

22.1 The need for

To enabl e trai nees to apply basic techni ques
for the coll ection, presentation, analysis and
interpretati on of data.

statistical information

hj ecti ve:

To enable trainees to find out for thensel ves
the need for statistical information in the
t aki ng of certai n nanagenent deci sions.

Possi bl e | ear ni ng net hods:

- Trainees will act as a manager and be faced
with a nunber of situations in which they wl|l
be required to take a deci si on. They wi ||
find out for thenselves that, to a great ex-
tent their decisions will have to be based on
statistical information.

22.2 (htaining information: available data

hj ect i ve:

To enable trainees to nane and identify the
avai | abl e sour ces which wll provi de t he
information they are likely to need.

Possi bl e | ear ni ng net hods:

Trainees will produce lists of the data they
may need, and will identify and actually use
publ i shed | ocal, national and i nternational
sources. They will assess the accuracy, rel-

evance and tineliness of the i nformati on by
reference to its actual use in the co-oper-
ati ve sector.

22.3 (htaining information: data not availahle at present

hj ect i ve:

To enabl e trainees to obtain information which
is not avail able at present but which will be
val uabl e for practical decision-nmaking pur-
poses.
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Possi bl e | earni ng net hods:

Trainees will identify data needs which can-
not be obtai ned from publi shed sources. They
will, preferably from exanples taken from

their own societies, devel op research projects
for obtaining the data, using sinple sanpling

t echni ques. Trai nees will explain how the re-
search projects can be carried out in the
field.

22.4 Presenting informati on

Qbj ecti ve: To enable trai nees to sel ect and use appro-
pri ate met hods of presenting statistical data.

Possi bl e | ear ni ng net hods:

- Trainees will be introduced to the vari ous
f or ms of present ati on, i ncl udi ng t abl es,
graphs, bar charts, pie diagrans and ot hers,
and  will sel ect the nost appropriate for
presenting the data they have obtained in 22.2
and 22. 3.

22.5 Analysing information: frequency

Obj ecti ve: To enabl e trainees to construct frequency dis-
tributions and cal cul ate nean and standard de-
vi ati ons, using sinple examl es.

Possi bl e | ear ni ng net hods:

- Trainees will be introduced through | ectures
and exercises to the concept of and techni ques
i nvol ved; reference will be nmade at every sta-
ge to exanples drawn from co-operative nma-
nagenent .

22.6 Analysing information: |ndices

Cbj ecti ve To enabl e trai nees to use and construct i ndi-
ces as a neans of neasuring the novenent of
pri ces and ot her factors.
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Possi bl e | ear ni ng net hods:
Tr ai nees will be i nt roduced to si mpl e
net hods of constructing i ndices. They wil |

appreci ate the advantages of indices and wll,
on the basis of exanpl es taken from co-oper -
ati ve societies, construct sinple indices.
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23. CO-OPERATIVE AUDIT AND CONTROL

A m

To enabl e trainees to i nplenent audit program
nes and to review control systens in co-oper-
atives.

23.1 What is auditing?

bj ect i ve:

To enabl e trainees to descri be the function,
obj ecti ves and scope of auditing and to ex-
plain the differences and simlarities between
i nternal and external auditing.

Possi bl e | ear ni ng net hods:

"Auditing” will be defined through a | ecture
wi th di scussion.

Trainees will listen to a recorded intervi ew
with a co-operative auditor who had failed to
foresee the bankruptcy of a consuner co-oper-
ative; they will then di scuss and anal yse the
role and functions of an audit departnent and
formul ate obj ectives of auditing.

- Trainees, working in groups, wll list spe-
cific auditing tasks for three different types
of co-operati ves. By conpari son and conpl e-
tion of their lists they will conme to the con-
clusion that all audits conformto simlar
patterns and conpri se also a wi de scope of
t asks beyond the routine testing of accounts.

- Trainees wll define reasons for | ack of
confidence in sone auditors, and then state

t he necessary qualities of auditors.

- Trainees will be exposed to a cartoon-type
portrait of an auditor and various satirical
comments which will be used as a starting

point to di scuss serious quality aspects.

- Trainees will produce a list of different
types of audits to be done by either internal
or external auditors, or by both.

- Trainees will discuss a mni-case reflecting
di fferent views of one external and one inter-
nal auditor and thus anal yse and identify the
functions and needs for both types of audit.
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23.2 Errors and fraud

23.3

bj ecti ve:

To enable trainees to distinguish bet ween
errors, fraud and waste, to evaluate the sig-
nificance of each in relation to the accountsheing audited, and to deternine what action

shoul d be taken when they cone across cases of
errors, fraud and waste, respectively.

Possi bl e | ear ni ng net hods:

Trainees will study sone cases of errors in
t he accounts and identify those whi ch nakes
t he accounts m sl eadi ng.

- Trainees will analyse a case study (an audit
report) and identify cases of errors, fraud
and waste and in each case eval uate to what
degree these would affect the truth and fair-
ness of the accounts.

- Trainees will study a sunmary of an audit
report and then listen to a discussion (role-
pl ay) between t he auditor and the manager of
the audited co-operative r egar di ng certain
points in the report. In a foll ow ng di scus-
sion trainees wll analyse and determ ne the
responsibilities of an auditor and suggest his
nost appropriate type of action in various si-
tuati ons.

lnternal caontrol

bj ect i ve:

To enable trainees to explain the need for
different types of internal control systens in
a co-operative, their costs and benefits and
the need to evaluate these control systens as
part of the auditing process.

Possi bl e | ear ni ng net hods:

- Trainees will |list the rules and systens un-
der which co-operati ves operate, and sel ect

t hose which are nost i nmportant from an audi -
tor's point of view.
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- Trainees will analyse a case study dealing
with the basic book-keepi ng needs in a market-
ing co-operative and identify the procedures
and records which are necessary to provi de ad-
equat e control

- Trainees will discuss and identify what dif-
ferent types of managerial systens and con-
trols should be inplenented in a co-operati ve.

- Trainees will study a case dealing with the
work of a cashier in a supernarket and ident-
ify all details related to control and elim-
nati on of errors and fraud.

Trai nees will discuss and assess the costs
and benefits of the control systens applied in
t he previous case study.

- Trainees will study, in groups, a case of
mar keti ng a specific product, suggest what
controls should be i ntroduced to i nprove the
operati ons and consi der the costs/benefits of
t he suggested control activities.

- Trainees will be introduced to a systematic
way of eval uati ng t he i nt er nal control s
t hrough a | ecture with di scussi on.

- Trainees will study a case descri bing in-
ternal control procedures in a co-operative
and identify any weaknesses in the system
they wll anal yse possi bl e consequences of
each weakness and suggest further tests.

- Trainees will practise the use of an inter-
nal control evaluation form and di scuss advan-
t ages and di sadvant ages of using a speci al
formfor this purpose.

of assets and liabilities

Obj ecti ve:

To enabl e trai nees to apply adequat e net hods
for the verification of fixed assets, stock,
ot her current assets, and liabilities.
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Possi bl e | earni ng net hods:

- In alecture with discussions trai nees wil |l
learn to identify six fundanental criteria for
verification of any type of asset: existence,
cost, ownership, conpl eteness, val ue and pre-
sent ati on.

Trai nees will study a Bal ance Sheet and an
Asset Regi ster of a co-operative, then discuss
how t hey woul d i mpl enent an audit in practice
considering the six aspects nenti oned above.

- Trainees will be shown how "Notes to the Ac-

counts" are used to give additional inforna-
tion regarding the fixed assets.

Trainees will study selected extracts from
comrittee mnutes, referring to fi xed assets,
wi |l consider for each point how the val ue of

the fi xed assets nay be affected and what ac-
tion the auditor should take.

- Trainees will study, in groups, a sheet with
st ock-t aki ng i nstructions and will suggest
whi ch details should be added for the stock-
taking teans to ensure that the stock is
properly verifi ed; t hey will also identify
the role of the auditor during a stock-taking.

- Trainees will be given a list of statenents
referring to t he verification of current
assets, they will determ ne whether the state-

nents are true or false and then in a di scus-
sion further anal yse the problens and net hods
related to these matters.

Trainees will conpare a creditor's | edger
card, kept in the co-operative society, with a
statenent fromthe sane creditor, analyse the
di screpanci es and establish the actual bal -

ance.

Trainees will review the criteria used for
proper verification of assets and determ ne
whi ch of these will apply also for the verifi-
cations of liabilities.

- In a brainstorm ng exercise trainees w ||
list as many types of unrecorded liabilities
as possible, as well as the tests which can be
perforned to ascertain such liabilities.



23.5 Audit tests

bj ecti ve:

Section 23
Sheet 3

To enabl e trai nees to distingui sh between dif -
ferent types of audit tests, to use adequate
net hods of sel ecting sanples for testing and
to effectively perform anal ytical reviews and
vouchi ng.

Possi bl e | ear ni ng net hods:

Trai nees will anal yse a case study descri b-
ing the procedures for supply of spare parts
to nenbers of a taxi co-operative. They w ||
determ ne which three types of audit tests are
required to confirmthat the systemis cor-
rectly designed, is being operated correctly
and that the entered figures are correct.

Trai nees will be given an extract from a
"Sal es Day Book" and wi | use di fferent
net hods to pick sanples fromthe entri es.
They are then i nformed about a nunber of
errors anong the entries in the Day Book, and
t hey wil | exam ne how t hese errors are
reflected in the sanpl es. A further analysis
([ and di scussi on) will denonstrate t he

usef ul nees of various sanpling techni ques.

- Trainees will study a case presenting a
schedul e of profit and | oss account for a nar-
keti ng co-operative as well as sel ected pieces
of "external information" related to the busi-

ness. Based on this they will analyse the ac-
counts.
Trainees will listen to an auditor's inter-

view with the nanager of the co-operative re-
gardi ng the observations related in the case
study nenti oned above. They will then deter-
m ne whi ch further subst anti ve tests are
needed.

Trainees will read a description of the four
different audit tests commonly perforned in
co-operative credit soci eti es and identify
what kind of tests these are; they will dis-
cuss and descri be the special techni ques used
to carry out these tests.
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23.6 Practical

Trai nees will study a nini-case regardi ng
t he vouchi ng of one specific |ledger entry in
an i nsurance co-operative. They wi Il anal yse
t he actual transaction, identify all possible
weaknesses and errors and in this way | earn
t he purpose and best nethod of vouchi ng.

aspects

bj ecti ve:

To enable trainees to explain the advant ages
of using "audit programmes” and mai nt ai ni ng
wor ki ng papers, and the inportance of car eful
pl anni ng and tim ng of the audit work.

Possi bl e | ear ni ng net hods:

- Trainees will study a standard "I ncone Audit
programe" conprising ten different tests and
di scuss the useful ness of each one of these.
They will check whether the progranmme applies
all the four basic types of audit tests and
state what additional tests are required in
di fferent types of co-operatives to ensure
that all income is recorded and received.
They will then di scuss what other information
shoul d be included on the audit progranme and
finally, in groups, redesign the "l ncone Audit
programe” to neet all the conditions they
have proposed.

Through a |l ecture with di scussion trai nees
will identify five reasons why it is an audit-
i ng standard to mai ntain "wor ki ng papers”

Trai nees will be given a |list of docunents
used in the work of auditing a co-operative.
They will categorise these docunents and

identify whi ch addi ti onal papers woul d be
needed to achi eve conpl et eness.

- Trainees will study a case giving background
i nfformati on about a co-operative to be audit-
ed. They will analyse the informati on and,

t hrough a di scussi ons, agree on what natters
need special attention fromthe auditors in

this case. They will then, in groups, prepare
a plan for the audit work stating the princi-
ples to be followed - not details of testing -

and the practical arrangenents.
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- Trainees will listen to a di scussi on between
one seni or and one junior auditor (role-play)

about the planning and tim ng of one specific
audi t, the seni or proposi ng an audit work
split over three periods, which the junior
finds costly and i neffective. The argunents
and a followi ng discussion will highlight the
i nportant considerations for audit timng.

To enabl e trai nees to explain the purpose of
an audit review before the report is prepared,
and to prepare audit reports of different
types incl udi ng "managenent reports".

Possi bl e | earni ng net hods:

Trainees will listen to a di al ogue bet ween
two auditors discussing common problens in
connection with the review of the working pa-
pers that should be done before the audit re-
port is signed. Based on this they will pre-
pare, in groups, an "audit review checklist".

Trai nees will study an exanpl e of an unqual -
ified audit report. They will anal yse and
di scuss the <contents and format and then
practise witing such reports.

Trai nees will discuss a case of an auditor
who was unable to verify a certain anount of
st ock. They will determ ne whether the report

shoul d be "qualified" or not, and how the in-
formati on should be presented in the report.

Trainees will study, in groups, a list of
findings froman audit. For each item t hey
will decide whether a "qualification" is ne-

cessary, and if so, what form of expl anati on
and audit opinion they would give.

- Trainees will discuss situations when the
auditor is unable to give a "true and fair"
opi ni on of the accounts as a whol e, and when
t he whol e of the financial statenents may be
nmeani ngl ess.
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Trai nees will study the case of an audit of
a mar keting co-operative and practi se prepara-
tion of a fully "qualified" audit report ac-
cordi ngly.

- Trainees will identify, in a discussion,
areas in which an auditor may provi de cons-
tructive advice to the committee and manage-
nent of a co-operative.

A poor exanple of a "Report to Managenent"
will be shown to trainees who will rewite it

in a nmanner that will be hel pful to the com
mttee and nmanagenent of the co-operative.

Trai nees will study, in groups, a working
paper listing "Points for consideration for
t he Managenent Report"”, which has been pre-
pared on conpl etion of an audit. Tr ai nees
will then prepare a draft nanagenent report
based on that paper, their drafts will be

anal ysed and criticised by the whol e cl ass.

23.8 Conputer auditing
bj ecti ve: To enable trai nees to apply an adequate ap-
pr oach when co-operati ves make use of
conputers in auditing.

Possi bl e | ear ni ng net hods:

Through a |l ecture with di scussion trai nees

will identify the specific problens which au-
ditors may encounter when dealing with co-op-
erati ves which use conputers and they will be

i ntroduced to those i nportant internal con-
trols which should exist in a conputer envi -

ronnent .
Trainees will work out a proposal on how to
operate - in practice -a conput eri sed system

for the purpose of stock control only.

23.9 lnvestigations

bj ect i ve: To enabl e trai nees to recogni se the speci al
requi remrents of an investigation.
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Possi bl e | earni ng net hods:

- Trainees will learn, through a lecture with
di scussi on, the commpbn purposes of investiga-
tions, and how these differ fromaudits.

- Trainees will be exposed to a case of sone
irregularities in a co-operati ve. They will
anal yse the situati on and propose how t hey
woul d proceed with an investigation, what

records they would | ook at and how their re-
ports should be structured.

23.10 Managenent auditing

oj ecti ve:

To enable trainees to expand the statutory
auditing i nto "managenent auditing” for the
benefit of the co-operative.

Possi bl e | earni ng net hods:

- The concept of "nmanagenent auditing” will be
expl ai ned through a |l ecture. A nunber of dif-
ferent co-operative operations which should be
subj ect to nmanagenent auditing will then be
nenti oned and the trainees will give exanpl es
of possible inprovenents in these areas.

- Trainees will analyse a case study dealing
with a stagnati ng co-operative, and will de-
term ne what matters they would i nvesti gate as
part of a "managenent audit".
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24. PROJECT PREPARATION AND APPRAISAL

A m

24.1 Project ident

To enable trai nees to prepare and appraise
i deas for devel opnent and i nvestnents ("pro-
jects") in the light of their financial and
social contri bution.

ification

bj ecti ve:

Possi bl e | ear

To enable trainees to list the characteristics
of a project, to explain why projects require
proper preparation and appraisal and to ident-
i fy opportunities for investnents/projects.

ni ng net hods:

Trainees will attenmpt to devel op a defini-
tion of "a project”. As an exanple and a ba-
sis for the di scussion they nay use the "pro-
ject” they are engaged in at present (the

trai ni ng programe) and identify its costs and
benefits and ot her project characteristics.

Trainees will listen to a dial ogue recorded
in a co-operative nanager's office, they wllI
identify all the problens revealed in the dia-
| ogue and then suggest, after group discus-
sions, what specific "projects" should be im
pl enrented to sol ve these probl ens. Tr ai nees
Wi ll conpare this to situations in their own
societies and identify the reasons why usually
not hi ng i s done about problens of this type.
Finally, t hey will sunmari se t he pr oper
sequence of activities which should be under-
taken in order to get things done to solve the
pr obl ems.

Trainees will exam ne the list of "projects”
t hey suggested in the previ ous exerci se and
di scuss how to set priorities. They will

identify proper criteria for this purpose and
t hen rank the project proposals accordingly.

24.2 Data requirenents

bj ect i ve:

To enable trainees to identify the data needed
as a basis for project preparation, and to
obt ai n such dat a.
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Possi bl e | ear ni ng net hods:

24.3 Earecasting

bj ecti ve:

A few micro-cases will illustrate the im
portance of certain data in project prepara-
tion. Trainees will identify which technica
and financial information is |l acking in each
case.

- Trainees will discuss sone of the projects

they proposed in 24.1 and list all the infor-
mati on | acking in each case.

- Through di scussion trainees will conpare
di fferent sources of data for investnent pro-
posal s. They will appreciate the difficulties
i nvol ved i n obtai ni ng data about the present
and the future.

- Exanpl es and di scussions will be used to de-
nonstrate that the collected i nformati on nmay
reveal that the identified problens will not

be sol ved through i nvestnents or projects, but
rat her by i nproved managenent.

- Trainees will go through a list of required
information for a certain project and wl |
identify the best possi ble sources for this
i nformati on.

- Trainees will discuss the problens invol ved
in estimati ng how nuch use the nenbers wll
make of new facilities provided by their co-
operati ve soci ety, and suggest how a system
ati ¢ survey about nenbers' intentions should
be carried out.

- Trainees will, in groups, design a question-
naire to be used in a nenber survey. They
will test the questionnaire in a sinmulated in-

terview situation with sone trai nees pl ayi ng
the role of nenbers with differing opinions.
Toget her the groups will finally evol ve gui de-
I i nes for nmenber surveys.

To enabl e trai nees to nmake reasonabl e fore-
casts as to the data necessary for naking ef-
fective project proposals.
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Possi bl e | ear ni ng net hods:
Trainees wll list a nunber of future data
requi renents for a specific project and they
will discuss; which data are controll abl e and

24.4 Appraisal

bj ecti ve:

whi ch are beyond the control of the manage-
nment, which data should be estimated t hrough
surveys and whi ch shoul d be obtai ned t hrough
t he anal ysi s of past data.

Trai nees will work through an exerci se,
practi sing ploting past data and i ndicate fu-
ture val ues on graph paper.

- Trainees will identify factors concer ni ng
comodities and | ocal conditions which n ght
be known to a nmanager preparing a project and
whi ch m ght be expected to influence forecasts

based on "pure nmat hemati cs” and past histori -
cal data.

On the basis of a conmprehensi ve case study
about a proposed project, including data from
the past, trainees will state the inplications
of each piece of infornmation for the viability
of the project, and they will outline the ad-
ditional informati on needed in order to put
t oget her an effective project proposal.

To enabl e trai nees to sel ect and apply appro-
pri ate nmet hods of project appraisal.

Possi bl e | ear ni ng net hods:

- Through a nunber of exanples trainees wll
be i ntroduced to problens of tinmng the cash
inflow and outflow in a project and they w il
di scover (by thensel ves) the difference bet-
ween a profit and | oss account and a feasibil -
ity study.

- Trainees will anal yse a case study which re-
quires themto decide which costs should (and
whi ch shoul d not) be consi dered when apprai s-
ing a project.
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24.5 Risks

bj ecti ve:

Trainees will listen to a recorded di scus-
si on about a proposed project and they w ||
identify the vari ous objectives which each
speaker is attenpting to pronote. They wil |
appreciate the need for quantitati ve objec-
tives as well as for a nanager's own judge-
ment .

- Trainees will be introduced to the techni que
of "shadow pricing” and they will discuss its
applicability in a co-operative context.

Trai nees will study a case on the install a-
tion of a new grain storage systemin a co-
operati ve. They will exam ne the estinmted
figures on costs and benefits of two project
proposal s and they will suggest which figures
shoul d be adjusted to take account of non-
fi nanci al factors. Furt hernore, trainees wll

| ay out schedul es of costs and benefits and
cash flow for the two proposals.

Trai nees will const ruct sinple discount
tables, and will be introduced to the use of
such tabl es when cal cul ating the return on in-
vest nent s.

- Trainees wll work through exerci ses on
si npl e di scounti ng, calculating the rate of

return for different projects.

- Trainees will nmake a "sensitivity anal ysis"
identifying the npost critical factors in the
proj ects they have dealt with in previous ses-
sions, and re-assess the projects applying the

"worst likely" estimates for the critical fac-
tors.
- Trainees will apply their ability to ident-

ify critical variables and to cal cul ate re-
turns on the grain storage project presented
in a previous case study.

To enable trainees to assess the degree of
risk in various projects and to nake appropri -
ate all owances to cover (or reduce) such risks
when apprai si ng projects.
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Possi bl e | ear ni ng net hods:

- Through sone mcro-cases trainees wll be
confronted with the questi on whether a certain
i nvest nent should be nmade to avoid a certain
ri sk. They have to calcul ate the probability
of the risk occuring, and conpare this with
the cost of avoiding it.

Trainees will listen to a recordi ng of com
mttee nenbers di scussi ng whether to sell the
stock of grain immediately or to take the risk
of waiting for a better price. Trainees wll
poi nt out weaknesses in the deci si on-maki ng
nmet hod of the commttee, and identify the
necessary basis for any deci sion invol ving
ri sks.

Trainees will study a case describing a pro-
ject which requires farnmers to change from a
food crop to a cash crop and which i nvol ves

heavy i nvest nent s in processing machinery.
Trai nees will anal yse the problens and deter-
m ne what the viability of the nmenbers' far-
m ng activities nean for the success of the
pr oj ect .

Trai nees wll analyse three mcro-cases on

activities in which the "human" factor seens
to inply a greater risk than any technical or

econoni cal factors. Trai nees will suggest so-
lutions to the problens described in the case
st udi es.

24.6 Project presentation

bj ect i ve: To enabl e trainees to present projects to po-
tential financial sources or other authorities
in an effective way.

Possi bl e | ear ni ng net hods:

Trai nees will produce an appropriate set of
headi ngs or chapters for a project proposal
docunent .

Trainees wll study a witten proposal for

the grain storage project discussed earlier
commenti ng on the content and | ayout.
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- Trainees will outline and prepare a personal
present ati on of the above project, making the
best possible use of the tine available in a

neeting with a group of bankers or other spon-
sors.
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25. STAFF MANAGEMENT

Al m

To enabl e trai nees to make the best use of the
human resources avail able to them and to put
into practice all the formal and | egal proce-
dures related to the enpl oynent of personnel.

25.1 Organisation and control

bj ecti ve:

To enabl e trainees to describe the fornmal or-
gani sat i onal structure of a co-operative
enterprise and to identify and explain the
vital role of informal groups within such a
fornmal structure.

Possi bl e | ear ni ng net hods:

25.2 (bhjectives

bj ecti ve:

Trainees will be introduced to the organi sa-
tion chart as a neans of descri bi ng worki ng
rel ati onshi ps bet ween people, and will draw
such charts for their own - as well as other -
co-operative enterprises.

- Trainees will distinguish between "flat"” and
"tall" organi sati ons and between "staff" and
"l'ine" functions and will identify appropriate
spans of control as well as the need for del -

egation of duti es.

- A case study will illustrate the i nportance
of an informal organi sational structure and of
wor Ki ng gr oups. Trai nees will attenpt to

- recall and describe - the infornal rel ation-
ships in their own co-operative enterpri ses.

To enabl e trai nees to set appropri ate obj ec-
tives for a co-operative society and its indi-
vidual staff nmenbers in order to achi eve unity
of acti on.

Possi bl e | ear ni ng net hods:

Trai nees wll assess and, where necessary,
state/restate the objectives of specific co-
operative enterprises, checking each statenent
with reference to its clarity and neasurabil -

ity.
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Trai nees will anal yse problens presented in
three sinple case studi es where the objectives
set for individual staff nenbers are in con-
flict with the overall objectives of the co-
operati ve society.

- On the basis of an organisation chart train-

ees will be allocated different roles as nana-
gers and subordinates in a co-opertive. The
"managers" will prepare specific and neasur -
abl e obj ectives for the "subordi nates" who
will prepare their personal objectives. The
trai nees will then be paired together and

asked to di scuss and agree on i ndividual ob-
jectives for the coni ng year for the subordi -
nate staff nenbers.

25.3 Wark nmeasurenpent and job descriptions

bj ecti ve:

To enabl e trai nees to anal yse the content of
i ndi vi dual tasks and jobs, and to descri be
jobs in a way that is useful for recruitnent
and i ndi vi dual notivati on

Possi bl e | earni ng net hods:

- The i nportance of anal ysi ng, planni ng and
measuri ng i ndividual tasks will be denobnstrat-
ed through a sinple gane: trainees will be
di vided i nto groups of "managenent" and "wor -
kers" and asked to performa sinple construc-
tion task, e.g. building a nunber of paper
boats according to given instructions.

Their perfornmances will then be di scussed and
eval uat ed, particularly with regard to the
pl anni ng and tim ng of each worker's contri bu-
tion.

Trainees will identify tasks in their own
soci eti es which coul d benefit from anal ysi s
and neasur enent.

- Trainees will be introduced to the need for
clear job descriptions, study sanple job des-
criptions, and will, in groups, prepare such

descriptions for their own positions.
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25.4 Selection and recruitnent

oj ecti ve:

To enable trainees to apply effective pro-
cedures f or sel ecti on and recruitnent of

staff.

Possi bl e | ear ni ng net hods:

Trai nees will eval uate vari ous net hods of
advertising vacancies and will prepare a pu-
blicity canpaign to achi eve a specific re-
crui tment objective.

Trainees will, in groups, draw up a short
list of applicants froma | arge nunber of
witten applications and will then sinmulate

the i nterviewi ng procedure | eading up to the
final selection.

Trai nees will produce a check-list for good
interviews to be used by interviewers as well
as by those being intervi ewed.

25.5 Staff information and records

oj ecti ve:

To enable trainees to ensure that staff are
fully informed of their rights and respon-
sibilities and t hat necessary i nformati on
about the staff is recorded at all tines.

Possi bl e | ear ni ng net hods:

25.6 Remuneration

oj ecti ve:

One group of trainees will prepare a list of
questi ons about enpl oynent conditions that a
newly recruited staff nenber should ask before
starting the job. Anot her group will prepare
alist of the informati on they think a manager
shoul d include in the terns and conditi ons of

service to be applied to the post. The lists
will then be conpared and di scussed.
Trainees will identify what sort of staff

records a co-operative society should keep and
which itenms of informati on should be recorded
and retai ned about each enpl oyee. A suitable

formfor this purpose will be denonstrated.
To enabl e trai nees to design - and put into
practice - appropriate wage and sal ary struc-

tures in a co-operative enterprise.
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Possi bl e | earni ng net hods:

- Trainees will analyse five jobs on differ-
ent levels in a co-operative society with re-
gard to certain factors which influence the
wage and sal ary | evel such as hardshi p, short-
age, responsibility, training and authority.
They will rank the jobs in accordance with the
i nfl uence of these factors and then conpare
and di scuss the actual wage and sal ary | evels.

- Trai nees wll be introduced to wvarious
net hods of paynent by results and will sel ect
t hose which are npbst suitable for different
jobs in a co-operative enterprise.

- Trainees will conpare the wages and sal ari es
paid in the "fornmal" sector (for exanmple, in
co-operative organi sations) with the i ncones
in the barter econony. They will discuss the
reasons for any marked differences and the
ways i n which the co-operative novenent can
hel p bridge the gap.

25.7 Motivation and job satisfaction

oj ect i ve:

To enable trainees to identify why peopl e be-
have as they do and to use adequate incentives
for notivation in order to increase job satis-
facti on and perfornance.

Possi bl e | earni ng net hods:

- On the basis of a report of the "Haw horne
experinment” trainees will discuss and identify
whi ch hunman needs nust be satisfied to make a
person noti vated for optiml performance on
t he j ob.

Trai nees will study a list of questions
whi ch are typical for decision-making in a
co-operative society. For each question they
will assess to what degree enpl oyees of the
soci ety should be involved and participate in
t he deci si on process, and they w |l discuss
how this type of involvenent will affect the

noti vati on of enpl oyees.
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Thr ough an experi nental exercise trainees

will experience a) sinple repetitive tasks in-
dividually, and b) nore varied and conpl ete
wor k assignnents in groups. They will conpare

their experiences and relate their concl usi ons
to the way in which work i s organised in co-
operative societi es.

- Trainees will anal yse sone processes known
to themand will redesign the jobs invol ved
with a view to enriching them and i nprovi ng
per f or mance.

To enable trainees to conmmunicate efficiently
and effectively with the work environnent.

Possi bl e | earni ng net hods:

- Selected trainees will present "two-m nute-
tal ks” on given topics. The ot her trai nees
will evaluate their performances with regard
to certain criteria listed in an eval uati on
form (such as clarity, disposition, speaker's
behavi our, etc). The exercise will be repeat-
ed with other trai nees perform ng, and the
trainees will discover that the awareness of
the criteria will help inprove their one-way

communi cati on skill s.

Si npl e (but exaggerated) sinmulations wll
illustrate problens in two-way communi cati ons
particularly the difficulty of listening to
t he ot her person.

Trainees will attenpt to assess the anopunt
of time taken up by "comruni cati on” in the
typi cal working day of a busi ness manager.
They will identify the reason why conmmuni ca-
tion is particularly inportant in co-operative
managenent .

Two trainees will performa role-play in
front of the other trai nees playing the roles
of a manager and an enployee in an intervi ew
concerning a sensitive and "pai nful"™ issue
(such as a refused pronotion). Trai nees will
assess the effectiveness of the intervi ew and
identify inportant points for the planni ng of
simlar interviews.
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25.9 Staff perfornance

bj ecti ve:

To enable trainees to set up - and naintain -
a routine system for performance apprai sa
and to deal in a positive way with discipli-

nary probl ens.

Possi bl e | ear ni ng net hods:

Trainees will be introduced to the purpose
and operational techni ques of a systematic
staff appraisal system They will then |isten

to a sinul ated appraisal interview (two train-
ees perfornming a role-play), and they w |
di scuss and coment on the effectiveness of
the i nterview and prepare guidelines for the
i ntervi ewer.

Trainees will listen to other simul ated ap-
prai sal interviews and anal yse them on the
basi s of the guidelines previously prepared.

Through rol e-playing the trai nees will deal
with disciplinary problens in a positive way,
by trying to discover the underlying factors

- and reasons - for various types of beha-
vi our.

25.10 TIrade unions, labour welfare and | abour | aws

bj ective :

To enabl e trai nees to negoti ate and work ef -
fectively with trade unions in order to pro-
note | abour welfare and to consider the | aws
controlling the enpl oynent of | abour.

Possi bl e | ear ni ng net hods:

- Trai nees will be introduced to the history
of the trade union novenment in their own coun-
try (and el sewhere) and will identify the com

non i nterests of the trade uni on and the co-
oper ati ve novenent.

- Trainees will be introduced to the trade
uni on structure in their own country, particu-
larly the way it affects enploynent in co-
operative enterprises.

- Trainees will sinulate negoti ati ons between
representatives froma trade union and a co-
operati ve. They will discuss and assess the

pr ocedur e.
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Bri ef case studi es, or exanples fromthe
trai nees' own experiences, will illustrate the
need for laws to cover the rel ati onshi p bet -
ween enpl oyers and enmpl oyees; trai nees wl |l
anal yse the cases and deci de what woul d be the
outcone if the law is invoked.

25.11 TIraining and education

bj ecti ve:

To enable trainees to identify the training
needs of staff and to select appropri ate
training nethods and training institutes to
sati sfy these needs.

Possi bl e | ear ni ng net hods:

- Trainees will identify organisational and
ot her problens which cannot be solved by
trai ni ng.

- Wth ref erence to t he ongoi ng trai ni ng

course, trainees will be introduced to the
nost conmon traini ng nethods and their advant -
ages and di sadvant ages, they wll then be

given a list of commobn deficiencies of co-op-
erati ve staff nmenbers and asked to suggest the
nost suitable training nethods to sol ve these
pr obl ens.

Trainees will be introduced to the co-oper-
ative tradition of training, and to the train-
ing institutes and activities available in the
country for co-operative staff and conmttee
menber s.

Trainees wll identify co-operative target
groups and subject matters for which no fornal
training is organised in the country; they
wi Il design training courses for these groups
stating course contents, objectives and tine
allocation for each topic and i ndicate suit-
abl e trai ni ng net hods.
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OFFICE MANAGEMENT AND
COMMUNICATIONS
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26. OFFICE MANAGEMENT
AND COMMUNICATIONS
Al m To enabl e trai nees to keep proper records, to
organi se, equi p and nanage an office, to use
bank and postal services correctly and to

choose and apply appropriate nethods for com
muni cati ng i nformati on.

26.1 Keeping records

bj ecti ve: To enable trai nees to descri be the need for
records, to distinguish between necessary and
unnecessary records and to foll ow the proce-
dures |laid down for routine recording.

Possi bl e | ear ni ng net hods:

- Trainees will exam ne a random sel ecti on of
co-operative society docunents, such as mate-
rial requisitions, crop receipts, product re-
turns or order copies and will identify for
each: who i s responsi ble for conpl eting the
docunent, how much tine is spent dealing with
t he docunent, who receives the docunent, what
use is made of the information in the docu-
nent, what would be the results of faulty in

formation or failure to conplete the docunent.

Trai nees will exam ne correct and inconplete
docunentation, will identify errors and will
thenselves fill in docunents for typical pur-
poses.

26.2 Mail reqistratiaon

bj ecti ve: To enable trainees to describe why it is
necessary to register nail, and to devi se and
operate a suitable system for doi ng so.

Possi bl e | ear ni ng net hods:

- Two short, contrasting case studies wll
illustrate the problens which ari se when there
is a) no record of nail received and sent out,
and b) an over-rigid systemwhich stifles the
comuni cation it is intended to record.
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- Trainees will devise an appropriate system

for a co-operative society, will conpare it
with actual systens and will practise record-
ing actual itens of mail using the systens

t hey have evol ved.

26.3 Eiling
oj ecti ve: To enabl e trai nees to deci de what shoul d and
shoul d not be filed, and to set up and operate
effective filing systens.

Possi bl e | ear ni ng net hods:

- Thr ough a sinple "in-basket™ exerci se,
trai nees will determ ne which papers should
and should not be fil ed.

- Trainees will use the sane set of papers and
experinment with different forns of classifica-
tion; furt her docunents will be issued during
the session to illustrate basic probl ens of
classification, and trai nees will be introduc-
ed to the standard filing systemin co-oper-
ati ve societies in their country, if such a

syst em exi st s.

- Trainees will design indexing and reference
systens to facilitate access to the system
t hey have evol ved and which is referred to
above.

Case studies will illustrate the probl ens
resul ting from poor managenent of files;
trainees will draw up rules for the nmainten-
ance, issue and control of files and conpare

the rules with the situations described in a
further series of case studies.

26.4 Office managenent

Obj ecti ve: To enable trainees effectively to plan the
work of a small co-operative society office.
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Possi bl e | ear ni ng net hods:
- Trainees will be confronted with a fairly
substanti al "basket" of papers, and will be

requi red to deci de how each is to be dealt

with and to draw up a plan of work for an of -

fice equivalent to the one in which they them

selves work or will work. They will confirm
t heir understandi ng of 26.3 by indicating how
papers should be fil ed. VWhen t he work plans
are conpl eted, they wll make changes in
answer to sinmul ated tel ephone calls or other

ur gent nessages. The resulting need to set

priorities, the techni ques for doi ng so and
t he planning involved will be summarised in a
final session.

26.5 Ofice equipnent

bj ecti ve:

To enabl e trai nees to deci de what equi pnent
shoul d be obtained in order to facilitate of-
fice work.

Possi bl e | ear ni ng net hods:

26.6 Post Ofice

bj ect i ve:

Trainees will study the office equipnent in
a large society's office and will determ ne
how sui tabl e the various itens would be for
their own use. They will then prepare lists
of equi pment, including suppliers and prices.

Thr oughout the training programe, trainees
will have access to sone cal cul ati ng nachi nes,
typewiters and duplicating machi nes for their
vari ous assi gnnents/group work, and in this
way they will becone fanmiliar with the use of
sonme common neakes and nodel s.

To enabl e trai nees to nake proper use of the
Post O fice services.

Possi bl e | ear ni ng net hods:

Trainees will practise filling in all the
common postal fornms and identify situations
when Post O fice services should be used for
paynments, communi cati ons and transport.
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26. 7 Banki ng

bj ecti ve:

To enabl e trai nees to nmake proper use of bank
servi ces.

Possi bl e | ear ni ng net hods:

- Trainees will, through | ectures and reading,
be i ntroduced to the services offered by com
mer ci al banks; they will identify the servi-

ces which are needed by co-operative So-
cieties

Trainees will practise the procedures re-
qui red for the bank services needed by co-op-
erati ve societi es; they wll fill in the

appropriate forns and identify the purpose of
each.

26.8 Communication

oj ecti ve:

To enabl e trai nees to sel ect the appropriate
nmet hod of communi cation for a gi ven nessage
and recipient, and to transnmit the nessage
econom cally and effectively.

Possi bl e | ear ni ng net hods:

Trai nees will sel ect appropriate neans of
conmmuni cati on, whether it be word of nouth,
letters, tel ephone calls, ready-printed letter
forms, individually conposed letters, nenos,

and so on, for specific itenms of information
and recipi ents.

- Trainees will analyse and criticise good and
bad exanples of letters and tel ephone nessages
and conmuni cati on on the farm between farner
and co-operative manager (tape recordings).

- Trainees will conpose appropriate conmuni ca-
tions to deal with the various itens in an

"i n-basket" exerci se.

- Trainees will assess formal and i nfornm
letters which put across the sane information,
and will identify the problens resulting from

informality which is out of place and from un-
necessarily conplicated "official ese"



Section 26
Sheet

w

26.9 Report writing

oj ecti ve:

Possi bl e

| ear

To enabl e trai nees to recogni se occasi ons when
witten reports are an appropriate form of
conmuni cat i on, to deci de what i nfornati on
shoul d be included in the report, to wite ef-
fective reports and to design standard report-
ing forns.

ni ng net hods:

Trai nees will exam ne a case study ill us-
trati ng what happens when a nunber of people
are involved in a decision but do not have the
sanme i nformation.

Trainees will, in groups, appraise two or
nore reports on the sane subject but witten
in different styles and contai ning different

i nfornmation. They will determ ne the inforna-
tion which is not needed or which is m ssing
in each report and will discuss their concl us-

sions with one anot her.

On the basis of the work above, groups w il
nmeet agai n and design a standard form whi ch
ains at ensuring that the report gives all the

necessary information, in a clear and sinple
way.
The trainees will use informati on obtai ned

during a visit to a defaulting nenber (includ-
i ng rough notes and sketches and possibly a
tape recordi ng of the conversati on i nvol ved)
to produce a witten report. The reports wll
t hen be assessed and di scussed by the instruc-
tor and the group as a whol e.
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PUBLIC RELATIONS, MEMBER RECRUITMENT
AND MEMBER EDUCATION
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21. PUBLIC RELATIONS, MEMBER RECRUITMENT
AND MEMBER EDUCATION

Al m To enabl e trai nees to establish positive pu-
blic relations and to recruit and educate nmem
bers.

27.1 Public relations

bj ecti ve: To enable trainees to establish good rel ati ons
with the general public, with private and pu-
blic organi sations and with the authorities.

Possi bl e | ear ni ng net hods:
- A case study will illustrate how | ack of in-

fornmati on about co-operative efforts can bring
about i ndifference and ni sunder st andi ng anpng

the public and in organi sati ons. Tr ai nees
wi Il suggest public relations activities which
m ght have prevented the above negati ve ef-
fects.

- Trainees will analyse a list of possible in-
fornmati on itens about a co-operative society;
they will, in groups, select the itens of in-

formati on they consider which are nost i npor-
tant and relevant to the general public and
suggest effecti ve ways and neans of spreading
the i nformation.

27.2 Menber recruitnment

Qbj ecti ve: To enabl e trainees to plan and i npl enent acti -
vities for the recruitnent of new nmenbers.

Possi bl e | ear ni ng net hods:

Trainees will, in groups, work out a detail -
ed plan for the recruitnent of "new nenbers
(including informati on material and progranmes
for special events), with due regard to the
possi bl e 1i nks between these activities and
those listed in 27.1.
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27.3 Planning a nmenber education programre

oj ect i ve:

To enabl e trai nees to prepare rel evant objec-
tives and to identify and descri be the rele-
vant content of a nenber educati on programme
for an agricultural co-operative.

Possi bl e | earni ng net hods:

Trai nees will analyse a list of the rights
and responsibilities of the nenbers of an
agricultural co-operative, and will try to

descri be the attitudes and know edge required
of the nmenbers with regard to each item on the
list.

- Trainees will devel op the above |ist of re-
quired attitudes and know edge into a sinmle
"syl | abus” for a nenber educati on progranme,
stating the objective of each topic and the
estinated ti ne needed.

27.4 Techniques for nmenber education

bj ecti ve:

To enabl e trai nees to organi se and | ead nenber
education activities in an efficient way.

Possi bl e | ear ni ng net hods:

- Trainees will describe and anal yse the adult
educati on approach and net hods i nvol ved and
will evaluate the various |earning nethods in
terns of their effectiveness and suitability
for adult | earners.

- Trainees will be introduced to ways of im
proving the effecti veness of the educati onal
activities, using the audio-visual equipnent
avai l able and will be exposed to good and bad
exanpl es of each.

- Trainees will, in groups, design and produce
sui t abl e nenber education material, and wll
test it on the rest of the group.

- Trainees will, through a series of exanpl es,
be i ntroduced to good and bad | ecture tech-
ni ques, and will construct a list of "do' s"

and "don'ts" for their own use.
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Trainees will, in a discussion, conmpare | ec-
ture and di scuss techni ques for adult | ear-
ners, and will sunmarise the advant ages of
di scussi ons; they will further anal yse the
role of a discussion |eader and prepare

"guidelines for structuring and | eadi ng di s-
cussi ons".

Trai nees will be given an opportunity to
give a |l ecture on a chosen subj ect, and/or
| ead a di scussion related thereto, to be fol-
| owed by comments and advice fromthe rest of
t he group.

Trainees will, in groups, prepare progranmes
and material for nenber education activities
with a view to achi eving the objectives |isted

in 27.3.
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INTRODUCTION

The design of training programmes for co-operative staff
and managers requires a systemati c approach. The work com

pri ses the foll owi ng phases.:

PLANNI NG Anal yses of jobs and trai nees' qualifi-

cations, outline of a training schene,
setting ai ne and obj ectives of courses;

COURSE PREPARATI ON: Choi ce of training nethods, preparation

of session plans and training nmateri al ;

EVALUATI ON: Test of the progranmme and the materi al,

adj ustnents as required,;

| MPLEMENTATI ON: The programe is used for managenent
traini ng. Eval uati on and i nprovenent

is carried out continuously.

The whol e process of designing a trai ning programe is
based on sone i nportant decisions already taken during the
first PLANNI NG phase. The question "Wiat do they need to
l earn?" is crucial and has to be correctly answer ed. We
simply cannot afford to have m sdirecting syllabi and the
Wrong course contents. They nust be rel evant and "right"
as they have a direct bearing on the results and useful ness

of the courses.

This Section conprises guidelines and sone general conmments
on planni ng and curri cul um devel opnent work with regard to

co-operati ve nanagenent training.

Suggesti ons on how the MATCOM Curri cul um Gui de can be used

in this work are al so i ncl uded.



A SUMMARY OF THE APPROACH

1 First of all, we have to know exactly what the job of
a manager actually invol ves. Qur first task, there-

fore, is to carry out a job analysis. W can begin by
taking a |l ook at the jaob description for a manager.

This will give us the basic informtion about the work

for which we will organise training.

Page 9

2 The job description tells us the function and the
responsibilities of the job, but mybe not so many
details on the actual work tasks. In a further jaob
specification we have to list all the tasks and al so
what skills and know edge the namnagers need to fulfil

t hese t asks.
Page 11

3 The trainees nust have a certain educati onal back-

ground and/or work experience. For each training pro-

granmme we have to establish entry conditions for the

trai nees.
Page 14
4 The previous analyses will help us frane the structure
of the total training schenme and state the overall aim
of the programe as well as the ai mof each separate
cour se incl uded.
Page 18
5 Havi ng deci ded the ai m of each course we have to de-

term ne nore precisely what we want to achi eve, and
set an abjective for each subject and topic included

in the courses.

Page 20



We can now identify the "gap" between our training
obj ecti ves and trainees' qualifications; a gap which
has to be filled through training. The actual course

design is concerned with contents and net hods of
| ear ni ng.

Page 29

A thorough and objective evaluation of the programe

is necessary in order to i nprove and further devel op
our training efforts.

Page 33



A CURRICULUM DEVELOPMENT GROUP

The brief summary, on the previous pages, of the main steps
in curriculumwork makes it quite clear that we need a team
of well-qualified people to carry out this work. W need
people with a thorough know edge of co-operative training,
of the co-operative sector in general, of co-operative man-
agenent, law, principles and practices and of the system
and procedures for the vari ous busi ness operations of the
soci eti es. Unfortunately, it is very difficult to find
persons anong the staff of a training institute who conbi ne

all these qualifications.

To solve this problem and to ensure that close contact is

nmai ntained with "the field", nany Trai ni ng Manager s* wor k
with a committee which acts as an advisory group for curri-
cul um devel opnent - assisting the college staff generally

in the devel opnent of the training programes, checking
t hat obj ecti ves and course contents are rel evant and j ob-

oriented, helping to evaluate the courses, etc.

This is a very good idea. It will certainly help avoid the
dangers of isolation fromthe realities outside the train-
ing complex and it will also help |link the training pro-
gramme with the novenent. Therefore, sonetines we wll
refer to such a commttee, for the sake of simplicity, as

the "CD-group"” (for Curriculum Devel opment).

To provide the best possible expertise, the CD group needs

to have representatives from vari ous ot her groups, i.e.

From co-operative societies:

- sone nmnhagers, experienced and well -qualified,
sone conmittee-nmenbers, know edgeabl e and progressive.

From co-operati ve apex organi sati ons:
- sone experts on managenent of co-operatives.
From t he co-operative training conpl ex:

- the training officer in charge of curricul um devel opnent,
- sone trainers involved i n nanagenent training.

The term "Trai ni ng Manager" may be interpreted as the Prin-
ci pal or Vice-Principal of a Co-operative Coll ege, or a

chi ef training/education officer in the co-operative train-
i ng conpl ex.
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1 Job Descriptions

First of all, we have to know exactly what the job of a nanager actuat-
Zy involves. Qur first task, therefore, is to nake a jaoh analysis. W

can begin by taking a look at the job description for a manager. This
will give us the basic information about the work for which we will or-

gani se training.

If job descriptions are not avail able, or not informative
enough for our purpose, we have to see to it that proper

ones are prepared.

What are the work tasks of a Co-operative Soci ety Mnager?
Assune that we ask sonme different people about this.

- The trainer in the co-operative coll ege woul d probably
give us a rather long list, nmaybe closely related to the
cl assi cal managenent tasks of planning, organising, di
recting and controlling. This is what he | earned during
his training, and he may not have had enough practi cal
wor k experience froma society to make the training truly
j ob-ori ent ed.

- The nmenbers of the Committee are responsible for the so-
ciety's business and they should know, but their answers
to our questions nay be very general, just giving the
overall purpose of the job, which is to | ead the opera-
tions so that all nenbers benefit. And we woul dn't know
nmore about the actual work tasks.

- The nenbers woul d be able to tell us what they expect
froma good nanager and that is, of course, extrenely im
portant because they have the dual role of being both em
pl oyers and clients of the nanager. But they may still
not be able to specify the manager's work tasks "behind
the scenes".

- The manager hinself should be able to tell us the truth -
shoul dn't he? Maybe there is a risk that he will stress
t hose tasks which take up nost of his time, while forget-
ting those which are equally inportant for the devel op-
nment of the society, but which he never finds the tine
for.



Atask for the CD group

So, the conclusion is that we ought to ask not one but
several people if we want to | earn about the work of a
manager . W can see i mmedi ately that our CD- group can
contribute in a neaningful way. Why not ask the group to
prepare for us a typical job description for a society

manager ?

| . I R

The job description should first state the function and the
obj ectives of the job in clear and specific terms, and it
should then list all the duties of the nanager. The state-
ments of duties should be of the follow ng type, expressing
what the manager will actually do:

Prepari ng plans and financi al budgets for the proper
devel opnent and operation of the Society.

Organi sing and i npl enmenti ng procedures for collecting
and buyi ng produce fromthe menbers.

Mai nt ai ning records of all inconme and expenditures; etc.

The job descritpion should contain all the duties/ respon-
sibilities of the nmanager. Al though the duties of nanagers
of various types of societies may differ, we can use the
"prototype job description"” which the CD group has prepared
as the basis or the starting point for our further analy-

Si s.
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2 Job Specifications

The job description tells us the function and the responsibilities of
the job, but maybe not so nany details on the actual work tasks. In
a further job specification we have to list all the tasks and al so what
skills and know edge the managers need to fulfil these tasks.

Mxre work for the CD group

Also in this case we should ask the CD-group for their ex-
pert assi stance. Let us take, for instance, the statenent
in the job description which said that one of the duties of

t he manager is

to organi se and i npl enent procedures for collecting
and buyi ng produce fromthe nenbers.”

We need to know what actual work tasks are involved in this
duty. Furt hernore, we need to know what Kknow edge and
skills managers need to be able to performthese tasks sa-
tisfactorily, because these would then be subject to our

training efforts.

The CD-group should be asked to extend and detail the job
description in the foll owi ng way: first state the duty,
then the tasks involved. For each task they should Ili st
what know edge , skills and attitudes the nanagers need.

An exanpl e is shown on the next page.



Ext r act
Manager .

froma Job Specification for

G.- 10

a Co-operati ve Soci ety

Duties/responsibili-
ties and tasks

Knowledge

Skills

1.3

TO ORGANISE AND IMPLE-
MENT PROCEDURES FOR
COLLECTING AND BUYING
PRODUCE (COFFEE) FROM
MEMBERS.

1.1 Select the most
sultable system for
collecting and buy-
ing produce.

Establish "Collec-
tion Centres".

1.2.1 Select loca-
tions for
collection
centres.

Organise col-
lection cen-
tres.

Instruct the
collection
centre staff.

Collect and buy
produce.
Inform mem-

1.3.1
- bers about
collection.

Receive and
grade the
coffee.

Weigh.

Record and
pay.

1.3.5 Organise dis-
patch to de-

pot.

etc.
etc.

Alternative systems.

The area - geography
and population.

Buying procedures.

Buying-procedures.

Communication methods.

Grading classes for
coffee.

Weights and measures
requlations.

The buying price.
The recording system.
The cash control sys-
tem. '

Produce handling.
Transport requlations.

Physical and finan-
cial planning.

Work planning.

Analysing maps and
statistical informa-
tion.

Instructional tech-
niques. '

Instructional tech-
niques.

Work planning.

Assessment of coffee
quality.

Use of scale.

Issuing purchase
dockets.

Keeping purchase
journal. ,

Cash handling.

Supervising.




heck with ti : i cul ~ui d

When the CD-group has concluded this work and specified the
wor k tasks of a manager they may want to check with the
Curriculum Guide to see if they have onmitted (by m stake)
any duties and tasks (with correspondi ng skills and know
| edge) which are included in the CGuide.

It is not recomended, however, to use the Guide as a too
in the actual job analysis, or to followits outline. Al-
t hough the nenbers of the group nmay be well - experi enced
they may be misled by the the Curricul um Gui de and not give
a true specification of the work of a | ocal manager, in-
cluding instead criteria fromthe Guide which in this

specific case may be irrel evant.

The main reference

No doubt, the CD-group will have a hard job goi ng through

all the duties of the nmanager and anal ysing all his work
t asks. Once prepared, however, the docunent will be extre-
nely useful and will serve as the nmain reference for those

in charge of organi si ng and desi gni ng trai ni ng progranmnes.



3 TheTrainees

The trainees must have a certain background of educati on and/or work

experience. For each training programme we have to establish entry

conditions for the trainees.

In other words - wWho are we to recruit for training as man-
agers of the co-operative societies? This question is very
inportant and will have a direct influence on our general

trai ni ng policy.

oo

In nobst countries, co-operative training colleges offer
nmanagenent training to two different types of "target

groups”.

One group cones directly fromthe secondary schools. These
young trai nees are used to formal school studies, but they
have no practical work experience. The ot her group con-
sists of people who are already working in co-operatives.
They seem to be the opposite type: al t hough t hey have
"field experience" nmany of them have not been to a school

or a training course for many years.

It goes wi thout saying that the trai ning progrmes for
these two "target groups"” nmust be different. Bot h cat -
egories are inportant and necessary for the devel opnent of
t he co-operatives - young school -l eavers and adult, expe-
rienced trainees. It is up to the trainers to be sensitive
to the differences in training needs between these two
groups so that we do not risk drifting into sone kind of
routine-li ke design of training programes, nore or |ess

simlar for all managenent trai nees.
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Qoviously, it is nmuch easier to conduct a training pro-
gramme if the group is honbgeneous, i.e. all the trainees
are nore or less on the sane |level with regard to educati o-
nal background and know edge. It is therefore reconmended
t hat separate courses be organi sed for these two groups
and, as a general rule, to establish fixed entry conditions

for every course.

-

"Entry conditions” are statenents of the skills, know edge
and attitudes that the trainees should have when they hegin
trai ni ng. If we succeed in selecting people with the
"right” qualifications, and if we succeed in getting hono-
geneous groups, then our work in training centres wll
becone nmuch easier. In other words, and this is inportant,
t he chances of the trai nees achi eving the training objec-

tives will greatly increase.

There are many ways in which we can establish the | evel of

capability and the attitudes of those applying for train-

i ng.

Trainees with no field experience

The school -1 eavers can present a certificate. It shows how
well they nmanaged to assimlate the courses in the secon-
dary school, but it says not hi ng about their outl ook and
i nterests. Do t hey know enough about co-operative busi nees

to be able to decide on a career in this field? It nmay be
worthwhile to spend sone tine i nform ng them about this
wor k and then discussing their views and expectati ons about
t he future. Such di scussions/interviews will help us to

sel ect suitabl e trainees.
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In addition to the certificates and the interviews we nay
need to construct sone other fornms of "pre-tests" for the
pur pose of finding out the capabilities and attitudes with
the help of the Qurriculum GQiide and the Jaob Specification
previ ously prepared by the CD group. However, if they are
to be reliable and of sone practical use, the construction
and i npl enentati on of such tests require special qualifica-

tions of the test organiser.

Trainees with field experience

Wien we recruit adult participants direct fromthe co-oper-
ati ves we often face sone practical problens. W may fi nd

that the trai nees' educati onal backgrounds vary consi der -

ably. Sone will have great difficulty in studying topics
involving arithnetic, and techni cal | anguage, for in-
st ance. Still, they may have good | eadershi p potential and

have a natural talent for understandi ng busi ness concepts.
It would not be wise to exclude them fromthe training pro-

gr anmes.
Ve are well aware of the problens involved in teaching
het er ogeneous gr oups. The best solution of course is to

have separate courses for participants at different | evels
as far as their study capabilities go. Adequate tine can
t hen be given to those who have, for instance, problens

with arithnetic.

Consequently, we need sone formof trainee pre-testing to
allow the formation of honbgeneous  groups. However ,
speci al care should be taken not to exaggerate the use of
tests when dealing with adult trainees. Any test can be an
upsetti ng experience. Wien using a test nmake it clear that

the purpose is only to facilitate learning | ater on.
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Recruitnent procedure

Concl udi ng, we now know that it is very inportant to:

a) state "entry conditions" for each training progranme;

b) organi se an efficient recruitnment procedure for each

trai ni ng progranme (including detail ed applications,

terviews, tests, etc.) which nake it

i n-
possi ble to deter-
m ne which applicants neet the entry requirenents.



4 The Training Scheme

The previous analyses will help us to frame out the structure of the

total training schene and to state the overall aim of the programe

as well as the aimof each separate course included.

The aimof institutional training

W have to renenber that we train for a specific job, and
that npbst of the training takes place on-the-job. What we
can offer in the training institute is the necessary com
pl enentary training of a nore theoretical nature. The main
probl em faci ng the trai ni ng manager and his training staff
is the designing of programmes which conprise those train-
i ng conponents which are difficult to include in the train-
i ng on-the-job. Still, our training courses must be highly
j ob-ori ent ed. Every sessi on should have the purpose and
effect of-helping the trainee to apply effecti ve managenent
techniques in his daily work, to i nprove his performance on
t he j ob.

CQur next task is consequently to select fromthe Job Speci -
fications those natters which should be subject to training
in the institutional progranmre. The contents of these
courses nust be based on careful assessnent of the need for

trai ni ng.

Sone matters nmay be i ncluded in an "el enentary course",
others in a "continuation course”, etc., and there may be
sone nmatters that are so i nportant for co-operative nanage-

nent that they are al ways i ncl uded. On t he ot her hand,
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there nay be others which are never brought up in the in-

stitutional course, because they are trained on-the-job.

In this way we will be able to determ ne the contents of
each separate course, and we can fornmul ate the general aim
of each course and see how all courses match together to

formthe total training scheme.

Career possibilities

A single course should always formpart of the total system
f or devel opnent of personnel. The enmpl oyees shoul d know
t hat there is the possibility of a career within the

co- oper at i ve novenent.

Successful conpletion of one training course and additi onal
experience in various fields of work should open the possi-

bilities for partici pation in nor e advanced traini ng

courses and nore responsi bl e positions.

A task for the CD G oup

The CD-group should assist the training manager in the im
portant task of deci di ng which subject matters shoul d be

i ncl uded in the various trai ni ng courses.

Wor ki ng fromthe Job Specifications, they should recomend
which matters should be included in the trai ni ng program
mes. Each matter could be given a "weight" or ranking or-

der related to its inportance.

Thi s procedure should be repeated yearly as a routine eva-
luati on task. The CD-group could well benefit fromthe ad-
vice of sone relatively "new' nmanagers in this respect.
They woul d be able to tell what subject know edge they had
m ssed nobst since they graduated fromthe coll ege, and they

coul d suggest i nprovenents to the present curricul um



5 Training Objectives

Havi ng deci ded the aim of each course we have to determine nore pre-
cisely what we want to achieve, and set an ahjective for each subject

and topic included in the courses.

If we prepare objectives, and if we check up to see if
t hese objectives are reached, we will have the training si-
tutati on under control. This is why it is so inportant to

prepare realistic training objectives.

But why not use the Job Specifications, prepared by the ex-
perts in the CD-group, as training objectives? There we
have precise statenents of what the trai nees should be able

to do.

Yes, that is what they should be able to do when they are

conmpet ent managers. But it would not be realistic to be-
lieve that we could bring our trainees up to full nanage-
nent conpetence i medi ately. So we cannot use the job

speci fications, as they are, as training objectives for any

si ngl e course.

W need to specify objectives for each subject and topic
i ncluded in the courses. It is inmportant for training
designers to be able to wite objectives in clear, unanbi-
guous ternms, so now we W ll discuss briefly the techni que

of preparing objectives.

bj ecti ves shoul d be expressed in "active" terns (behav-

ioural terns).



Therefore, a statenent should begin |like this:

"At the end of the training programme the | earner wll

be able to ..... "
or

“The training will enable trainees to ..... "

and an active verb should follow imediately. It is
very inportant to choose a verb which gives a clear and
preci se indication, both to the trainer and to the trainee,

as to what the end result of the training should be.

Below is a list of useful verbs to be used in this respect,
and two verbs which should not be used because they are too

vague and open to many interpretations.

DO NOT USE THE USE THE FOLLOWING VERBS

FOLLOWING VERBS

to appreciate, be to analyse, assess, break down,
aware, know, choose, classify, combine,
understand, etc. compare,, conclude, construct,

contrast, defend, define,
demonstrate, derive, deter-
mine, differentiate, discuss,
evaluate, explain, find, for-

. mulate, i1dentify, judge, jus-
tify, list, name, organise,
recognise, select, show, state,
summarise, write, etc.

Use neasurable objectives

One reason why we need these precise statenents is that we
can then neasure nore easily whether we achi eve the objec-
ti ves or not.

Let us take sone exanpl es:

hjective: "At the end of the training programmre the trainee shoul d
know the inmportance of quality control."

What does this nean? Does it mean that the trai nee has
achi eved the objective if, at the end of the training, he
can say: "It is very inportant to control the quality of

the produce...."? O does it nean that he nust know every-
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t hi ng about quality control? The statenent is too vague.
In fact, we nmay want the trainee to be able to grade the
produce at the end of the training programme. So why don't
we say so, using the active verb grade:

hjectiver "To enable trainees to control the quality o f the produce

and grade the produce according to the Regul ations of the
Mar ket i ng Board. "

This is precise, and through tests we can check if the
trai nees achi eve the objective.

Anot her objective: "To enable trainees to appreciate the role o f the

Co- operative Union."

This he can easily do, with the slightest know edge of
Uni on activities and he can thus claimthat he has achi eved

t he objective, but could he claimthe sane if the objective
were fornmul ated |i ke this:

hjective: "To enable trainees to explain the organisational struc-
ture of the Co-operative Union, to describe its three
mai n functions and to list six types of services which
he, as nanager of a primary society, can demand from
the Union."

Wth a statenent |like the latter one we will have no pro-
blens in finding out if the trai nees have achi eved the ob-
jective, because it is neasurable. In a test we can sinply
check if the trainees are able to do what is prescribed in
t he obj ecti ve-statenent. If we had used the word "to ap-

preci ate” we would not know how to nmeasure.

There are al so other reasons for preparing precise objec-

tives...

Let us suppose that a teacher has been given the respons-
ibility of teaching Stock Control, and the objective has
been fornul ated li ke this: "to enable trainees tao appre-

ciate the inportance of a good stock control system "




Well, we may believe this teacher if he clains that his

trai nees have achi eved the objective after an interesting

20 mnute |lecture - "they appreci ate stock control already

no need for nore lecturing..."

Suppose that the objective is fornmulated |ike this instead:

"to enable trainees to plan and inplenent an effective sys-

temfor stock control Now, we should not be surprised if

the trai ner says that he needs si x hours of classroom work
and half a day of exercises in a store-house to teach this

topic, because this is sonething conmpletely different to

the first objective.

Let us, for a nonent, play with the i dea of havi ng no
speci fied objectives at all for a training progranme.
"Managenent training" - that is all we have in m nd. )
woul d certainly create a ness in the training situation.

Suppose, for instance, that the Field Oficers have spent a
lot of tine training the managers i n book-keepi ng on-the-

job and then we cone in with the sane topic, but teaching
it differently. This could only result in confusion.
Suppos' e that one trai ner tal ks about his favourite topic
"budgeti ng"” for nmany hours, and then another trainer takes
up the sane thing under his topic "Financial Managenent” in

t he next sem nar, what a waste of tine and noney!

So, there are two main reasons why we should try to fornu-

|l ate the training objectives in precise, behavioural terns:

a) W nust be able to neasure the training results and
check if we achi eve the objectives. This we cannot do

if the objectives are expressed in vague terns.

b) For pl anni ng and co-ordi nati on purposes we have to de-
cide what is to be covered in the vari ous courses by

each trainer. If the objectives for each topic are
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clearly expressed, there is no risk for overl appi ng or

excl udi ng i nportant matters.

H | - i cul i d

Al though it will require | engthy di scussions, the efforts
to prepare the objectives for all topics are i ndeed wort h-
whi | e and necessary.

MATCOM s Curri culum Gui de has been prepared as a neans to
facilitate this work. However, as its nane indicates, the
Curri cul um Gui de shoul d be considered as a guide only, or
as a resource docunent for the preparation of training ob-
jectives and the devel opnent of curricul a. Al t hough the
Gui de as a whol e could be said to cover the know edge,

skills and attitudes necessary to satisfy nbst nmanageri a

job requirenents in a co-operative, we cannot, of course,

pr epare our training objectives on the basi s of t he
Quide.... only on the basis of the real, |ocal situation

and the actual training needs.

The responsibility for setting the objectives rests mainly
on the trainers in the CD-group. They will eventually im
pl ement the courses and they know best what they thensel ves
can achieve as trainers. As a basis for their discussions
t hey have the job specifications previously prepared by the

CD-group, with the requirenents for skills and know edge,
and the lists of matters to be included in the training
cour ses. Each proposed requi renent has to be scrutinised,

and correspondi ng and realistic training objectives have to

be prepared. The Curriculum Guide will provide ideas and

can be used as a checkli st.

Be realistic and critical

The Curricul um Gui de proposes objectives for a great nunber

of topics, and it is likely that anong those we will find



the topics which we have included in our training program

nes. It is not at all certain, however, that all the pro-
posed obj ectives are usable in our situation. Not e t hat
the Gui de proposes only one objective for each topic. we

may prefer to nodify the proposed objective, dependi ng on

whi ch group of trainees and which training progranme we are

actual |l y pl anni ng.

Thi s neans that we have to be very careful when formul ating
t he obj ecti ves and not accept everything proposed in the
GQui de without criticism. The foll owi ng three paragraphs
illustrate sone situations where it is necessary to nodify

t he proposed objectives.

W know the utlimate job requirenent , but should we set the
Lraining objective equally high? For instance, the job re-

qui rement may be:

Know edge: St orage requirenent for grains.

Skills: Super vi si ng storehouse work. Control of the
st or ehouse.

What t hen should be the training objectives for our pre-
service course? The Curricul um Gui de gives us ten rel ated
topics with correspondi ng obj ecti ves. Shoul d we i ncl ude
themall? O can we accept a | ower standard at the end of
the pre-service course and hope that experience and on-the-

-job training will inprove the standards?

Shoul d we deal with storage of all possible types and for

different crops? Topic 10.4 in the Gui de proposes that we

shoul d .enabl e trai nees to select the nost effective

. :

which they operate " Maybe we should save tinme by teaching
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only about one system the system comonly used in the

r egi on?
Constraints - linmted training resources
If we consider our training resources, can we al ways

achi eve the proposed objective? Take this job requirenent,

for exanpl e:

Know edge: Damage caused by pests. Ef fects of pesticides

Ski 11 : Pest prevention and cure. Use of pesticides.

The obj ective proposed for topic 10.9 in the Guide my well

cover this job requirenent. But can we teach this? Do we

have a trai ner who has know edge and experience in this

field? Or can we arrange for a specialist to cone to the

Col | ege and teach this topic? If this is not the case, we
shoul d not set the objective so high. However, the trai-
nees still need this know edge and skill, so we have to

make sure that they receive the appropriate training in
sone ot her way (maybe t hrough the Agri cul tural Extension

Oficer).

Anot her exampl e: Aut horiti es have deci ded that a speci al
uni form system shoul d be applied all over the country for
certain returns and reports. This system should definitely
be taught in the managenent courses, according to our CD
group. However, there is nothing about this in the Curri -
cul um Cui de. A special new objective has to be witten.
This is an exanple and a warni ng that the Curricul um Gui de
cannot be taken as a guarantee for the coverage of every-

t hi ng i nportant.



Rel evance

We have nentioned three different reasons why it is not

al ways possi ble to adopt the objectives directly fromthe

Curriculum Gui de. There are other reasons as well. To cut
it short: al t hough the Curri cul um Gui de provides a frane
for the work, it is extrenely inportant that teachers and

trai ni ng organi sers scrutinise the proposed objectives for

rel evance to their own situations.

lLnvolve the CDgroup

The task of setting the objectives should be carried out by
the traini ng manager and the trainers. As an extra neasure
of control, however, it is recomended that the final [|ist
of topics and objectives be presented to the CD- group for

di scussi on.

The group should use the sane working material as the
trai ners used for this purpose, that is, the job
speci fication plus the Curricul um Gui de. They can then
conpare the objectives prepared by the trainers with the
Curri culum Gui de and they can assess, fromtheir point of
view, the judgenent of the trainers. As a result, they my

recommend sone i nportant inprovenents before the Curricul um

is finalised for the actual course.

Term nal tests

At the end of a training programme we w || neasure whet her
or not the training objectives have been achi eved. The
tests to be used for this purpose nmust, of course, reflect
t he obj ectives of the course. For this reason, therefore,
it is a good idea to prepare the term nal tests now, while
we are preparing the objectives. Once again we will notice

t he i nportance of having the objectives expressed in such a
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way that they can be neasured. It is not always possible,

nor easy, to express the objectives in behavioural terns.

It is especially difficult to nmeasure changes in attitudes,

soci al skills and opini ons. However, it is inportant to

try. It is only in this way that

we can honestly neasure
whet her or not

trai ni ng has been successful.



6 Course Design

We can now identify the "gap" between our training obJ ectives and trai-
nees' qualifications; a gap which has to be filled through training.
The actual course design is concerned with contents and methods of

| ear ni ng.

For the trainers it nmeans that the planning and | ong-range
pr epar ati ons have now been concl uded and the tine has cone
for nore concrete, practical work - the design of the

trai ni ng sessi ons.

This work i nvolves a few interrel ated probl ens: what should
the contents of the sessions be, in what arder should the
matters be presented, which training nethods should be used
for various matters, how nuch time is needed for each to-

pic, etc

Each of the above probl ens requires professional attention

fromthe trainers' team- and they are all equally inpor-
tant for the end result. I n these notes we cannot el abor-
ate on the techni ques used in each case so we will just

di scuss briefly a few matters for which the Curricul um

Gui de can be used to facilitate the work.

o hod

In every training situation, the trainer is initially faced
with the problem of having to decide which particular pe-
thod should be used, taking into consideration the subject
content which has to be taught, the people who have to
learn and situation in which this teaching and | earning ac-

tivity is to take pl ace.



There are nmany net hods and techni ques avail able to the
trainer for this. Not all of them however, are equally
effective in reaching the different training objectives.
We know, for instance, that the |lecture nethod is quite
useless, if we want to teach and train a gkjill , but that a
good |l ecture filled with ent husiasm could be quite effec-
tive in changing attitudes . Al trainers are famliar with
the fact that nost trainees can listen to a |l ecturer with
concentration for only a few mnutes at a tine. Still
nost trainers try to transnmt new know edge by using | ong

| ectures.

G oup di scussi ons, case studi es, business ganes, denonstra-
tions, role-plays - there are many ot her techni ques which
are occasionally used i n nanagenent trai ning. Each net hod
and type of material has its specific characteristics and
f eat ures. Unfortunately, we do not have any kind of guide
which tells us how to nake an accurate selection fromthe

avai l abl e i nstructi onal net hods and materi al s.

W have to base our selection on the basic facts we know
about the | earni ng process. One of the nore i nportant
facts is that trainees learn best if they are jnvolved in

t he process, and are not just passive listeners.

The CURRICULUM GUIDE contains proposals for | ear ni ng
nmet hods for each topic. Mbst met hods proposed are of the
"participative" type. They consi st of group exerci ses,

case studies, rol e-playing exercises and so forth.

Wth these nethods the trai ner becones a "facilitator"” of
|l earni ng rather than the traditional | ecturer, and the
trai nees becone actively involved in the traini ng process

i nstead of being passive receivers of information. Parti -
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ci pati ve | earni ng net hods, which are problem centered and

j ob-ori ent ed, cal | upon the trainees’ own experiences.
They can, in a very realistic way, refl ect the trainees’
act ual work  situations - in this case, co-operative
management .

Such net hods do, however, require well -prepared training
mat eri al . In many cases the trainers thenselves require

trai ni ng before using participative nethods in their teach-
i ng, and even the students need to be prepared if they have
t he preconceived idea that learning is just "listening to a
| ecturer™. However, these requirenents need not deter a
trai ni ng nanager from appl ying participative nethods in his
trai ni ng progranmmes. He should try to make provision in
his planning for the training of trainers and for the pro-

duction of participative training materi al.

MATCOM has produced training naterial along these |lines for
several of the subjects included in the Curricul um CGui de.
The nmaterial is presented in "Trainer's Mnual s", including
"session guides" for all sessions, all the necessary hand-
outs for case studies, etc. Each Manual covers one whol e

subj ect as outlined in the Curricul um Gui de.

Lesson pl anni ng

There are several ways in which a trai ner can nake use of
the Curriculum Guide in connection with his own "l esson

pl anni ng".

Al ternative 1:

The trainer consults the GQuide for the actual topic. If

t he objective is in accordance with his own plans, he may



use the proposed | earni ng net hod. *

*The trainer will not find any detailed |l esson plan in the
Gui de, just a brief outline of one possible nethod. The
t eacher has to work out his/her own | esson plan. As al ways
when preparing | esson pl ans, one has to consider the comon
probl ens of notivation, feedback, variation in the | esson,
proper timng of various parts of the | esson, preparation
of the material, tests, control, etc.

Al ternative 2:

If MATCOM has published a Trainer's Manual on the actual

subj ect, the trainer may study how t he sessi on has been
prepared and how case studi es and other nmterial have been

desi gned. He/she will find a rather detail ed | esson plan
[session guide) in the manual. Fromthis nmaterial he can
choose what ever he/she finds useful. The material wll fa-

cilitate rather than substitute for his own pl anni ng.
Still, he/she has to check up his/hertimng, adapt and pre-

pare all needed material, etc.

Alternative 3:

The traine'r scrutinises the MATCOM Manual on the actual
subj ect and decides to run it in whole or in part, as sug-
gested in the Manual. Again, he/she has to nmake the neces-
sary "l ocal adaptation"” and certain preparation but his/her

work will be nmuch facilitated through avail able materi al



7/ Evaluation

A thorough and objective evaluation of the programe is necessary in

order to inprove and devel op further our training efforts.

Tests and ot her evaluati on neasures will show whet her or
not trai nees have achi eved all the objectives at the end of
the trai ni ng progranmme. If they have, the programme has

apparently been functioning as pl anned and has been suc-

cessful. |If they have not succeeded in reaching all the set
obj ecti ves, we should not condemn the trai nees, instead we
must try to find out what we did wong. Is the fault in

t he met hods we use, or did we perhaps set the objectives

unrealistically high fromthe begi nni ng?

This final step in the training process shows again how im
portant previous planning is, especially the preparation of
obj ecti ves. They will help us keep on the right track

t hrough the training process, nake it possible to neasure
the result of the training and i nprove the progranmes on an

on- goi ng basi s.

lnvolve the trainees

Al the work we devote to the preparati on of objectives for
each session (and for the whol e programe) should not pre-
vent us from both di scussing the objectives with the trai -
nees and bei ng sensitive to their opinions about the pro-
gr anme. The obj ectives and the programe nay have to be
adjusted in accordance with their w shes and this should be
| ooked upon as a nornmal eval uati on process, which wl|
hopefully lead to better programes in the | ong run. We
nay al so have to nodify the objectives during the course of

the trai ni ng programme because of sone errors we have nade
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earlier on in the planning process with regard to, for ins-

tance, selection of trainees or tinme planning.

Note that this type of interaction and student participa-
tion is difficult to achieve in an effective way if there

are no firm plans fromthe begi nni ng.



IN-SERVICE COURSES

In the previous chapters we have dealt with pre-service

trai ni ng programmes, programmes which trai nees are supposed
to go through bhefore they take up their posts as nmanagers
of co-operative societies (although sone of them nay be

working in a co-operative already when they are enrolled to

a managenent course).

In the field of managenent, however, one will never be
"fully trai ned". Trai ni ng should be a conti nuous, life-
|l ong concern for co-operative nanagers. There are several
reasons: the managers nmy have failed to | earn sone i npor-
tant matters in the pre-service course (the course itself
nay have been bad!), new techni ques and operati onal systens
are being i ntroduced, sone type of problens seemto occur
regul arly, the business may grow and the nmanagenent nmay

need specialists, etc.

Therefore,, it is one of the training nanager's responsibil -
ities to identify the trai ni ng needs of co-operative nman-
agers on a continuing basis, and to arrange [n-service

training for them as required.

A problem for the traini ng manager, however, is to find an
effecti ve technique for the training needs analysis. It is
not enough to identify shortcom ngs in the perfornmances of
the co-operatives, it is equally necessary to find the
reasons for such shortcom ngs. Sone of them can be rene-

di ed through training efforts but not all.

To obtain reliable informati on about possi bl e training
needs, we have to use different nethods and work wi th

several people in the environnent of the nmnanagers.



I ntervi ews, discussions and questi onnaires shoul d be used
to pinpoint possible training subjects. The job specifica-
tions (see Step 2) may be the nmain reference and used as a
basi s for questionnaires and i ntervi ews. These nust be
carefully structured and prepared to provide i nformati on
about any problens and the tasks which the nanagers find it

difficult to cope with

The questions should be directed both to the managers them

sel ves and to the persons they work with, such as conmmttee

nenbers and advi sers (co-operative officers, inspectors and
audi tors).
If it is not possible to nake direct contact with all man-

agers in a region for a training needs analysis of this
type, it is necessary to select a representative sanple for
a2 survey, on which decisions regarding in-service courses

can be based.
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DOCUMENTATION

The work carried out in every "step" of the curricul um de-
vel opnent process will, of course, be docunented, and a
consi derabl e anount of paper will certainly be produced.
But the inportant resulting docunent is the actual curricu-
Lum describing the total training schene and the syllabus
for each separate course which outlines the objectives and

contents and the tine allocation for each subject included.

Al ready after Step 4 we coul d have presented a curricul um
outli ne; the structure of the schene and the subjects in-
cluded i n each separate course had then been deci ded. But
at that tinme we were not sure about the duration of each
cour se. This is very difficult to assess until the actual
desi gn of each training session has been done, which re-
qui res further analysis of the subject-matter contents and

choi ce of the nost suitable and effective | earning nethod.

A tentative allocation of training tinme can, of course, be

done earlier, but it is generally advisable to del ay publi -

cation of a detailed curriculum including tine all oca-

tions, until all planning has been conpleted by the trai-
ners.
Contents, fornmat

VWhat i nformati on should the curricul um docunent provi de?

The docunent can be used for a variety of purposes. The
nost i nportant purpose is to help trai ners organi se and
conduct courses according to plans and set objectives, to
co-ordinate their work and to prepare final tests and eva-

|l uati ons of courses. The docunent, as a general descri p-



tion of the programe, will also be useful in public rel a-
tions work and it nay be used to "sell" the courses to po-

tential trainees.

It may be wise to give the docunent different formats and
styles for different purposes. The conpl ete docunent with
all the detailed information is, of course, needed by the
trai ners, whereas the information to the general public and
potential trainees should be presented in a nore "popul ar”
styl e, preferably as part of the "Coll ege Prospectus",

whi ch has to be attractive, well-desi gned and easy to read.
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Introduction

This list provides a source of advice on books for further
readi ng and study by users of the MATCOM series of training
manual s and sel f-study bookl ets. It is intended both for

t eachers who are runni ng courses based on the nanuals, and for
course partici pants.

It will be appreciated that a reading list of this kind has to
be highly selective. There is a vast quantity of books avail -
able in the world market and, even given restriction to the
topi cs covered in the MATCOM nanual s and to the English | an-
guage, a conpiler could only hope to see and be aware of a
conmpar atively small nunber. The list is also deliberately
restricted to a sel ection of books judged to be relevant to
the interests of users of MATCOM publicati ons. The books i n-
cluded fall into two main groups. Several are concerned with
general theory and practice of subject areas such as nanage-
nent, econonics, and marketing - these are i ntended for back-
ground readi ng and study by those wi shing to go deeper into a
subj ect . The second group consi sts of books and nmanual s of
practi cal guidance in specific topics.

The criteria used in naking sel ections were:

[a) books that would be fairly readily available in nbst coun-
tries, or could be ordered through the normal conmerci al
channel s;

(b) books that are relatively inexpensive - for this reason
paper back publicati ons have been gi ven preference;

(c) books that are up-to-date and in print and, it could
reasonably be assuned, would be likely to remain so for
the next three to five years;

(d) books that woul d be useful additions to the library of any
Co-operative college or training institution;

(e) finally, and nobst significantly, books which would be

rel evant to the circunstances, needs and i nterests of
users of MATCOM manual s.

HOW TO USE THE 11 ST

The list is divided into sections according to topic with a
"m scel | aneous" section at the end.

Each i ndividual entry is laid out as follows. The title of
the publication is followed by the nane of the author(s).



Details are then gi ven of nunber of pages, type, price, nane

of publisher, year of publication, and ISBN in that order. In
sone cases one or other of these details may not be given
because they were not avail able or are not applicabl e. For

exanpl e, sonetines no author is identified, and not all publi-
cations carry an | SBN nunber. A list of nanes and addresses
of the publishers included is given on page XX

Apart fromthe publications on this list, and others which are
avail able frominternati onal sources, readers should find out
what suitabl e publications m ght be available from sources in
their own country. Gover nnent departnments, uni versities,
banks, research institutes and other agencies all issue publi-
cations fromtinme to tine, sone of which my not get into
general distribution but are available if applied for. WMate-
rial prepared and published in your own country obvi ously has

an i nportant advantage with regard to | ocal conditions. A
little research may well reveal | ocal publications in your
field of interest of which you were previously unaware. A
Gover nnment or university librarian would be a useful source of

such i nformati on.

bl i .

The books and manual s publi shed by MATCOM are not included in
this list; they are presented in the Training Materials Cata-
| ogue available from | LO Publications, Geneva.



Co-operative Theory and Practice

1

ENDS AND MEANS OF CO- OPERATI VE DEVELOPMENT
S. S Puri

280 pp, National Co-operative Union of India
(1979)

A book about purpose and methods in Co-operative organisation and devel opment by one of the best Co-operative thin-

kers of the day. Drawi ng on extensi ve sources of ex-
peri ence and evi dence, including his own practical experi-
ence in several positions of senior responsibility, the

aut hor di scusses the vari ous aspects of his subject |u-
cidly and objectively. It provides inportant guidelines

for all concerned in pronoting and runni ng Co-operatives.

CO- OPERATI ON FOR SURVI VAL
K. Ver hagen

240 pp, paperback, Royal Tropical Institute
(1984) 90-6832-001-7

The sub-title of this book is "An anal ysis of an experi -
nent in participatory research and planning with snmal

farmers in Sri Lanka and Thailand". It is that and nore
in the sense that it offers a detailed strategy for Co-
operati ve devel opnent anong the rural poor - small farners
and | andl ess | abourers. The aut hor argues the case for a
"met hodol ogy of intervention" based on a strongly "parti -
ci patory" rather than the conventi onal approach to Co-

operati ve organi sati on

CO- OPERATI VES

E. Dulfer and W Hanm

620 pp, Qiller Press (1985)
0-907621-63-5



Thi s book consists of thirty-six papers presented at an
i nternati onal conference in Gernmany in 1981. The main
thenme is the problem of nmaintaining the reality of self-
hel p and self-adninistration in | arge Co-operatives using
sophi sti cat ed managenent techni ques, or in Co-operatives
whi ch are heavily reliant on state support. Its sub-title
"A conplete guide to the creation, pronotion and super -
vi si on of Co-operatives" is msleading, but many of the
papers i ncluded are very useful in their owmn right and so
t he book earns a place on the managenent shelf of any

Co- operative college |library.

OPERATI ONAL EFFI Cl ENCY OF AGRI CULTURAL

CO- OPERATI VES | N DEVELOPI NG COUNTRI ES

E. Dulfer

188 pp, paperback, FAD (1977- 2nd edition)
95-5-100203-7

A useful book which offers suggestions for evaluating the
success, or otherw se, of agricultural Co-operatives, and
di scusses the requisites for efficiency within co-opera-
tive and agricul tural devel opnent projects. It takes a
very practical and systemati c approach to the neasurenent
of efficiency in Co-operative enterprise and covers farm
ing, marketing, credit and supply operations. It also in-

cludes a section on project planning.

MONDRAGON: AN ECONOM C ANALYSI S
H Thonas and C. Logan

200 pp, Allen and Unwi n (1982)

0- 04- 334006- 7

The Mondragon group of industrial Co-opertives in the
Basque regi on of Spain has achi eved consi der abl e success
and recei ved worl d-wi de attention for its achi evenents.
Thi s book provides an i n-depth anal ysis of the econonic

aspects of the Mondragon Co-operatives and fromit draws
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| essons which could be applied in other countri es. The
aut hors gi ve special attention to financing, the operation
of the system for self-nmanagenent, and the | evels of pro-
ducti on efficiency. Publ i shed i n Co-operation with the

Institute of Social Studies at The Hague.

GUI DE TO MANAGEMENT OF SMALL FARMERS' CO- OPERATI VES
V. K. @Gupta and V. R Gai kwad
128 pp, paperback, FAO (1985)

A reissued and revi sed version of an earlier manual pre-
pared for FAO by the authors who are both Professors at
the I ndian Institute of Managenent, Ahnedabad. It is a

very conprehensi ve gui de to Co-operative organi sati on and

managenent . The title is sonewhat nmisleading in that it
covers or gani sat i onal structures for nmedi um and even
| ar ger scal e organi sations. It i ncludes sections on
financi al resources, managenent and control; conmmttee or-

gani sation, staff and work organi sati on, and busi ness de-
vel opment . It includes many tabl es and expl anatory charts

drawn mainly from | ndi an experi ence.

CO- OPERATI VE MANAGEMENT AND ADM NI STRATI ON

222 pp, paperback, 1LO (1988 2nd revi sed edition)
92-2-106319-4

This is an introductory text to Co-operative nmanagenent
and adm ni stration in devel oping countries. It focuses on
operational efficiency of Co-operatives and covers dif-
ferent aspects of Co-operative managenent i ncludi ng deno-
cratic control and policy maki ng functi ons of nanagenent,
mar ket i ng, consuner Co-operatives, transportati on and ac-

count i ng.

RL- 7



10.

11.

CO- OPERATI VE PRI NClI PLES TODAY AND TOMORROW
W P. Wat ki ns

168 pp, paperback, Hol yoake Books (1986)

0- 85195-140- 6

WIIl Watkin's cel ebrated book re-exam nes the Co-operative
principles in the light of current and future trends in
co-operati ve organi sati on and practice and their relation
to co-operative val ues, denobcracy, devel opnent, nmanage-
nent, education and training. A highly recomended book
for all co-operative training institutions as well as

co-operative officials and personnel .

ECONOM CS OF THE CO OPERATI VE BUSI NESS

Sanuel Chukwu

181 pp. Marburg Consult, Institut fur Kooperation in
Ent wi ckl ungsl andern (1990)

Thi s publication contai ns seven chapters which i ncl ude:
co-operative finance, the co-operative principles and ap-

propri ati on of surpl us.

AN | NTRODUCTI ON TO CO- OPERATI VES

T.N. Bottonm ey

67 pp, paperback, |Internedi ate Technol ogy Publicati ons
| TP (1979)

0- 903031- 63-9

Thi s nbdest publication presents the basics of Co-ope-
rative theory and practice in an easy-to-foll ow progranmed
| earning text. It covers Co-operative principles, manage-

nent, | aw and educati on and trai ni ng.

THE WORK OF A CO- OPERATI VE COWM TTEE

Peter Yeo
87 pp, paperback, |ITP (1978)

RL- 8



12.

13.

14.

Conmi ttee nenbers need sone basic know edge and skills in
order to performtheir duties effectively as | eaders and
deci si on- nakers. Thi s book is a val uabl e resource for
training comrittee nenbers in their duties and respon-
sibilities. It covers the work of Co-operative conmittees
in relation to the byl aws, neetings, appointnent of and
relations with the nmanager and staff, nenber rel ations,
wor k pl anni ng and supervi si on, financial nmnanagenent and
control, education and training - all presented in a
progranmmed | ear ni ng text. Recommended for conmittee-

menbers of prinmary and secondary societi es.

STARTI NG A WORKER CO- OPERATI VE:

SCCI AL AND ECONOM C CONSI DERATI ONS

39 pp, Wirker Omnershi p Devel opnent Foundati on, (1985)
0- 88880-228-5

Based on Canadi an experience, this bookl et di scusses
wor ker Co- oper ati ve rmnenbership, co-operative eduction

personnel policy, financing and | egal aspects.

THE CO OPERATI VE WORKPLACE

Potentials and Dl emmas of Organi sati onal Denobcracy
Joyce Rothschild and J. Whitt

221 pp, Canbridge University Press (1989)
0-521-37942-3

Thi s book di scusses denpbcracy within a Co-operative orga-
ni sati on, enpl oyee participation in decision-nmaking, and

the rel ati onshi p between co-operatives and the state.

CAPI TAL FORNMATI ON | N CO- OPERATI VES:
SCOCI AL AND ECONOM C CONSI DERATI ONS
M Fulton and A Kagis

191 pp, Canadi an Associ ati on for
Studi es in Co-operation (1988)

0- 88880- 228-5



15.

16.

RL- 10

This is a collection of conference papers on co-opera-
tives, financial nmnanagenent, financing, capital formation,
capi tal investnent, taxati on, resource all ocation, wage
det erm nati on, conflict bet ween managenent boar ds and
gener al nmanagers, organi sati on devel opnent, soci ol ogi ca

aspects, workers participation and efficiency.

I NVESTMENT AND FI NANCE | N AGRI CULTURAL SERVI CE
CO- OPERATI VES
T. Turtiainen and J.D. von Pi scheke
173 pp, International Bank for Reconstruction and
Devel opnent (1986)
0-8213-0757-6

A technical report and recommendat i ons on fi nanci al
managenent and performance of agricul tural Co-operatives
i n devel opi ng countries. It exam nes their econonmic role,
econom c inplications, capital resources and i nvest nent
pol i ci es and di scusses project selection, efficiency and

profitability.

FARMER- CENTRED ENTERPRI SES FOR AGRI CULTURAL DEVELQOVENT
T.N. Bottoni ey
170 pp, paperback, Plukett Foundation (1989)

The material in this book is organised in three parts:

Part 1 anal yses Co-operati ve organi sati on as a neans of
neeting farners' needs, di scusses co-operative theory and
practi ce and anal yses the vari ous options for delivery of
services to farners. Part 2 di scusses the vari ous ser-
vices required by farnmers, the policy and technical consi-
der ati ons i nvol ved. Part 3 anal yses constraints and pro-
bl ens of devel opnent and offers sone practical suggesti ons
on how to tackle them The | esson to be drawn fromthis
book is that if well organi sed and nanaged, co-operatives

can contri bute significantly to the farner's devel opnent
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by providing himwi th essential services in a form and

manner that will directly help inprove his social and eco-
nonmi ¢ conditions - but w thout conprom sing his hunan
dignity.

17. CO- OPERATI VES AND COVMUNI TY: THE THEORY AND PRACTI CE OF
PRODUCER CO- OPERATI VES
D. H. Wi ght
118 pp, Bedford Square Press. (1979)

Thi s book provides detailed i nformati on and i deas f or
establ i shi ng and runni ng a producer Co-operative in the

i ndustrialised worl d.

Economic and Development Theory

18. ECONOM C DEVELOPMENT I N THE THI RD WORLD
M P. Todar o
698 pp, paperback, Longnmans (1989 - 4rd edition)
0- 582-04440-5

Desi gned for use in undergraduate courses in devel opnent
econonmics, this book is witten for students with a good
groundi ng i n econom c theory. It di scusses the donestic
and gl obal aspects of devel opnent probl ens and enphasi ses
the growi ng i nterdependence of the world econony. Maj or
probl ens such as poverty, unenpl oynent and under enpl oy-
nment, and | ack of capital are illustrated by factual in-
formati on and case studi es. Dr. Todaro is al so aut hor of
a recommended text-book on "Econonics for a Devel opi ng
Wor |l d" by the sane publisher, which focusses on the situa-

tion of devel opi ng countri es.



19.

20.

21.

THE DEVELOPMENT PROCESS: A Spati al Perspective

A. L. Mabogunj e

370 pp, paperback, Hutchi nson University Library (1980)
0- 09- 141341-9

The aut hor is Professor of Geography at the University of
| badan, Ni geri a. He considers that capital and nati onal
considerations play too significant a role in devel opnent
pl anni ng and the objective of his book is to present an
alternative, people - and regional -based perspective for
| ooki ng at the devel opnent process. It has special orien-
tation to African countries but is relevant to the condi -

tions and experience of all devel opi nhg countri es.

RURAL DEVELOPMENT

J. Harris (Ed.)

400 pp, paperback, Hutchi nson University Library (1982)
0- 09- 144791-7

The sub-title of this book is "Theories of peasant econony
and agrarian change". Its purpose is to provide a basis
for the anal ysis of processess that make rural societies
and economni es what they are, and the conditi ons necessary

f or change and grow h.

I NSTI TUTI ONAL REFORM AND ECONOM C DEVELOPMENT | N THE
CHI NESE COUNTRYSI DE
K. Giffin (Ed.)
340 pp, paperback, Macm |l an (1984)
0- 333-37227-1

This is a report of field research undertaken by an inter-
nati onal group of seven devel opnent econom sts. It inclu-
des much useful information, including mni-case studies,
on structure, organi sation, operating procedures, and fi-

nanci ng of many forns of rural enterprise. The objectives
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23.

24.
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of the research were to assess the |likely inpact of cur-
rent reforns on production, efficiency and accunul ation in
the countryside and to exani ne the present role of comune

and brigade | evel enterprises in pronoting rural devel op-

nment .

BASI C ECONOM C CONCEPTS FOR PLANNI NG AND DECI SI ON MAKI NG
P. H Yeo

100 pp, paperback, Plunkett Foundation (1979)
0- 85042-024-5

An i ntroduction to basic econom c theory and techni ques
rel ated to decision naking in Co-operative busi ness. Each
of the el even chapters outlines an aspect of theory and
provi des sel f-testing exerci ses to hel p devel op under -
st andi ng. A practical application exercise then hel ps re-
late theory to real situations arising from Co-operative

practi ce and experi ence.

AGRI CULTURAL ECONOM CS AND MARKETI NG I N THE TROPI CS
J.C. Abbott & J.P. Makcham

168 pp, Longnans (1979)

0582 60304 8

The book di scusses various issues involved in effective
mar keting of agriculture in tropical countries. Begi nning
with pricing, it includes discussions on devel opnent eco-
nom cs, farm managenent, and manageri al deci si on nmaki ng on

t he basis of financial analysis.

APPROPRI ATE TECHNOLOGY FOR DEVELOPI NG COUNTRI ES
WIlem Ri edijk
356 pp, Delft U P (1982)

A collection of articles on appropriate technol ogy for

wat er, sanitation and health, housi ng energy and netal -
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26.

27.
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lurgy. Al so guidelines for the managenent and eval uati on
of AT projects, and reviews of the Mondragon Co-operatives

in Spain and AT in China.

THE BAREFOOT BOOK: ECONOM CALLY APPROPRI ATE SERVI CES FOR
THE RURAL POOR

Marilyn Carr

128 pp, | TP.

1 85339 014

Expl ores the potential of "internedi ate" services for the
rural poor, using exanples in the fields of health care,
I aw, adm ni stration, econoni cs, banki ng, managenent ,

craft, nechanics, buil ding and geol ogy.

HOW TO RUN A SMALL DEVELCOPMENT PRQJECT
A "Geneva G oup"

44 pp, | TP (1986)

0- 946688-47-8

W11l help the managers of devel opnent projects to design
and panage. their projects well, in particular by em
phasi si ng the i nportance of forward pl anni ng. Covers both
starting up and runni ng proj ect s, and wor ki ng with

Nort hern partner organi sations.

ONE HUNDRED | NNOVATI ONS FOR DEVELOPMENT

Sten Joste and G llis Een

80 pp, Internedi ate Technol ogy Publications (I TP/ 11 A)
(1988)

Techni cal problens require technical sol utions, but how
ever innovative the solution, it should al so be sinple,
cheap, robust and easy to maintain. Lists 100 wi nni ng in-
ventions in the 1st International | nventors Award conpeti -

tion organi sed in Stockhol m



28.

29.

30.

31.

PARTNERS | N EVALUATI ON: EVALUATI NG DEVELOPMENT AND
COMMUNI TY PROGRAMVES W TH PARTI Cl PANTS

Mari e Therese Feuerstein

208 pp, Macnillan (1981)

Desi gned to hel p those who want to nonitor and eval uate
their work. This book advocates sinple, |ow cost nethods
appropriate for community devel opnent progranmmes, and can
be used in the field by those who have no training in

eval uati on net hodol ogy.

RURAL DEVELOPMENT: PUTTI NG THE LAST FI RST
Robert Chanbers
256 pp, Longmans (1983)

The central thene is that rural poverty is often unseen or
m spercei ved by outsiders. O Chanbers argues for funda-
nmental reversals in outsider's | earning and val ues, and

proposes realistic action for tackling rural poverty.

STUDI ES | N RURAL PARTI ClI PATI ON
Amit Bhaduri'and M Ani sur Rahman
242 pp, Oxford University Press (1982)

These studies present the first phase of the ILO s work on
partici pati on of the rural poor in devel opnent. The
vari ous di nensi ons are anal ysed by case studies in the
context of a wide variety of socio-econom c structures,

spanni ng ei ght countri es.

VWHEN Al D | S NO HELP: HOW PRQIECTS FAIL, AND HOW THEY COULD
SUCCEED

John Madel ey with Mark Robi nson,

Paul Mbsl ey, et al.

114 pp, | TP (1991)

1-85339-077-1
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Much devel opnent assi stance fromrich to poor countries
has failed to get through to the poorest people, the ones
who are nost in need of assistance. Miuch official (govern-
nment -t o-governnent) aid has not even tried, but what about

the aid projects that have genuinely tried to reach the

poor est ?. Thi s book considers official aid project that
have tried to hel p the poorest. It shows that despite
such attenpts, nobst of the poorest are still | osing out -
whi ch nmeans that the global aid effort is failing in per-
haps its nbst crucial task: hel pi ng the needi est. The
book | ooks closely at such projects in Mali, the Phili p-

pi nes, Bangl adesh, Nepal and India. It probes the reasons
as to why well-intentioned projects are failing, to try
and pi npoint the exact nature of the problemand the im

plications for policy.

Management

32.

MANAGEMENT

J. A F. Stoner

670 pp, paperback, Prentice Hall International (1982)
0- 13- 54-549642- X

A very conprehensi ve book about the role and functi ons of
t he manager and the science and art of managenent, witten
and constructed in such a way as to encourage sel f-1| earn-
i ng. Many i nfornmati ve tables, diagrans and other ill us-
trati ons are included. Several case studies are used to
illustrate i ssues and situations and, for each, there is a
list of questions to help readers focus on the significant
aspects. At the end of each section there is a summary of
the main points and concepts to help revi ew and consoli -

date the material presented.
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35.

MANAGEMENT MADE SI MPLE

WF. Coventry

280 pp, paperback, Hei nenann (1978)
0-491-01001- X

A book witten for nmanagenent trai nees and others requir-
ing an introduction to the subject. It is easy to read
and covers, in a well organi sed and structured way, the
vari ous aspects of nmanagenent theory and practice incl ud-
i ng the managenent environnent, structures and organi sa-
tion, planning, marketing, production, finance, personnel,

and managenent devel opnent.

MANAGEMENT SELF- DEVELOPMENT
T. Boydel |

270 pp, paperback, 1LO (1985)
92-2-103958-7

Witten for managers who are keen to develop their own po-
tential and ready to try out new sel f-devel opnent techni -
ques. The book descri bes 26 such net hods and how to use
t hem It suggests ways by which people at all | evels of
managenent can hel p to support and encourage the self-
devel opnent efforts of coll eagues and staff. Published as

part of the |ILO Managenent Devel opnent Seri es.

BASI C MANAGERI AL SKI LLS FOR ALL

E.J. McGrath

370 pp, paperback, Xavier Labour Rel ations
Institute. (1978)

A book which is nore about self-devel opnent than busi ness
nmanagenent as such. Well (and sinply) witten it ident-
ifies the basic skills of | eadership and managenent and
shows how to apply these to nany facets of work experience

and organi sati on. It includes sections on "How to" read,
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36.

37.

38.

wite, | ear n, speak, run nmeet i ngs, teach and train,
manage, secure Co-operation from others, and generally
make the best of your tal ents. A very useful book for

anyone in a position of |eadership or managenent who wants

to i nprove his/her skills.

THE PRACTI CE OF ENTREPRENEURSHI P
G Meredith and ot hers

195 pp, paperback, 1LO (1982)
92-2-102846-1

The aut hors are professi onal managenent consultants with
experience in many sectors of trade and i ndustry in both
i ndustriali sed and devel opi ng countri es. "Being entrepre-
neurial", they say, "is having the ability to find and
eval uat e opportuniti es, gather the necessary resources,
and i mpl enent action to take advantage of these opportuni -
ties." An informative, well-witten, and stinmul ati ng book
f or managers and managenent advisers. Its three main sec-
tions cover the personal characteristics of entrepreneurs,

financi al planning and control, and using resources.

| NTERNATI ONAL DI CTlI ONARY OF MANAGEMENT

H Johannsen and G T. Page

415 pp, paperback, Kogan Page Ltd. (1977)
0- 85038-430-3

A very useful reference book. The 5,000 entries cover a
wi de field and gi ve expl anati ons of specialised terns used
in all aspects of comrerce and i ndustry. Genuinely inter-

national in its coverage. Hi ghly recomended.

EFFECTI VE COVMUNI CATI ON MADE SI MPLE

E.C. Eyre
220 pp, Hei nenann Ltd. (1979)

0-491- 02028
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A good basic man al which covers the full range of the

t heory and practice of comruni cati on in busi ness nanage-

ment . It is very practical in its approach and i ncl udes
many illustrati ons and advi ce on design of forns and docu-
ment s. The material is broken down into 27 conci sely
witten sections, with a detailed contents |ist making for

qui ck reference to particular topics and itens.

MANAGENVENT

Koontz & O Donnel

682 pp, paperback, International Student, M G aw Hill
(8th Edition, 1984)

This is a basic text on Managenent and gi ves a conprehen-
sive treatnent of the basic functions of managenent,
namel y pl anni ng, organising, |eading and staffing and con-
trolling. It is also traces the origin, evaluation and
growt h of managenent, how the theory of managenent has de-
vel oped over the years. Its treatnent is sinmple, lucid
and extensive and facilitates understandi ng of basic pro-

cess of nmanagenent.

PRI NCI PLES OF MANAGEMENT | N AGRI - BUSI NESS
Kenneth D. Duft

470 pp, Ruston Publi shing Company (A Prentice Hal
Conpany) (1979)

0- 8359-5595-8

Thi s book di scusses the application of concepts of nobdern
managenent to agricul tural business. It includes topics
li ke origin, evolution and conposition of basic manageri al
pri nci pl es, the human behavi oural aspects of nmanagenent,
financi al strategies, and nmanageri al nethodol ogies all in
relations to agri-busi ness. It al so includes suitable

questions at the end of each chapter for discussions.
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PRODUCTI VI TY MANAGEMENT: A PRACTI CAL GUI DE
J.  Prokopenko

287 pp, 1LO (287).

92-2-105901-4

Thi s text book on nmanagenent devel opnent covers produc-
tivity managenent, nanagenent techni ques, programme pl an-
ni ng net hodol ogy for productivity inprovenent progranmmes,
| abour productivity, personnel nanagenent, worKk organi sa-

tion, quality circles, and the role of the ILO Also in-

cluded in the book are case studi es and a bi bli ography.

ENTREPRENEURSHI P: A CONTEMPORARY APPROACH
A Stewart

667 pp, Dryden Press (1989)

0- 03-013639- 3

A nmanagenent devel opnent textbook coveri ng entrepreneur-
ship, enterprise creation in the USA, innovation, creative
t hi nki ng, corporate busi ness organisation, snmall enterpri-
se pl anning, financing, capital investnent, famly enter-
pri ses, nmarketing, |egal aspects, and wonen workers. The

book al so contai ns practical exercises and case studi es.

| MPOSSI BLE ORGANI SATI ONS:  SELF- MANAGEMENT AND ORGANI SATI O
NAL REPRCODUCTI ON
Y. Stryjan
199 pp G eenwood Press (1989)
0- 313-26795-2

In this book the notion of organi sati ons bei ng desi gned by
their nmenbers is linked to that of organi sati ons enhanci ng
their continuation over tine through the shaping of their
menbers' behavi ours. It devel ops a theoretical franmework
based on the exam nati on of Swedi sh personnel - owned conpa-
ni es, Anerican enpl oyee stock ownershi p plans, worker Co-

operatives and |Israeli Kkibbutzim



44.

45.

46.

47.

PRODUCT MANAGEMENT HANDBOOK: YOUR PRACTI CAL GUI DE TO
| MPROVI NG AND SUSTAI NI NG RESULTS.
R Handsconbe
234 pp, Mc-GrawHill (1989)
0-07-707082-8

A managenent devel opnent gui de coveri ng product manage-

nent, planni ng, product devel opnent, marketing, budgeti ng,

producti on managenent and auditi ng.

MANACEMENT METHODS

D. Torrington, et al.

210 pp, Institute of Personnel Managenent, London (1985)
0- 85292- 355-4

Topics in this book include organi sati on devel opnent, per-
sonnel managenent, deci si on maki ng, counselling, job de-
sign, hunman rel ati ons, work perfornmance, perfornmance ap-
prai sal, comruni cati on, accoaunti ng, planning and budget -

i ng.

MANUAL OF MANAGEMENT DEVELOPMENT; STRATEGY, DESI GN AND
| NSTRUVENTS FOR PROGRAMVE | MPROVEMENT

175 pp, CGower (1985)

0- 566- 02527- 2

Thi s book features traini ng programmes based on practices
in the United Ki ngdom and the USA. It defines a nodel of
manageri al conpet ency and | eadershi p; di scusses training
need assessnent, exani nes desi gning, | ogistical planning
and eval uation of training courses, and considers the

i npact of teachi ng nethods.

HANDBOCOK OF MANAGEMENT SKILLS
DM Stewart

577 pp, Gower (1987)

0- 566- 02735- X
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Thi s book di scusses career planning, information needs,
per sonnel nmanagenent, | eadership, notivation, | evel of
qualification, recruitnment, selection, interview ng, per-
f ormance apprai sal, counselling, office nmanagenent, opera-
ti onal managenent, pl anni ng, nmarketing, creative thinking,

deci si on neki ng, and probl em sol vi ng.

PRACTI CAL MANAGEMENT DEVEL OPMENT
J. Coates and K. Houchin
209 pp, Ninrod (1988)
185259- 054- 8

Thi s study nmanual on nanagenent techni ques in the United
Ki ngdom di scusses nmnagenent by obj ectives, perfornmance
apprai sal, experiential |earning, organisation behavi our,

and offers sanple trai ni ng progranmes.

MANAGEMENT OF ORGANI SATI ONAL BEHAVI OUR
UTI LI SI NG HUVAN RESOURCES

P. Hersey and K H. Bl anchard

474 pp, Prentice Hall (1988 5th ed.)

Anong the topics covered in this book are: | eadership,
human rel ati ons, conmuni cati ons, group dynani cs, nahager

behavi our, notivati on and deci si on naki ng.

THRI VI NG ON CHACS: HANDBOOK FOR A MANAGEMENT REVOLUTI ON
T. Peters

561 pp, Macnillan (1988)

0- 333-45427-8

The main topics dealt with in this nmanagenent devel opnent
gui de are i nnovati on, organi sati on devel opnent, organi sa-
ti on behavi our, conpetitiveness, nmarketing, sales repre-
sentati ves, product devel opnent, team work, wage i ncen-

tives, role of the m ddl e managenent, eli m nati ng bureau-



51.

52.

53.

cracy, |l eadership, role of top nanagenent, devel opi ng new

managenent techni ques, and enpl oyee noti vati on.

ACHI EVI NG CHANGE; A SYSTEMATI C APPROACH
T. Lupton and |. Tanner

86 pp Gower, 1987

0- 566-02526-4

Thi s book suggests a systenmmtic approach to organi sa-
ti onal change, which includes setting quantifi abl e objec-
ti ves, and overcom ng bl ockages within an organi sati onal
unit. It recommends setting up m xed | evel and m xed
di sci pline teans. Anpbng t he chapter headi ngs are: O gani -
sati on Devel opnent, Wirk O gani sati on, Problem Sol vi ng,

Pl anning, Oganisation Behavi our, and Team Wor k.

BEST PAPERS PROCEEDI NGS
J. A Pearce and R B. Robi nson

426 pp, Acadeny of Managenent, Col unbi a

This coll ection of papers fromthe 46th annual neeti ng of
t he Acadeny of Managenent held in Chicago, lllinois in
1986 covers a wi de range of nmnagenent topics - including
busi ness or gani zati on, ent r epr eneur shi p, or gani sati on
behavi our, organi sati on devel opnment, managenent techni -
ques, nmanagenent devel opnent, nanagenent attitudes, per-
sonnel managenent , oper at i onal managenent , the public

rector, i1innovation, research nethods and wonen wor kers.

MANAG NG FOR VALUE: A GUI DE TO VALUE- BASED STRATEGQ C
MANAGEMENT
B. C. REI MANN
247 pp Pl anni ng Forum 1987
0-912841-5
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Thi s book descri bes a process of strategi c managenent

whi ch conbi nes financial eval uation nmethods with strategic

managenent techni ques li ke portfolio planning and conpe-
titive anal ysis. It covers, anong other things, financial
managenent, pl anni ng, profitability, conpetitiveness,

efficiency, managenent attitudes and notivati on.

54. HOW TO MANACE CHANGE EFFECTI VELY:
APPROACHES, METHODS AND CASE EXAMPLES
D.L. Kirkpatrik
280 pp, Jossey-Bass (1985)

0- 87589- 759- 6

Topi cs covered in this book include industrial restruc-
turing, production planni ng, work organi sati on, noti va-
ti on, organi sati on behavi our, conmruni cati on, workers par-
ticipation, flexible hours of work, | abour productivity,

quality circles, wage i ncentives and i n-service training.

Marketing

55. MARKETI NG STRATEGY AND MANAGEMENT
M J. Baker
400 pp, paperback, Macnillan (1985)
0- 333- 32308- 4

A book issued by the Hi gher and Further Educati on D vision
of the publishers and i ntended as an advanced text for
people with fairly extensive prior reading in the sub-
j ect. It provides a conprehensive review and anal ysi s of
marketing strategy and its translation into effective po-
licies and pl ans. VWhile not intended for the beginner it
is clearly witten and could readily be foll owed by anyone
with a conbi nati on of practical experience and previ ous

r eadi ng.
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56. CREATI NG A MARKET
175 pp, paperback, 1LO (1974 reprinted)
92-2-100082-6

Thi s book provides a clear exposition of the basic princi-
pl es of marketi ng and of the detail ed procedures for ef-
fective pl anni ng and executi on of narketing operati ons.
It is witten agai nst the background of an African en-
vironnent and, in particular, the circunstances and condi -
tions in Nigeria. The book covers nmarket research and sa-
| es forecasting, the various factors concerni ng nmarketing
deci si ons, and al so di scusses the societal issues in mar-
keting strategy and the role of marketing in econom c de-

vel opnent .

57. MARKETI NG | MPROVEMENT | N THE DEVELOPI NG WORLD
J.C. Abbott and others
228 pp, paperback, FAO (1984)
92-5-101462-0

A very useful reference book and study gui de which draws
on the | essons | earned and experi ence gai ned from a w de
range of FAO projects during the period 1955-1980. It is
specifically concerned with agricultural marketing and i n-
cl udes sections on general concepts, governnent support

servi ces, staff training, the nmarketi ng of food grains,

fruits and vegetables as well as |livestock and neat,
organi sati on of agricultural inputs, and narkets. |t
includes nany illustrati ve exanpl es, issues for thought

and di scussi on, and advi ce on further reading.

58. MASTERI NG MARKETI NG
D. Foster
326 pp, paperback, Macm |l an (1985 2nd edition)
0- 333-37195- X
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MARKETI NG | N DEVELOPI NG COUNTRI ES
G S. Kindra (Ed.)

250 pp, hardback, Croom Helm Ltd. (1984)
0- 7099-1541-1

This is a collection of original articles on the rol e of
mar keti ng i n devel opnent, i ncludi ng case studies from
several devel opi ng countri es. The editor believes that
mar keti ng techni ques can and nust play a stinulating role
in both econoni c and soci al devel opnent. This thene is
illustrated by reference to experience of nmarketing action
in several countries. The book is wide in its geographi-
cal scope and effectively denonstrates the i nportance of

mar keti ng for both econoni ¢ and soci al purposes.

MARKETI NG MANAGEMENT
Philip Kotl er

792 pp, Prentice-Hall
0-87692- 354-6

This is a basic text on nmnarketi ng nmanagenent and covers
the entire -ganut of topics which cone under narketi ng,
i ncluding the role of marketing, market environnent, con-
suner narketi ng and buyers behavi our, narketing research,
nmar ket segnentati on and narketing strategies. The text is
supported by suitable cases and illustrati ng exanpl es for
di scussi on and for gai ni ng better understandi ng of narket-

i ng functi on.

MARKETI NG STRATEGY

TRAI NI NG ACTI VI TI ES FOR ENTREPRENEURS
96 pp, OEF International (1986)
0-912917-08-3

Topics included in this nmanual are nmarketi ng techni ques,
wonmen wor kers, entrepreneurs, teaching nethods, conpeti -

ti veness, conmmuni cati on and pl anni ng.
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65. MARKETI NG HANDBOOK

M J. Thomas (ED)
805 pp, Cower (1989)

This book is divided into 5 parts - Part 1 di scusses Deve-
| opnent of a Marketing Strategy; Part 2 Organising for Ef-
fective Marketing; Part 3 Devel opi ng the Product; Part 4
Di stributing the Product; Part 5 The Practice of Market-

i ng.

66. LOW COST MARKETI NG RESEARCH; A GUI DE FOR SMALL BUSI NESSS
K. Gorton and |. Doole
149 pp, Wley (1981)
0-4719-1971-3 (HD)

Thi s managenent devel opnent gui de i ncludes anong its chap-
ters, market study, data coll ecting nethodol ogy, for snall
enterprises, sources of infornmation, case studi es, ques-
ti onnai res, sanpl e surveys, code of conduct and a direc-

tory of governnent agenci es.

67. PRACTI CAL EXPORT MANAGENMENT
C. Nooan

260 pp, paperback, Allen and Unwin Ltd. (1985)
0- 04- 6582247-9

This book is intended as a guide to the practicalities of

entering international nmarkets, and as an introduction to

practi cal exporting and export managenent. It is witten
in a concise and readable style and illustrated with exam
pl es of docunentation used. It | ooks at he subject from

t he persepctive of large firms in devel oped countries but,
because it is so conprehensi ve would be useful reading for
peopl e wi shing to study the export trade and to devel op

export business in other circunstances.
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MARKETI NG HANDI CRAFT FROM DEVELOPRPI NG COUNTRI ES
B. Denbitzer
180 pp, paperback avail able from Pl unkett Foundati on

(1983)

A practical handbook to hel p organi sati ons engaged in
handi craft production in devel oping countries to get their
products i nto overseas narkets. The aut hor has been
i nvol ved i n encouragi nhg such exports and in running an im
port busi ness handli ng products from Co-operati ves and
ot her enterprises for several years. Whil e focussed on
handi craft products the advice it gives is generally ap-

plicable to other products.

Accounting

69.

HOW TO READ A BALANCE SHEET
212 pp, paperback, 1LO (2nd edition 1985)
92-2-103898- X

Since it was first published in 1966 this |ILO publication
has becone a w del y-used and popul ar trai ni ng manual . |t
is a conplete guide to understanding and interpreting a
bal ance sheet. The new edition also includes material on
the profit and | oss account and the sources and use of
funds statenent. The chapters have been shortened to nake
| earni ng easier and nore satisfying, and a final quiz re-
views the whole of the materi al. Witten as a self-

learning text it is very good for both private and group

st udy.
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AN | NSI GHT | NTO MANACEMENT ACCOUNTI NG
J. Sizer

525 pp, paperback, Pengui n Books (1983)
0- 14-080441- 2

A book witten for managers rather than professional ac-
count ant s. It describes the financial aspects of nmanage-

nent and the techni ques necessary for planning, decision-

nmaki ng, and control. It defines the concepts in sinple
ternms and i ncl udes many easy-to-understand illustrations
and exanpl es. A good introduction to the subject.

BASI C CONTROL OF ASSETS
53 pp, paperback, | CA (CEMAS) (1979)
0- 904380-42- 4

A manual whi ch descri bes appropri ate and necessary systens
for control of assets in snmall primry Co-operatives in
order to prevent or at least mnimse | oss of cash, stock
and equi pnent from what ever cause. A good practical guide
of rel evance to all kinds of Co-operative business, it
i ncludes nmany clear illustrati ons and speci nen contr ol

docunent s.

MANAGEMENT ACCOUNTI NG

T. Lucey
554 pp, D.P. Publications (1988 - 2nd edition)

Chapters in this book include Cost Behavi our, | nvestnent
Appr ai sal, and Managenent Accounti ng and Conputers. Al so
i ncl uded are case studies, self review questions and pro-

f essi onal exam nati on questi ons.

FI NANCI AL MANACGEMENT AND POLI CY
J.C. von Horne
858 pp, Prentice Hall (1986 - 8th edition)
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Thi s text book on financial nmanagenent is divided into 8
parts which i ncl ude: Foundati on of Fi nance; Short and
I nt ernmedi ate Term Fi nanci ng; and Tool s of Financial Analy-

sis and Control .

BASI C FI NANCI AL CONTROL
B.L. W senman

186 pp, paperback, Plunkett Foundation (1979)
0- 85042-020-0

The control of cash and knowi ng which part of your busi-
ness is working at a profit and which at a | oss is of
vital inmportance in good financial managenent. These
poi nts and ot her aspects of control of assets are the sub-

ject of this book. Very good advice for the manager who

wants to know how to interpret and use financial inform-
tion. The book i ncludes nmany exanpl es and exercises with
answers.

| NTRODUCTI ON TO FI NANCI AL MANAGEMENT
Lawr ence P. Shal
Charl es W Hal ey

810 pp, Mc Graw Hill, (1979)

This is a basic text on Financial Managenent. It di scus-
ses in great depth all aspects of financial managenent.
Part-1 deals wi th Fi nanci al Managenent and Goals and Hi s-
tory of finance. Part-11 deals with Cost of Capital, Fun-
danment al s of Capital Budgeti ng, R sk Anal ysis and Capital
Budgeti ng, Part-111 deals with Fi nanci al Analysis, Wrking
Capi tal Managenent i ncl udi ng Break- Even Anal ysis and Fi -
nanci al Forecasti ng and Pl anni ng. Part -1V covers Sources
of Long-Term Capital. Part-V | ooks at special topics like

Firm Fai |l ure, Reorgani sati on and Li qui dati on, Merger.
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COST MANAGEMENT ACCOUNTANCY FOR STUDENTS
J. Batty

433 pp, Hei nemann, . London

434-901121-1

Thi s book deals, at elenentary level, with the entire
field of cost accounting and control. It covers: Labour
Costing, Overhead Cost, different nethods of Costing, Bud-
getary Control, Standard and Margi nal Costing, Accounting
Records, Capital Expenditure and General Aspects of Fi nan-
ci al Managenent. It provides in a concise manner basic
aspects of Cost Accounting and Control.

Small Scale Business Enterprise

77.

SMALL- SCALE | NDUSTRY PROMOTI ON | N DEVELOPI NG COUNTRI ES
N. Ml enaar and ot hers

216 pp, paperback, Reasearch Institute for

Managenent Sci ence, Delft (1984)

90- 70995-01- 8

A collection of papers froma conference on probl ens and
prospects of snmall-scale industry in devel opi ng countries
held in 1983. The book deals with five main aspects of
t he subj ect: smal | -scal e i ndustry support systens; insti-
tution building and policy formul ati on; assisting the
smal |l entrepreneur; financing of small enterprise; and
transfer of technology. Wile of interest mainly to poli -
cy nekers and peopl e responsible for pronoting snall-scale
enterprise it is also of value to managers engaged in

smal | busi ness devel opnent.
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SMALL ENTERPRI SES | N DEVELOPI NG COUNTRI ES
M Har per and Tan Thi an Soon

115 pp, paperback, |ITP (1979)

0- 903031-62-0

Part 1 of this book is a collection of twenty-one case
studi es selected to illustrate a vari ety of business pro-
bl ens encountered in snall-scale enterprise. Each st udy
is followed by a note sunmari sing the i ssues and offering
suggestions as to possible alternative solutions. In Part
2 there is a nore general discussion on ways by which
snmal | -scal e enterprise ni ght be encouraged and support ed.

A book which offers nmany insights i nto conmbon busi ness

probl ens and ways by which they ni ght be sol ved.

SMALL BUSI NESS IN THE TH RD WORLD

M Har per

228 pp, paperback, John Wley with IT Publications (1984)
0-471-90474-0

The objective of the book is described as to "hel p those
involved in small busi ness devel opnent to apprai se what
they are doing and to neke practical inprovenents". It is
not a handbook on nmanagenent techni ques and net hods but it
provi des a useful discussion of the issues involved wit-
ten from a background of practical experience. Each chap-

ter includes a case study and references for further read-

i ng.

ENTREPRENEURSHI P FOR THE POOR
M  Har per
140 pp, paperback, | TP (1984)

Anot her book by Dr. Harper, this one being published in

associ ation with the Gernman Agency for Techni cal Co-opera-
tion. It is intended for people who are responsible for
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projetcs in devel opi ng countries, and particularly anopng

poorer conmmunities. It draws on experience of projects in
Jamai ca, Nepal, | ndonesia and India. Again nore for the
pronopters rather than practising nmanagers, it nevert hel ess

of fers hel pful advice for those directly concerned in

ent er pri se managenent

RESOURCES FOR THE DEVELOPMENT OF ENTREPRENEURS:
A GUI DE READI NG LI ST AND ANNOTATED BI BLI OGRAPHY
G Manuh and R Brown
115 pp, Commonwealth Secretariat, London (1987)
0- 85092- 305-0

An annot at ed bi bl i ography on small busi ness managenent and

ent r epr eneur shi p.

ENTREPRENEURSHI P AND SVALL ENTERPRI SE DEVELOPMENT FOR
WOVEN | N DEVELOPI NG COUNTRI ES:

AN AGENDA OF UNANSWERED QUESTI ONS

C. van der Wes and H Romjn

I LO Managenent Devel opnent Seri es

90 pp | LO (1989)

92-2-106300- 3

Publ i shed as a di scussi on paper in the | LO Managenent

Devel opnent Series, this book exam nes the participation
of wonen in entrepreneurial activities. It identifies
personality characteristics of wonen entrepreneurs as well

as those factors which are conducive to their becom ng
entrepreneurs. It discusses the obstacles faced by them
and descri bes i nnovati ve programes ai ned at assi sting and

pronoti ng wonen's entrepreneurshi p.
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83. TRAI NI NG ENTREPRENEURS FOR SMALL BUSI NESS CREATI ON
LESSONS FROM EXPERI ENCE
| LO Managenent Devel opnent Series No. 26.
I LO
92-2-106343-7

Anot her publication in the |ILO Managenent Devel opnent Se-
ries, revi ews ni ne successful training progranmes for
ent r epr eneur s. It identifies the el enents conmon to these
programes and di scusses the major issues in their design
and conduct . Topi ¢ headi ngs i nclude snall scal e i ndus-
tries in developing countries, the role of the ILO train-
ing centres, financial and admi nistrative aspects, pl an-
ni ng, curriculum and training of trainers. Case studi es
of Bangl adesh, Hawai i , I ndi a, Uganda and the United

Ki ngdom ar e i ncl uded.

84. STI MULATI NG ENTREPRENEURSHI P AND NEW BUSI NESS DEVELOPMENT
A.A. Gbb
60 pp, |LO (1988)
92- 2-106891- 9

This I LO publication designed to pronpte enterprise crea-
tion deals wth snall scal e i ndustry, entrepreneuri al

behavi our and attitudes and i ndustrial pronotion.

85. | MPROVE YOUR BUSI NESS: HANDBOOK
D. Di ckson
129 pp, paperback; 1LO (1990 - 2nd i npr.)
92-2-105341-5

Thi s nanagenent devel opnent gui de covers the foll owi ng to-
pi es: pur chasi ng, sales, inventory control, cash fl ow,
| abour costs, production costs, cost accounting, pricing,

mar ket i ng, of fice managenent , pl anni ng and pr oducti on

managenent .
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87.

88.

I MPROVE YOUR BUSI NESS: WORKBOOK

D. Di ckson

83 pp, paperback, 1LO (1991 - 3rd inpr.)
92-2-105340-7

Thi s wor kbook i s designed to acconpany "I nprove Your Busi -
ness: Handbook" which provi des gudance to managenent in
small scal e i ndustry and snall busi ness (see above). It
i ncludes hints for an "Action Programe" for busi ness

pl anni ng.

DEVELOPI NG NEW ENTREPRENEURS
226 pp, Entrepreneurship Devel opnent Institute of |ndia.
(1988)

Thi s handbook descri bes entrepreneurshi p devel opnent pro-

grames in |India. It covers the selection of potenti al
ent repr eneurs, busi ness opportunities, notivation, gui-
dance and wonen entrepreneurs. Profiles of five success-

ful entrepreneurs are included.

MANAGEMENT TRAI NI NG FOR SVALL SCALE ENTREPRENEURS | N THE
CONTEXT OF A DEVELOPI NG COUNTRY
M Zeger
277 pp, Vrije Universiteit, Amsterdam (1988)
90- 6256- 699- 5

Thi s text book explores snall-scal e entrepreneur training
needs, cultural values influencing snmall business, the ef-
fects of literacy on entrepreneurial behavi our and perfor-
mance, etc. It includes informati on on types of assi st-
ance avail able for snall enterprise devel opnent and diffi-

culties encountered in providing assistance in the Ganbi a.
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FI NANCI AL MANAGEMENT OF A SVMALL HANDI CRAFT BUSI NESS
E. MIlard
38 pp, | TP/ OXFAM (1987)

Oiginally prepared for Oxfamtrai ni ng programes in |n-
dia, this is a practical introduction to the financi al
controls and indicators vital to the prudent nanagenent of
handi craft busi nesses, including cost cal cul ati ons, pri -

ci ng, and financial planning.

I NCOVE GENERATI ON SCHEMES FOR THE URBAN POOR
Donnacadh Hurl ey
146 pp, (Oxfam 0131 GSFUP (1990)

Provi des practical guidelines to help identify initial ob-
jectives for incone generation interventions, to try to
ensure naxi mum proj ect sustainability and to encour age
agenci es to exam ne their capacity to support these eco-

nom c proj ects.

JUST FOR STARTERS: A HANDBOOK OF SMALL- SCALE BUSI NESS
OPPORTUNI TI ES
Al an Bol | ard
208 pp, | TP (1984)
0-903031-94-9

A practical and detail ed survey of opportunities in the UK
mar ket. A general review of start-up possibilities, in-
cludi ng statistical surveys of nearly 100 i ndustry sec-

tors, is followed by profiles of about 30 industries.

MARKETI NG STRATEGQ ES: TRAI NI NG ACTI VI TI ES FOR TH RD WOVEN
ENTREPRENEURS
96 pp, OEF International (1986)

Contains a structured programme of activities to help
entrepreneurs identify and resol ve their own marketi ng
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94.
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needs. | ncludes a gane, "Marketing M x" and a wealth of

useful information for the novice facilitator.

OPENI NG THE MARKETPLACE TO SMALL ENTERPRI SE: VWHERE NMAG C
ENDS AND DEVELOPMENT BEGQ NS
Ton de Wlde, et.al.; ITP
302 pp,
1-85339-093-3

Here are proven i nnovative answers to the social, poli-
ti cal and governnental obstacles facing small enterprise
in developing countries. Cites the stories of entre-
preneurs i n devel opi ng countri es who - through i nnovati ons
in appropriate technology - created their own econonic
f oundati ons, produced surpl us goods, and noved their pro-
ducts into previously cl osed markets.

Addr esses three fundanental issues; how to find financial
support, how to i nprove products, and how to access nar-

ket s.

WHEN THE HARVEST |S I N: DEVELOPI NG RURAL ENTREPRENEURSH P
Shai | endra Vyakar nam

288 pp, | TP (1989)

1- 85339-033- X

D scussi on of the problens besetting rural comunities as
they attenpt to devel op non-farm producti on at the sane
time as ensuring a constant food supply, with exanpl es
fromlndia, Sri Lanka, USSR, South Africa, England and

I rel and.
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Personnel Management

95.

96.

PERSONNEL MANAGEMENT

E. B. Flippo

510 pp, paperback, (student edition),
McGraw I nternational (1981 revised edition)
01-07-021319-4

A nmuch updated and revised version of a book first publi -
shed nore than twenty years ago. It is well-witten and
provi des a very conprehensi ve treatnent of the subject,
covering all aspects of the function and responsibilities
of personnel nanagenent. There is, however, the limta-
tion that it is witten primarily for an Ameri can audi ence
and refers, therefore, to US | egi sl ative provision and re-
qui renent s. But for the theory, and much of the practice,

of personnel nanagenent, this is a useful source.

PERSONNEL MANAGEMENT

M H Bottom ey

190 pp, paper back, Macdonal d and Evans (1983)
0-7121-1765-2

A book witten for both students and practisi ng nmanagers.
It covers job anal ysis, nmanpower planning, job satisfac-
tion and enrichnment, notivation, recruitnent and sel ec-
tion, staff appraisal, training and devel opnent, and in-
dustrial rel ations. Witten agai nst the background of
recent research findings it is at the sane tine easy to
r ead. A series of questions at the end of each chapter
hel ps the reader to test his understandi ng of the mate-

rial.
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97. MANAG NG AND DEVELOPI NG NEW FORMS OF WORK ORGANI SATI ON
Ed. G Kanawaty
206 pp, paperback, 1 LO (1985)
92-2-102707-4

Publ i shed in the | LO Managenent Devel opnent Series this
book provi des practical guidelines for nanagers and con-
sultants who want to devel op new forns of work organi sa-
tion in business enterprises with particular reference to
wor kers' participation and noti vati on. It conprises a
coll ecti on of papers by several people with much practical

experi ence in work planni ng and organi sati on.

98. HUMAN BEHAVI OUR | N ORGANI SATI ONS
I. T. Robertson and G L. Cooper
288 pp, paperback, M and E. Handbooks (1984)
0-7121-0819- X

A book which is a good introduction to a conpl ex subj ect.

Part 1 deals with the general theory of organi sati ons and
gr oup behavi our; Part 2 with human intell ectual quali -
ties, attitudes, personality and notivation; Part 3 with
job anal ysi s, personnel selection, organisational roles,

stress and the quality of the working environnent; t he
final Part covers | earning, training, behaviour anal ysis
and nodi ficati on, devel opi ng potential, and organi sati on

behavi our.

99. HUVMAN BEHAVI OQUR AT WORK

Kei th Devis
583 pp, paperback, MG awHIl, (6th ed. 1981)

Thi s book provides a systematic introduction to the study
of human behavi our at work, and di scusses at | ength topics
such as notivation, job satisfaction, |eadership, inter-
per sonal and group dynam cs, social environnent, communi -

cati ons and counsel |l i ng.



100.
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102.

103.

MANAGEMENT OF ORGANI SATI ONAL BEHAVI QUR
Paul Hersey & Ken Bl anchard

343 pp, Prentice-Hall (4th ed. 1983)
0-87692- 163- 2

Thi s book deals with the theory of hunman behavi our. |t
begins with a definition of managenent and then di scusses
managenent processes, factors causi ng hunan behavi our,
noti vati on, work environnment, | eader behavi our and factors
deterni ni ng effecti veness of managers. It al so suggests
appr oaches to devel opi ng hunan resources and pl anni ng and

i pl ementi ng change i n organi sati on.

I NTRODUCTI ON TO WORK STUDY
355 pp, paperback, |ILO

Thi s book is designed to provide basi c under st andi ng of
wor k study and its application to i nprove productivity in
the work place. Vari ous techni ques of work and tine-and-
nmotion study and their applications are duscussed at

| engt h. It is illustrated with field exanmpl es.

A HANDBOCOK OF PERSONNEL NMANAGEMENT PRACTI CE
M Arnstrong
712 pp, Kogan Page, 1988

This is a basic personnel nmnanagenent text book. Its
chapt er headi ngs are: include Role of the Personnel Func-
tion; Organisation Structure; Job Analysis and Job Des-

cription; and Human Resource Pl anni ng.

EMPLOYERS' ACTI VI TI ES: FUNDAMENTALS OF PERSONNEL
MANAGEMENT | N AN ENTERPRI SE
0. Skart

59 pp, |LO (1986)



104.

105.

106.

This I LO guide to personnel nmanagenent covers personnel
policy, staffing, recruitnent, enploynent interview, job
descri pti ons, wage determ nati on, wage paynent systens,
wage i ncentive, coll ective bargai ni ng, perfornmance ap-
praisal, training, quality circles, nmanagenent by objec-
tives, notivation, communi cati on, occupational safety, oc-
cupati onal health, discipline, grievance procedures and

the role of trade unions and of enployers organi sati ons.

MANAGERI AL PSYCHOLOGY: MANAG NG BEHAVI OUR | N ORGANI SATI ONS
H J. Leavitt and H. Bahram

353 pp, University of Chicago Press (1988)

0- 226-4697-5

A magenent devel opnent textbook on occupati onal psychol ogy
coveri ng managenent techni ques, organi sati on behavi our,

and i nter-group rel ati ons.

SUPERBOSS: THE A-Z OF MANAG NG PEOPLE SUCCESSFULLY
D. Freemantl e

275 pp Gower (1985)

0- 566- 02588- 4

Thi s book focuses on wor k perfornmance i nprovenent and
covers human rel ati ons, conmuni cat i ons, noti vati on

| eader shi p, etc.

MANAG NG PEOPLE AT WORK: A MANAGER S GUI DE TO BEHAVI OUR I N
ORGANI SATI ONS

J. W Hunt

286 pp, Gower (1986)

0-07-084927-7

A text book on personnel nmanagenent covering work attitude,
noti vati on, car eer pattern, hunman rel ati ons, cul tural
factors, managenent by objectives, | eadershi p and opera-

ti onal managenent.
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107. THI RTY- FI VE CHECKLI STS FOR HUMAN RESOURCE DEVELOPNMENT
I.  MacKay
178 pp, Gower (1990)
0- 566- 02823-9

The checklists in this personnel nmanagenent gui de cover,
inter alia, absenteeism hunman relations, training, job

desi gn, perfornmance apprai sal and recruitnent.

108. HOW TO PREPARE A JOB EVALUATI ON, JOB DESCRI PTI ON
172 pp, Wrking Time Anal ysts, Oxford (1989)
0-94780-19-0

Thi s gui de contai ns exanpl es of job descriptions, job eva-
l uation, job analysis and intervi ew techni ques.
109. I T IS THEI R BUSI NESS TOO

D. Di cki nson
88 pp, Anmeri can Managenent Associ ation (1985)
0-8144-2313-2

A gui de on nmanagenent devel opnent desi gned to i nprove
empl oyee notivation and work attitude. It refers to early
enpl oyee programmes and to the i npact of Japanese expe-

ri ence on present-day personnel nanagenent.

Transport Management

110. TRANSPORT MANAGEMENT: TRAI NI NG MANUAL
86 pp, paperback, WMarketing Devel opnent Bureau, Tanzani a
(1976), distributed by | CA

A practical guide on how to operate an efficient transport

system for the coll ection of agricultural produce from
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pri mary mar keti ng Co-operatives for transfer to Co-ope-
rati ve uni ons and narketi ng boards. Wil e produced speci -
fically for use in Tanzania it has hel pful advice for ap-

plication el sewhere.

111. HOW TO MAKE THE MOST OF YOUR TRACTOR
B. My
190 pp, paperback, |1 TP (1985)
0-946688-51-6

A practical, detailed and well-illustrated guide to trac-
tor operation and mai ntenance. The title is fully justi-
fied in the careful and conprehensi ve advice given. Wile
witten mainly for the farnmer/owner operator, it is equal-
ly useful for any users including a Co-operative nanager

who has a tractor under his control.

112. LOW COST VEHI CLES: OPTI ONS FOR MOVI NG PEOCPLE
AND GOODS
G Hat haway
112 pp, paperback, |1 TP (1985)
0-946688- 0228

This is a pictorial survey with conmentary of a w de range
of | ow cost vehicles used in devel opi ng countries for va-
ri ous transport purposes. It lists the range of | ow cost
opti ons avail able with their advantages, di sadvantages and
uses. Whi | e produced mainly for planners and those in-
fl uencing policy choices it is a useful survey for mana-
gers, particularly as it serves to nake the point that
f uel - consuni ng mechani cal transport vehi cl es are not
al ways essential and that other neans can be far nore eco-

nom cal



113.

M NI BUSES AND THE PUBLI C TRANSPORT SYSTEM I N SRI LANKA
J. Mackay

BULLOCK CART HAULAGE I N SRI LANKA
A. Plunbe and D. Savage

THE ROLE OF THE AGRI CULTURAL TRACTOR | N ROAD HAULAGE I N
SRl LANKA
A. Plunbe and H. Byrne

Each of these publications are reports of studies carried
out in 1981 by the Overseas Unit of the UK Transport and
Road Research Laboratory. They are printed on A4 size
paper and range from 16 to 25 pages in length. Wile pro-
duced mainly for the gui dance of policy nmakers they in-
clude financial and statistical analysis which would be of
interest to operators and nanagers. Copies can be obtain-
ed free fromthe Departnent of Transport, Research Labora-
tory, ad WwWki ngham Road, Crowt horne, Berkshire, RGL1
6AU. UK.

Retail Management

114.

THE NEW VENTURE DECI SI ON: A STEP- BY- STEP GUI DE FOR

RETAI LERS

R W G bbons and G A Husack

60 pp, paperback, Barbados |nstitute of Managenent (1980)

This manual is about how to do a feasibility study for a
new retail business venture. It shows what steps have to
be taken to find the answers to two basic questions: "Is
the idea practicable?" "If it is, will it be profitable?"
To find the answers the gui de takes the reader through a
series of inmportant considerations related to narket,
operating, financial, and profit feasibility. Witten as
a self-Ilearni ng work-book which buil ds up, step by step,

into a conplete feasibility study.
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115. RETAI LI NG
A. R Deal
150 pp, paperback, Edward Arnold Ltd. (1974)
0-7131-1851-2

A book dealing with the full range of retail operations
wi th, where necessary, illustrations, diagrans, and spe-
ci nen cal cul ati ons. Wiile witten nmainly for students,it

is a conprehensive and useful text for practitioners,

with good sections on stock control and store | ayout.

| Project Preparation and Appraisal

116. GUI DELI NES FOR CO- OPERATI VE DEVELOPMENT PROGRAMVES AND
PRQIECTS
K. Ver hagen
25 pp, paperback, Plunkett Foundati on (1981)
0- 85042-039-3

A set of' guidelines which can be used as checkpoints for
hel ping to plan and to avoid the weaknesses or gaps com
non to many Co-operative devel opnent projects. It is in-
tended for both the planner working at national |evel and
t he devel opnent officer at local level. It is nobre pro-
grame than project-oriented, but is a useful guide to
effecti ve and systemati c pl anni ng whi ch takes account of

t he Co-operative environnent.

117. GUI DE FOR THE PREPARATI ON OF CO- OPERATI VE PRQIECTS
COPAC

50 pp, paperback, COPAC (1975)

A guide issued by the Conmttee for the Pronoti on and Ad-
vancenent of Co-operatives and based on its w de expe-

rience in technical assistance programmes. This is a
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practical, detail ed nmanual on how to prepare and wite up
a project for considerati on by donor agenci es. Thr ee
exanpl e project requests are included to show how a com

pl et ed proposal shoul d | ook.

118 CRI TI CAL PATH ANALYSI S
K. Lockyer
260 pp, paperback, Pitman Publishing Ltd. (4th ed. 1984)
0-273-01951-1

The full title of this book is "Critical Path Anal ysis and
ot her Proj ect Nerwork Techni ques". To quote the author it
is intended "for those who wi sh to assess the val ue of
proj ect network techniques in dealing with their own pro-
bl ens, and for those who, being convinced of their val ue,

Wi sh to put theminto practice". Essentially, this book
i's about planning and the various techni ques call ed "pro-
ject network techni ques"” which have been devel oped to pl an
and control the use of tine, naterials and resources. It
assunes no prior know edge on the part of the reader and

requi res no particul ar mat hemati cal experti se.

119 AN I NSI GHT | NTO MANAGEMENT ACCOUNTI NG
J. Sizer
525 pp, paperback, Pengui n Books (1983 reprinted)
0- 14- 080441-2

Thi s book appears in the Accounting section of the |ist.
It is included here al so because it has good sections on
t he financi al aspects of planning, break-even anal ysis,

i nvest nent apprai sal and costi ng.

120. ECONOM C ANALYSI S OF AGRI CULTURAL PRQIECTS
J.Price Gttinger
221 pp, paperback, Johns Hopki ns University Press,
(2nd Ed.) 1984.
0-8018-1403-0



Thi s book is based on the experience of Wrld Bank Experts
in preparation and appraisal of Agricultural Projects in
different parts of the world. It discuss all aspects of
agricultural projects - identification, cost and benefits
anal ysi s, sel ecting proper values and application of
di scounti ng techni ques, and neasuri ng project worth. I't
al so gives a few case-studi es of agricultural projects

fi nanced by the Wborl d Bank

Commodity Storage and Handling

121. FOOD STORAGE MANUAL
263 pp, paperback, Wrld Food Programe (1983)

This is a condensed and updated version of a three-vol une
manual originally published by FAO It covers all aspects
of food protection and storage - including climatic ef-

fects, storage buil di ngs, packagi ng, stock-keeping, pests
and pest control, and the particul ar requirenents of many
different commoditi es. It is a comprehensi ve study of the
whol e probl em of food waste in storage and how to avoid
it. A val uabl e guide. Available in limted quantity from

the Field Inspection and Staff Trai ning Section of WP

122. HANDLI NG AND STORAGE OF FOOD GRAI NS | N TROPI CAL AND SUB-
TROPI CAL AREAS
D. W Hall
350 pp, paperback, FAO (1980 reprinted)
92-5-100854- X

A manual i ntended as a practical guide for agricul tural
ext ensi on officers, produce and narketing officers, ins-
pectors, and teachers in agricultural coll eges. It is

concerned particularly with the handli ng and st orage of

cereal s, | egunes, and oil-seeds, and enphasi ses the tech-
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ni cal details of parti cul ar rel evance to the prinmary
producers and handl ers. The contents include factors
affecti ng food val ue and deteriorati on, design of stores,

st or age met hods, dryi ng met hods, i nsect and r odent

control, and the econom c aspects of storage.

123. EFFECTI VE WAREHOUSI NG
J. A Burton
340 pp, paperback, Macdonal d and Evans
(1981 3rd edition)
0-7121- 0591-3

Thi s book witten, in sinple | anguage, covers the whol e
scope of the nobdern warehousi ng function. It has sections
on buildings, storage, nmaterials handling, catal oguing,
st ock-control and stock-taking, record and accounti ng sys-
tens, work study, and planning. It also includes a sec-
tion on conputerisation and | ooks at future devel opnents

i n war ehousi ng technol ogy.

124. FERTI LI SER MARKETI NG
K. Werer and J. Abbott
156 pp, paperback, FAO (1978)
92-5-1001113-8

A practical treatnent of the whol e process of buying and

selling fertiliser which includes sections on whol esal i ng,
retailing, sales pronotion and forecasting, storage, han-
dling, and transport. A useful handbook for any Co-opera-

ti ve manager who handl es this comobdity.



Rural Savings and Credit

125.

126.

127.

AGRI CULTURAL CREDI T TRAI NI NG

M Harper and R A J. Roberts
FAO

A set of training materials in 18 nodul es i nt ended as
course material for the training of agricultural credit
personnel in devel opi ng countri es. The topics dealt with
range t hrough credit delivery and recovery procedures, ef-
ficient use of agricultural credit, community invol venent,
and the preparation of agri cul tural credit pr oj ect s.
Wi | e best used systematically and as a whol e, the nodul es
can be obtai ned and used separately. Full details of

availability can be obtained fromthe FAO

GROUP- BASED SAVI NGS AND CREDI T FOR THE RURAL POOR
126 pp, paperback, 1LO (1985)
92-2-103891-2

Thi s publication consists of the papers and a report of
t he proceedi ngs of a conference held i n Bangl adesh in
1983. It includes details of several innovative program
nes for savings and credit schenes anong the rural poor
whi ch provi de evi dence that, properly organi sed, such
schenes can be successfully established. It shows t hat
even when people have little or no security to offer they
can, neverthel ess, be creditworthy, and that the provision
of credit for productive purposes is a powerful nmeans of
al l eviati ng poverty and deprivation, even in the npost dire

ci rcunst ances.

THE ROLE OF RURAL CREDI T PRQJECTS | N REACH NG THE POOR
90 pp, paperback; International Book Distributors (1985)
1-85148- 000-5



128.

Thi s book was published for the International Fund for
Agricul tural Devel opnent, Rone. It presents the results
of a conparative review of 27 | FAD-funded projects de-
signed to provide credit for the rural poor. It suggests
what | essons can be | earned fromthis experi ence and how,
as a consequence, future project design and results m ght

be i nproved.

RURAL CREDI T: LESSONS FOR RURAL BANKERS AND PCOLI Cl' Y MAKERS
K. P. Padmanabhan
138 pp, | TP (1988)

Thi s book explains what is - and what should be - the role

of rural credit in devel oping countries. Witten fromthe

practitioner's viewpoint, it's chapters include The Rol e
of Credit in Rural Deveopnent, Mbobilisation of Resources
and Creating Sel f-Sustaining Rural Financial Institutions.

Credit Union Organisation and Management

129.

FOCUS ON MANAGEMENT FOR CREDI T UNI ON EXECUTI VES

Ray Bauschke
300 pp, Cuna Corporation (1980)

Witten for credit uni on executives and board nenbers,

this book | ooks at the results of exercising power as well
as net hodol ogy. Chapt er headi ngs i ncl ude: WManagi ng the
Manager ; Managi ng Boar d/ Manager Rel ati onshi ps; Managi ng
Your Human Resour ces; Managi ng Your Conpensati on and Bene-
fits; Managi ng Gowt h and Devel opnent; Managi ng Ti ne; Con-
tenporary | ssues and Contenti ous Answers, and Managi ng the

Future Credit Union System
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132.

CREDI T UNI ONS: A MOVEMENT BECOVES AN | NDUSTRY
Adin S. Pugh and Jerry F. | ngram

229 pp, Reston Publishi ng Conpany, |nc.

(A Prentice-Hall Conpany) (1984)
A conpr ehensi ve t r eat nent of t he us credit uni on
i ndustry. Seven chapters cover the following titles: A
novenent Becones an | ndustry; Organi sation  of Credit
Uni ons and I ndustry Structure; Credit Uni on Regul ati ons;
Credit Unions in the Financi al Maket pl ace; Fi nanci al
Managenent of Credit Uni ons; and The Future of t he
I ndustry.

FI NANCI AL MANAGEMENT FOR CREDI T UNI ON MANAGERS AND

DI RECTORS

Ji m Jerving

171 pp, Kendall Hunt Publishi ng Conpany, (1989)

Thi s book covers all of the inportant areas for nmanagi ng a
credit union's funds: financial statenents, ratios, bud-
geting, capitalisation, asset-liability managenent, ri sk
managenent , cash and liquidity managenent, as well as
prici ng and i nvest nents. I ncl udes a gl ossary of key
fi nanci al nmanagenent words at the end of each chapter
along with a conplete glossary at the end of the book. In
addi ti on, both manager's and director's duties are listed
at the end of each chapter. Witten in coll aboration with
over 50 coll eagues fromthe international credit union
novenent .

KEY CONCEPTS OF FI NANCI AL MANAGEMENT FOR CREDI T UNI ONS

WIlliamF. Staats
80 pp, The Council for Professional Education, (1989)

Witten exclusively for people in the credit union indus-

try, t hi s book expl ai ns si x key concepts of fi nanci al
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managenent : Fi nanci al Leverage, Operating Leverage, Mar-
gi nal Anal ysis, Present Value, Cost of Capital, and Ca-
pi tal Budgeti ng. It provides exanples of how these con-
cepts should be applied in order to make sound fi nanci al
deci sions and to better serve credit union nenbers in the

i ncreasingly conpetitive North Anerican environnent.

133. CREDI T UNI ON PERFORMANCE | MPROVEMENT:
PRACTI CAL | DEAS FOR DI RECTORS AND AMANGERS
Henry Kni ght and WAayne Peasgood
388 pp, Probus Publishi ng Conpany, (1989)

A conprehensi ve reference book designed to help credit
uni ons fine-tune services, inprove conmuni cati ons between
menbers, managenent, and boards of directors, and solidify
fi nanci al foundati ons. Addr essi ng directors, nmnagers,
staff, and volunteers, alike, the book is divided into
four parts reflecting the |ogical considerations invol ved
in evaluating, planning, and carrying out of a perfornmance
i mpr ovenent program (i) The Need to | nprove Perfornmance
and How to Go About; (ii) Evaluating a Credit Union's

Position; (iii) Inplenenting the |Inmprovenents; and (iv)
Fi ne- Tuni ng for Excell ence. The work is based on perfor-
nmance i nprovenent proj ects conducted by the authors with

over 30 Canadi an credit uni ons.

134. MANAGEMENT SURVEY REPORT: COST- CUTTI NG | DEAS
Ed Bar anowski and Marl owe Bar anowski
28 pp, The Credit Uni on Executives Society, (1985)

Cost-cutting i deas generated by participants in a 1984
Credit Uni on Executives Soci ety Managenent Focus Synpo-
sium The ideas, which are listed al phabetically for easy
ref erence, cover ni ne maj or cat egori es: Per sonnel and
Staffing, Pricing Services, El ectronic Data Processing,

use of the Federal reserve System Paperwor k Reducti ons,
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I nsur ance Pr ogr ans, Facilities in Branches, Tel ephone

Servi ce, and Conpari son Shoppi ng.

135. CREDI T UNI ON PERSONNEL MANAGEMENT
Archi e Caneron and Larkin J. Kinsella

230 pp, Kendall Hunt Publishi ng Conpany

Thi s manual contains all the informati on needed to eva-
luate and bring each rea of a credit uni on personnel nana-
genent program up-to-date. Tabl es and sanple forns suppl e-
ment ei ght chapters on: Creation and use of Job Descri p-
tions; Achieving External Equity for Sal ari es; Enpl oyee
Conpensati on Packages; Perfornmance Eval uati on; Creating
and Usi ng Personnel Policies, Recruitnent, Selection, and

Enpl oyee For ecasti ng.

136. MODEL HUMAN RESOURCE MANAGEMENT GUI DELI NES FOR CREDI T
UNI ONS
Credit Union National Association (1986)

CGui del i nes designed to help credit unions evaluate their
exi sting human resource managenent prograns and practices,
and to determ ne what, if any, changes or nodificati ons
shoul d be nade. It is divided into nine sections: Recuit-
nent & Sel ecti on; Equal Enploynent Opportunity; Conpensa-
tion, Enployee Benefits; Enpl oyee Assitance Prograns, Em
pl oyee Rel ati ons; Trai ning & Devel opnent; Career Devel op-

nent; and Perfornmance Apprai sal.

137. THE CENTRAL FI NANCE FACI LI TY: A GU DE TO DEVELOPMENT AND
OPERATI ONS
Ji m Jervi ng
175 pp, Kendall Hunt Publi shi ng Conpany, (1987)

A guide to managing a central finance facility (CFF), or a
"credit union for credit unions." Deal s with i nternal

managenent i ssues: capitalisation; investnents and pric-
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ing; credit worthiness analysis and financial ratios; and
| oan procedures and del i nquency. The net hods outlined in
t he gui de are conduci ve to adaptati on by | eadershi p and
staff of a CFF to suit the particul ar needs of credit

unions in their country.

Computerisation and Management
Information Systems

138. M CROCOMPUTERS | N THE ADM NI STRATI ON AND MANAGEMENT
PROCESS | N SVALLER BUSI NESSES:
THE EMERA NG EXPERI ENCE | N EEC COUNTRI ES
182 pp, Conm ssion of European Conmnunities/
Irish Managenent Institute (1985)
92- 825-5849-5

Thi s book anal yses the use of mcroconputers in the adm -
ni strati ve and nanagenent process in snall er businesses.
Topi cs i nclude surveys and research net hods, effects on
enpl oynent, obstacles to workers adaptati on, budgeting,
choi ce and cost of el ectronic equi pnent and conputer pro-
grammes, training, training needs, cost benefit anal ysis

of efficiency, conpetitiveness and productivity.

139. COMPUTERI SI NG PRODUCTI ON MANAGEMENT SYSTEMS
A PRACTI CAL GUI DE FOR MANAGERS
J.J. Skivington
180 pp, Chapnan and Hall, (1990)
0-412-37720-9

A useful book which expl ai ns how conput er-ai ded producti on

managenent systens can be successfully selected and im
pl enent ed. It covers feasibility studies, specification,

tendering, training and installation.
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140. M CRCELECTRONI CS AND CHANGE AT WORK
J. Bessant
104 pp, |LO (1989)
92-2-106514-6

Thi s book provides an overvi ew of mnicroel ectronics techno-
| ogy and | ooks at the inplications of its use, especially
in regard to enpl oynent. It discusses, with particul ar
reference to devel opi ng countries, policy choices open to
poli cy-makers, trade uni ons and the governnents. Topi cs
covered inlclude costs benefit analysis, inmpact on skills
and nmanpower needs, work organi sation and quality of work-

ing life, enmploynment and training policy.

141. COMPUTER- Al DED MANAGEMENT:
A MANAGER S GUI DE TO PROFI TABLE COVPUTI NG
N. Sanders
225 pp, Wodhead- Faul kner (1985)
0- 85941- 308- X ( HD)

Topi cs covered in this managenent devel opnent gui de i n-
clude profitability, cost benefit analysis, |egal aspects,
managenent i nformati on systens, data protection, conputer

ai ded nmanuf acturi ng and conput er ai ded desi gn.

142. BUSI NESS TECHNOLOGY FOR MANAGERS
AN OFFI CE AUTQOVATI ON HANDBOOK
206 pp, Know edge | ndustry Publication (1985)
0-86729-124-9

This book deals WwWth the use of conputers in office

managenent and covers word processing, communi cati on,
managenent , i nformati on t echnol ogy, or gani sati on baha-
vi our, noti vati on, | abour productivity and per sonnel

managenent .
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THE ELECTRONI C OFFI CE AND YOQU: A GQUIDE TO THE NEW
TECHNOLOGY FOR SECRETARI ES AND OFFI CE STAFF

L. Heigl

156 pp, Gower (1985)

0- 566- 02573-6

This guide on Ofice autonmati on and i nformati on technol ogy
covers word processing, filing, videotex, visual display

unit and techni cal aspects.

TRAI NI NG PROGRAMVE FOR | MPROVED USE OF OFFI CE TECHNOLOGY
AND USER SATI SFACTI ON: COURSE PREPARATI ON, | NTRODUCTI ON TO
OFFI CE AUTOVATI ON

130 pp, |LO (1986)

92- 2-105516- 7

A gui de book providing pre-course teaching and trai ning
material for trainees in new office automation. It dis-
cusses the i nportance of rational work organi sati on and
quality standards; shows how conputerisati on and manage-
nment i nfornati on systens can i nprove productivity, the

quality of working life and job satisfaction.

Training Techniques

145.

AN | NTRODUCTI ON COURSE | N TEACHI NG AND TRAI NI NG METHODS
FOR MANAGEMENT DEVEL OPMENT

No pagi nation (29 chapters) ILO (10th I npr. 1986)
92-2-101006- 6

Thi s is an i ntroductory nanual to nodern managenent
t rai ni ng. It discusses principles of |earning, teching
and trai ni ng nethods and use of audi o-vi sual aids. It

al so covers at | enght such conmmon trai ni ng net hods as
|l ectures, discussions, business ganes, cases and i n-basket
exer ci ses. Evaluation of training and desi gni ng of

trai ni ng programes are topics which are al so incl uded.
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146.  PARTI Cl PATI VE TEACHI NG METHODS
119 pp, CEMAS, ICA (8th inp. 1986)

Thi s basi c manual di scusses various participative teaching
net hods such as group di scussi ons, ranking exercises, case
st udi es, rol e-play, business ganes, etc. It also gives
speci nens of case-studies, role briefs, ranking exercises

and other type of training materi al s.

147. COOPERATI VE MANAGEMENT - A CASE WRI TI NG WORKSHOP NMANUAL
194 pp, Paperback, CEMAS, | CA (1988, 3rd inp.)
6- 904380- 25- 4.

This nmanual di scusses the case nethod i n Co-operative
managenent trai ni ng and | ays particul ar stress on pre-
pari ng case materi al and use of case studies, in the

cl ass-room si tuati on.

148. MANUAL OF ROLE- PLAYS FOR COOPERATI VE TEACHERS
Shobhna Khandwal a (Editor)
158 pp, CEMAS, | CA, (1980).

Thi s manual di scusses at |l ength the use of role-play as a
t eachi ng t echni que, its limtations in Co-operative
t eachi ng, when and how to use it in a class-room It also
covers nethods of witing role-play briefs and provides
speci nens of role-play drawn fromdifferent parts of the

wor | d.

149. TRAI NI NG AND DEVELOPMENT HANDBOOK

Robert L. Craig (Editor)
(No pagi nation), 47 chapters, Mc GawHill (1976 2nd ed.)

0-07-013350- 6.

Thi s book contains contributions from di stingui shed trai -
ners on several major aspects of training and devel opnent

function. The book is divided into five sections, viz.
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Trai ni ng and Devel opnent Functi on; Programme Devel opnent:
Appl i cati ons and Trai ni ng, Medi a and Met hods; and Trai ni ng
and Devel opnent Resources. It is an inval uabl e source

book for trainers.

MANAGEMENT DEVELOPMENT AND TRAI NI NG HANDBOOK
B. Taylor & G L. Lippitt (Editors)

650 pp, Hardbound, Mc GrawHi ll, (1975).
0- 07-084446-1

This book is divided into five parts viz. Managenent De-
vel opnent ; Managenent Trai ni ng Met hods, Managenent Trai n-
i ng Programes, O ganisation Devel opnent, and Pl anni ng and
Or gani sati on. It consists of material from 41 training
and devel opnent personnel fromdifferent parts of the
worl d, each contributing a chapter on a particul ar aspect
of managenent trai ni ng and devel opnent . It is an inpor-

tant source book for trainers.

APPLI CATI ON OF ACTI ON LEARNI NG A PRACTI CAL GUI DE
G Boul den and A. Law or

63 pp, |LO (1987)

92-2106311-9

Thi s guide on experiential | ear ni ng di scusses group

trai ni ng, organi sati on devel opnent and i n-pl ant trai ning.

Miscellaneous

152.

ELEMENTS OF | NSURANCE

D. S. Hansel

500 pp, paperback Macdonald and Evans (3rd ed. 1980)
0-7121-0563-8

A handbook whi ch defines the terns used i n and anal yses

t he busi ness of insurance. It is divided into six parts
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dealing with i nsurance generally, the najor classes of in-
surance, the insurance market, basic principles, practical
aspects, and a brief final section on insurance and the
st at e. A good general introduction.

153. AGRI CULTURAL | NSURANCE: A NEW POLI CY FOR DEVELOPI NG
COUNTRI ES
Syed M Ashan
250 pp, hardback, Gower Publishing Ltd. (1985).
0- 566- 00800- 9

The author is Associate Professor of Economi cs at Concordi a
Uni versity, Canada. H s book is primarily the result of a
one-year study in Bangl adesh into the need for, and pro-
bl ens i nvol ved in providing agricul tural insurance. In it
he seeks to answer such questions as: Wat type of crop
i nsurance progranme woul d be suitable for application in a
devel opi ng country? How can such a schene all ow farners
enough i ncentives to rai se production? How adequate shoul d
conpensation be in the event of crop | oss? An inportant
book, but, because of the conplexity of the subject, of in-
terest only to those with sone prior grounding in insurance

and agri cul tural econonics.

154. TROPI CAL AGRI CULTURE FOR THE STAFF OF CO OPERATI VES
P. Yeo
50 pp, paperback, |ITP (1978)
0- 9030331- 39-6

The purpose of this sinmple progranmred-I| earni ng booklet is
to provide an introduction to the | anguage of scientific
agriculture for Co-operative managers and staff. It de-
fines and descri bes nmany of the conmmon terns used in agri-
cultural science to help Co-operative enpl oyees under st and
better the purpose and use of the requisites being sold to
farnmers, and the environnmnental conditions necessary for

good producti on and husbandry.
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155. OFFI CE MANAGEMENT FOR CO- OPERATI VES
J. Launder
102 pp, paperback, 1TP (1980)
0-903031-73-6

Anot her sel f-teaching text published by Internedi ate Tech-
nol ogy Publi cations specifically for Co-operatives in de-
vel opi ng countri es. It deals with the principles of of-
fice managenent and adm ni strati on, covering such aspects
as staffing, contr ol pr ocedur es, essenti al records,

correspondence and filing, equipnent and acconmodati on

156. COVMUNI CATI ON SKI LLS PACK

Paper backs in plastic folder, The Industrial Society
(1984)

This is a collection of six booklets offered as a package
of practical guides to inprove nanagenent performance. It
i ncl udes booklets on Interviewing Skills, Letter Witing,
Rapi d Readi ng, Effective Meetings, Report Witing, and
Ef f ecti ve Speaki ng. Al are well witten and very nuch to

t he poi nt.

157. MANUAL OF PRACTI CAL MANAGEMENT FOR THI RD WORLD RURAL
DEVELCOPMENT ASSOCI ATI ONS VOLUME 1: ORGANI SATI ON,
ADM NI STRATI ON, COVMUNI CATI ON
Fer nand Vi ncent

98 pp, | RED (1989)

Thi s conprehensi ve and sinple guide will clarify manage-
nmnent problens for those involved i n non-governnental de-
vel opnent associations in the Third Wrld. Wth nunerous
exanpl es and annexes together with a gl ossary of unfamn -

liar technical terns.
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Addr esses of the publishers quoted are listed in the fol-
| owi ng pages i n al phabetical order. These are given to
facilitate placing orders through | ocal book-sell ers and

di stributors, or to nake enquiries concerning | ocal avail-

ability. In some cases commerci al publishers quoted w |

have | ocal officers or agents.

It is recommended that enquiries concerning publications
i ssued by the I1LO FAO and WFP shoul d be made to | ocal
of fi ces of these organi sations, the United Nations Deve-
| opmrent Programme (UNDP) or the United Nations |Infornmation

Service (UN S).

Enqui ri es concerni ng books published in the United Ki ngdom
can be addressed to the Pl unkett Foundati on for Co-opera-

tive Studies, Oxford (see address under "P").
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WH. Allen Ltd.
44 Hill Street
London W X 8LB
UNI TED KI NGDDOM

Allen and Unwi n Ltd.
40 Museum Str eet

London WCI A 1LU
UNI TED Kl NGDOM

Aneri can Managenent Associ ati on
AVACOM Book Di vi sion

135 W 50th Street

New Yor k, NY 10020

U s A

Edward Arnol d Ltd.
25 H Il Street

London W X 8LL
UNI TED Kl NGDOM

Bar bados | nstitute of Managenent
W I dey

St. M chael

Bar bados

VEEST | NDI ES

Bedf ord Square Press

I nternati onal Council for Voluntary Organi sati ons
26 Bedf ord Square

London WC18 3HU

UNI TED KI NGDOM
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Canbri dge Uni versity Press
The Edi nburgh Buil di ng
Shaf t sbury Road

Canbri dge CB2 2RV

UNI TED Kl NGDOM

Canadi an Associ ation for Studies in Co-operatior
Di ef enbaker Centre

Uni versity of Saskatchewan

Saskat oon, Saskat chewan,

S7N OND CANADA

Chaprman & Hall Ltd
11 New Fettek Lane
London ECAP 4EE
UNI TED Kl NGDOM

Conmi ssi on of the European Communiti es
200 Rue de | a Loi

1049 Brussel s

BELA UM

Committee for the Pronotion and
Advancenent of Co-operatives (COPAC)
Via Cristoforo Col onbo 426

00145 Rone

| TALY

Commonweal t h Secr et ari at
Mal bor ough House

Pal | Mall

London SWY 5HX

UNI TED Kl NGDOM
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Council for Professional Education
P. O Box 17925
Bat on Rouge

LA 70893
U S A

The Credit Uni on Executive Society
2801 Coho Street

Suite 300

Madi son,

W, 53713

u s A

Credit Union National Association |Inc.
P. O Box 4431

Madi son

W 53701

U S A

Croom Hel mLtd - see under "H'

CUNA Cor por ati on
P. O. Box 391

Madi son

W, 53701

U S A

Dryden Press

Austral i ana Publicati ons
c/o 26 Manor Avenue,

Cat er ham Surrey

UNI TED KI NGDOM

Edward Arnold Ltd. - see under "A")



Econom ¢ and Soci al Conmm ssion for Asia and The Pacific

ESCAP

Uni ted Nati ons Bui l di ng,
Raj adammern Ave,

Bangkok 2,

THAI LAND

Food and Agricul ture Organi sati on of
Di stri buti on and Sal es Secti on

Via delle Terne di Caracalla

00100 Rorme

| TALY

CGower Publi shing Ltd.
Gower House

Croft Road

Al der shot

Hants. GU11 3HR

UNI TED KI NGDOM

G eenwood Press, London
3 Henrietta Street.
London

UNI TED KI NGDOM

W1l liam Hei nemann Ltd.

10 Upper G osvenor Street
London W X 9PA

UNI TED KI NGDOM

Croom Hel m Lt d
Provi dent House
Burrell Row
Beckenham

Kent BR3 1AT
UNI TED KI NGDOM

t he UN ( FAO)
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Hol yoake Books
Hol yoake House
Hannover Street
Manchest er M50 OAS
UNI TED KI NGDOM

Hut chi nson Uni versity Library
17/ 21 Conway Street

London WLP 6JD

UNI TED KI NGDOM

The | ndustrial Society

Publ i cati ons and Marketi ng Servi ces Dept.
3 Carlton House Terrace

London SW Y 5DG

UNI TED KI NGDOM

I nstitut fur Kooperation in Entw cklungsl andern der
Phi i pps- Uni versitat

Am Pl an 2

D- 3550 ©Mar burg

I nstitute of Personnel Managenent
I.P.M House, 35 Camp Rd.,

W nbl edon, London

UNI TED KI NGDOM

I nt ernedi ate Technol ogy, Publications Ltd.
103- 105 Sout hanpt on Row

WC13 4HH London

UNI TED KI NGDOM

I nternati onal Bank for Reconstructi on and Devel opnent

1818 H St, NW Washi ngton, DC 20433
U S A
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I nt ernati onal Book Di stri butors
P. O Box 180

Murray H Il Sta.
New Yor k NY 10016
U S A

I nt ernati onal Book Distributors,
66, Wod Lane End,

Henmel Henpstead, HP2 4RG

UNI TED KI NGDOM

I nternati onal Co-operative Alliance
15 route des Morillons

CH 1218 G and- Saconnex, GCeneva

SW TZERLAND

I nternati onal Labour O fice (ILO
Publ i cati ons Depart nent
4 route des Morillons

CH 1121 Geneva 22
SW TZERLAND

Internati onal Trade Centre
Pal ai s des Nati ons

CH 1211 Geneve 10,
SW TZERLAND

| RED 3

Rue de Varenbe
Case 16

1211 CGeneva 20
SW TZERLAND

John Wl ey and Sons Ltd. - see under
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Kendal | Hunt Publi shi ng Co.
2460 Ker per Boul evard
Dubuque, | owa

U S A 52001

Know edge | ndustry Publications, |nc.
701 Westchester Ave.

VWhite Pl ains

New Yor k NY 10604

U s A

Kogan Page Ltd.

116a Pentonvill e Road
London N1 93N

UNI TED KI NGDOM

Longnmans Ltd.
Longnman House
Burnt Hill
Har | ow

Essex

UNI TED KI NGDOM

Macdonal d and Evans Ltd. (al so M and E Handbooks)
Est over

Pl ynout h

Devon PL6 7PZ

UNI TED KI NGDOM

MG awHi Il International Publications Co. Ltd.
34 Dover Street
London W 1.

UNI TED KI NGDOM



Macmi | | an Publ i shers Ltd.
4 Little Essex Street
London W C. 2.

UNI TED KI NGDOM

Nati onal Co-operative Bussi ness Associ ati on
1401 New York Avenue NW

Suite 1100

WASHI NGTON D. C. 20005

U S A

Nat i onal Co-operative Union of I|India
3 Siri Intitutional Area

Panschil a Marg (behi nd Hauz Khas)
New Dehli-110016

I NDI A

Ni ntod Press Ltd.

15 The Mal ti ngs

Turk Street., Alton Hants,
Al ton

UNI TED KI NGDOM

CEF I nternati onal / SCF
1815 H Street NW

11t h Fl oor

WAshi ngt on DC 20006

U S A

Oxford University Press
Walton Street

Oxford 0X2 6DP

UNI TED KI NGDOM
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Pengui n Books
27 Wights Lane
London W8 5Tz
UNI TED KI NGDOM

Pi t mran Publ i shing Ltd.
128 Long Acre

London WC2E 9AN

UNI TED KI NGDOM

Pl unkett Foundati on for Co-operative Studies
23 Hanbor ough Busi ness Par k

Long Hanbor ough

Oxford, OX7 2LH

UNI TED Kl NGDOM

Prentice-Hall | nternational
66 Wod Lane End

Henel Henstead

Herts.

UNI TED Kl NGDOM

Pr obus Publ i shi ng Co.
118 N. dinton Street
Suite 305

Chicago IL

U. S. A. 60606

Quiller Press Ltd.
50 Al bemarl e Street
London W X 48D

UNI TED Kl NGDOM



Research Institute for Managenent Sci ence
P. O Box 143,

2600 AC Del ft

THE NETHERLANDS

Rest on- Stuart Publi shi ng Co.
P. O. Box 4067

Cl earwater, FL 34618

U S A

Royal Tropical Institute

Rur al Devel opnment Depart nent
Mauri t skade 63

1092 AD Anst er dam

THE NETHERLANDS

Reston-Stuart - see under "R’

UNESCO Regi onal O fice for Asia and The Pacific

920 Sukhunvit Rd.
P. O Box 920.
Bangkok 10110
THAI LAND

Uni versity Centres for Co-operatives,
Uni versity of W sconsin Extension
Madi son,

W sconsin 53076

U sS A

Uni versity of Chicago Press
5801 Ellis Avenue

Chicago - Illinois

U s A
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Vrije Universiteit Ansterdam
De Boel enl aan 1105

1081 HV Anst er dam

THE NETHERLANDS

John WIl ey and Sons, Ltd.
Baf fi ns Lane
Chi chest er

Sussex
UNI TED Kl NGDOM

Worl d Food Programe

Field I nspection and Staff Training Section

Via Terne di Caracalla
00153 Rone
| TALY

Wor ker Omner shi p Devel opnent
212, 348 Danforth Avenue

Toronto, Ontarario

MAK | NS CANADA

Wor ki ng Ti me Anal ysts Ltd.
Per nhi w CW mann

Lanpet er,

Dyf ed SA 48 8 HE

UNI TED KI NGDOM

Xavi er Labour Rel ations Institute

P. O Box 47

Janshedur 831 001
I NDI A
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