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Foundations of 

Cooperative Management 

Module 1: Welcome and Introduction



How many of you would like to…

4

have more product to sell? 

run a successful, profitable cooperative?

do more for your members and communities?

Raise your hand if you 

would like all this!



These are great goals to have

5

but sometimes obstacles 

stand in the way



Obstacles like…

6

Climate change

Lack of equipment

Insufficient inputs

Personal conflicts

Lack of money, time, and people

Can you think of others?



Training cannot remove these obstacles

7

but it can give you the skills and 

knowledge to cope with them



How you will benefit

8

Through assessment, training, and coaching, you will 

develop the skills and knowledge needed to manage and 

grow your cooperative. Specifically, you will be able to:

Explain your SCOPEinsight scores, including the 

strengths and weaknesses associated with those scores.

Apply learning directly from the course to begin your 

development plan and set action items.

Finalize and implement your development plan through 

the next year, as you work with your coach.



Are you ready?

9

Then let’s begin!



Tell us…

10

Your name and the name of your cooperative.

Your role with your cooperative.

1 “burning question” you’d like this training to answer.



Ground rules

11

Sortie WC



About this project

12

This course is part of a larger project between (project 

partner names here). It was built using IFC’s 

Agribusiness Leadership Program (ALP) materials.

ALP integrates SCOPEinsight assessments, classroom 

training, and coaching.

ALP aims to help cooperative leaders develop the 

management and leadership skills necessary to better 

serve their members, customers, and communities.



What the process looks like

13

You are 

here

(training)
You in 12 

months!

Your SCOPE 

assessment

You work with 

a coach

Your SCOPE 

reassessment



Your SCOPEinsight report 

14

we will use this icon when talking about the SCOPE report



Let’s discuss

15

Why do you think you were assessed? 

Are there any benefits to your cooperative being 

assessed?

Your SCOPEinsight report

You will see this icon when it is time for class discussion



On page 5 of your report

16



On page 5 of your report 

17

Business 

planning 

score



The report is more than a number

18



We will help you interpret your scores

19

Strength 1 

Strength 2 

Strength 3

Weakness 1

Weakness 2

Weakness 3

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:

During training, we will summarize the dimensions like this:



Over to you!

20

Objective

Interpret the SCOPE report for Anonymous Producer 

Organization (ANON). Each group will report on 1 

SCOPE dimension.

Timing 30 minutes

Instructions

1. The facilitator will assign 1 dimension to your group.

2. Review the handout and sample SCOPE report.

3. Use the handout and report to answer the questions 

for the 1 dimension you have been assigned. 

4. Report back to the class on ANON’s performance on 

that dimension. 

Activity | Understanding your SI scores

This icon means we are doing a group activity



Review your own SCOPE report

21



Let’s discuss

22

Why do you think we are asking you to create a 

development plan?

What do you expect to find in this development plan?

Your development plan



Let’s look at your development plan

23



Your plan links training and coaching

24

Training

(decide 

what to do)

Coaching

(do it)

Development 

Plan



Add to your development plan

25

This icon means it is time to work on your development plan



Foundations of 

Cooperative Management 

Module 2: Understanding Cooperatives

Session 1: Introduction to Cooperatives

Session 2: Cooperative Values and Principles



During this module, you will…

27

1. Explain how cooperatives differ from other forms of 

business.

2. Analyze how cooperative values and principles apply to 

your organization.



INTRODUCTION TO 

COOPERATIVES

Session 1



Let’s discuss

29

What is a cooperative?

Cooperative basics



Definition of a cooperative (1 of 3)

30
International Co-operative Alliance. http://ica.coop/en/whats-co-op/co-operative-identity-values-principles.

A cooperative is (1) an 

association of people and 

(2) an enterprise.



Definition of a cooperative (2 of 3)

31
International Co-operative Alliance. http://ica.coop/en/whats-co-op/co-operative-identity-values-principles.

A cooperative is an association of 

people who have a common interest. 

It is an enterprise that is run 

democratically based on values and 

principles.



Definition of a cooperative (3 of 3)

32
International Co-operative Alliance. http://ica.coop/en/whats-co-op/co-operative-identity-values-principles.

A cooperative is an autonomous association of 

persons united voluntarily to meet their 

common economic, social, and cultural needs 

and aspirations through a jointly-owned and 

democratically-controlled enterprise.



Cooperatives vs. other businesses

33

Business Form Ownership Objective Control
Allocation of 

Profit

Sole Proprietor 1 person
Profit

maximization
Owner Owner

Partnership
2 or more 

partners

Profit

maximization
Partners Partners

Corporation
Multiple 

shareholders

Profit 

maximization
Shareholders Shareholders

Cooperative Members
Service to 

members
Members Members



Structure of a cooperative

34

Member 

A

Member 

B

Member 

C

Member 

F

Member 

E

Cooperative 

Enterprise

Member 

D



Structure of the cooperative movement 

35

Cooperative Member

Primary Cooperative

Cooperative Union

Federation

Confederation



Structure of the cooperative movement

36

Cooperative Union

Primary 

Cooperative

At least 10 

members

Primary 

Cooperative

Primary 

Cooperative

At least 10 

members

At least 10 

members



Structure of the cooperative movement

37

Confederation

Federation

Unio

n

Unio

n

Unio

n

Unio

n

Unio

n

Unio

n

Unio

n

Unio

n

Unio

n

FederationFederation



Let’s discuss

38

What is the role of cooperative unions, federations, and 

confederations? 

Cooperative unions, federations, and confederations



COOPERATIVE VALUES 

AND PRINCIPLES

Session 2



Let’s discuss

40

What is the difference between a value and a principle? 

Values vs. principles



Principles are values in action

41

Example:

Honesty 

is a value

“I do not steal”

is a principle



ICA cooperatives value…

42

1. Self-help

2. Self-responsibility

3. Democracy

4. Equality

5. Equity

6. Solidarity

International Co-operative Alliance. http://ica.coop/en/whats-co-op/co-operative-identity-values-principles.



Let’s discuss

43

Based on those values, what principles do you think 

guide cooperatives?

Reminder: Cooperatives value self-help, self-

responsibility, democracy, equality, equity, and solidarity.

Cooperative principles



ICA cooperative principles…

44

1. Voluntary and open membership

2. Democratic member control

3. Member economic participation

4. Autonomy and independence

5. Education, training and information

6. Cooperation among cooperatives

7. Concern for community

International Co-operative Alliance. http://ica.coop/en/whats-co-op/co-operative-identity-values-principles.



Cooperative values and principles

45

Cooperative Values:

1. Self-help

2. Self-responsibility

3. Democracy

4. Equality

5. Equity

6. Solidarity

Cooperative Principles:

1. Voluntary and open membership

2. Democratic member control

3. Member economic participation

4. Autonomy and independence

5. Education, training and 

information

6. Cooperation among 

cooperatives

7. Concern for community



Over to you!

46

Objective
Analyze how cooperative values and principles apply to 

your organization.

Timing 30 minutes

Instructions

1. Note the value assigned to your cooperative.

2. Select 1 principle that shows how your cooperative 

puts that value into action.

3. Discuss specific examples of how your cooperative 

has demonstrated that principle.

4. Deliver a 2-minute presentation summarizing how 

this value and principle apply to your cooperative. 

Activity | Cooperative Values and Principles



47
International Co-operative Alliance. http://ica.coop/en/whats-co-op/co-operative-identity-values-principles.

If you want to go fast, go alone.

If you want to go far, go together.



Foundations of 

Cooperative Management 

Module 3: Leadership

Session 1: Introduction to Leadership

Session 2: Motivating People

Session 3: Resolving Conflict



INTRODUCTION TO 

LEADERSHIP

Session 1



During this module, you will…

50

1. Select 1 motivation skill to develop.

2. Explore approaches to resolving conflict.



Leadership inspiration

51

1. “A leader who does not take advice is not a leader.” (Kenyan 

proverb)

2. “Management is doing things right; leadership is doing the right 

things.” (Peter F. Drucker)

3. “The best way to find yourself is to lose yourself in the service of 

others.” (Mahatma Gandhi)

4. “Today a reader, tomorrow a leader.” (Margaret Fuller)

5. “An army of sheep led by a lion can defeat an army of lions led by a 

sheep.” (Ghanaian proverb)

6. “Anyone can hold the helm when the sea is calm.” (Publilius Syrus)



Let’s discuss

52

Why did you choose that quote?

What does this say about the qualities you value in a 

leader?

Which quote do you prefer?



What makes a good leader?

53

Leadership 

Qualities

Honesty

Enthusiasm

Dedication

Communication 

Skills

Ability to 

delegate

Confidence

Approachability

Can you think of others?



Good leaders do 4 things…

54

1. They create an inspiring vision of the future.

2. They motivate people to engage with that vision. 

3. They manage delivery of the vision.

4. They coach and build a team, so it can achieve that 

vision.

How many of these do you do?

What is Leadership? https://www.mindtools.com/pages/article/newLDR_41.htm 



55

Are you a good leader?

Photo by Pedro Ribeiro Simoes. Used under Creative Commons license.

https://www.flickr.com/photos/pedrosimoes7/1301014184/in/photolist-2YY3c3-wKzC1B-fE4wVZ-bpVmwA-fEm7Th-bCQiqV-fE4xrH-bCQgVn-fEm7Z7-bCQhF4-bpVgmb-bCQhft-bpVhwm-bpVg17-bpVhTW-bpViBu-bpVjXA-75mcCp-bpVj7L-fE4xzp-fE4nci-6g6Wxx-fE4xiH-fE4xV8-dhzWra-bu1Ujb-bu1Ncw-jtWQBG-bu1TWL-bGVBcP-bGVFup-86TuqW-echRtH-86Qmf8-dsfrvx-bGVDWx-bGVEGF-bGVzG4-ahujD4-bGVEuK-bGVCS8-bGVC4r-bGVDgP-jsQLQF-ch3LLu-icq7XU-oi3dUG-5EjAty-bGVA8P-efSuwk
https://creativecommons.org/licenses/by/2.0/


MOTIVATING PEOPLE

Session 2



During this session, you will…

57

1. Select 1 motivation skill to develop.

2.



Let’s discuss

58

Which of the statements on your leadership self-

assessment relate to motivating people?

Motivating people



3 ways to motivate people

59

1
2

3

Give good feedback

Listen attentively

Recognize good work



Over to you!

60

Objective
Select 1 motivation skill to develop. State 3 actions you 

will take to develop that skill.

Timing 20 minutes

Instructions

1. Review the statements on your leadership self-

assessment. Select one that represents the 

motivation skill you most want to develop.

2. Find a partner in the class who chose that same skill. 

In pairs, exchange ideas on how you can develop it.

3. Also with your partner, select 3 actions you will take 

to develop that skill. Share your ideas with the class.

Activity | Motivation Skills



RESOLVING CONFLICT

Session 3



During this session, you will…

62

1.

2. Explore approaches to resolving conflict.



Consider this scenario…

63



Let’s discuss

64

Have you been in a situation like this? 

How did you react? Did your actions make the conflict 

better or worse?

What would you do?



Conflict is not a bad thing

65

Unresolved conflict is a bad thing



Conflict can be resolved in 5 ways

66

1. A wins and B loses

2. B wins and A loses

3. Both A and B withdraw

4. A and B compromise

5. A and B work together to transcend conflict 

Conflict Management Exercises. http://conflict911.com/cgi-bin/links/jump.cgi?ID=19016



Over to you!

67

Objective

There are 2 people and 1 mango. Explore how this 

conflict could end in the 5 outcomes on the previous 

slide. E.g., How might Person A win? How might they 

compromise? How might they transcend the conflict?

Timing 20 minutes

Instructions

1. In your group, discuss how you could obtain the 5 

outcomes for this conflict. Write your ideas on the 

handout.

2. Of all the ideas you have written down, which one 

would your group use to resolve this conflict? Be 

prepared to explain why.

Activity | Resolving conflict

Conflict Management Exercises. http://conflict911.com/cgi-bin/links/jump.cgi?ID=19016



Let’s revisit this scenario…

68



Foundations of 

Cooperative Management

Module 4: Business Planning
Session 1: Introduction to Business Planning

Session 2: Mission and Vision

Session 3: Strengths and Weaknesses 

Session 4: Business Objectives

Session 5: Business Planning

Session 6: Progress Monitoring



INTRODUCTION TO

BUSINESS PLANNING

Session 1



Find your SCOPEinsight score

71



Interpret your business planning score

72

Have a clear mission and vision.

Can explain their strengths and 

weaknesses.

Set SMART business objectives.

Have a written business plan.

Monitor progress toward achieving 

objectives.

Do not have a mission or vision.

Cannot explain their strengths and 

weaknesses.

Do not set SMART objectives.

Do not have a business plan.

Do not know whether they are 

achieving objectives.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

73

In your everyday life, what planning do you do to reach 

your goals?

Do you agree with the quote below? Why or why not?

How do you plan?

If you fail to plan, you plan to fail.



Over to you!

74

Objective

Imagine the class is divided into 2 soccer teams. List the 

steps your team would take to prepare for a soccer 

game. 

Timing 15 minutes

Instructions

1. Work with your “soccer team”.

2. On a flip chart, spend 5 minutes listing the steps 

involved in preparing for the game. Consider all 

aspects of game preparation, including the game 

plan, players’ positions, practice, pre-game 

stretching, and so on.

3. Present your list to the class.

Activity | Prepare for a soccer game



Cooperatives also need to plan

75

Planning enables you to organize goals and strategies

Planning aligns important decisions with goals

Planning allows you to measure performance

Planning can help your business get a loan

AchievementPlanning



MISSION AND VISION

Session 2



What is a mission statement? 

77

Your 

cooperative’s 

goals

Meeting your 

members’ needs

A mission statement defines what you do and the people 

for whom you do it. It answers the question:  "Why do we 

exist?” 



Sample mission statement

78

Example: 

We market quality cocoa at the 

best possible price on behalf of 

our members.



Elements of a good mission statement

79

Is clear.

Is achievable.

Focuses on goals.

Contains unclear statements 

(“we make money”).

Is not achievable (“be the best 

cooperative in our region”).

Focuses on process.

A good mission 

statement:

A weak mission 

statement:



Over to you!

80

Objective

Create a mission statement for your cooperative. Your 

mission statement should define what you do and the 

people for whom you do it.

Timing 35 minutes

Instructions

1. Work with members of your cooperative to write a 

mission statement.

2. Present your mission statement to the class.

3. Provide constructive feedback to the other 

cooperatives and receive their feedback.

4. Later, revise your statement based on the feedback 

you receive.

Activity | Mission statement



Add to your development plan

81

Write your mission 

statement and 

actions to 

communicate it in 

your development 

plan.

Later, assign 

resources and track 

progress.

Go to your development plan

Later, work with your cooperative 

to complete the yellow box

Complete the blue boxes today



82

What is a vision statement?



What is a vision statement?

83

A vision statement describes what you want to achieve 

and the desired future state.

It answers the question: “Where do we want to be X 

years from now?”



Elements of a good vision statement

84

Appeals to hearts and minds.

Reflects what is unique about 

your organization.

Aligns with your purpose.

Guides decision making (who 

to hire, how to invest, etc.).

Is boring and uninspiring.

Sounds like it could be about 

any organization.

Ignores, or even contradicts, 

your purpose.

Does not provide guidance.

A good vision 

statement:

A weak vision 

statement:



Are these good vision statements?

85

Example 1: We will market high-quality, competitively-

priced chili peppers that are enjoyed around the world.

Example 2: We will anticipate the needs of customers 

and maximize the return to members while maintaining 

high quality.



Over to you!

86

Objective Write a newspaper headline for your cooperative.

Timing 20 minutes

Instructions

1. Work with your cooperative.

2. Imagine it is the year 2022. A major newspaper 

wants to write an article about your cooperative. 

What headline appears on the article? Write it down.

3. Explain to the class why you chose this headline.

Activity | Part A: Newspaper headline



Over to you!
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Objective Create a vision statement for your cooperative.

Timing 25 minutes

Instructions

1. With your cooperative, discuss how to turn your 

headline into a vision statement. Consider how the 

headline is:

a. inspirational.

b. reflects what is unique about your cooperative.

c. can guide your decisions today.

2. Create a vision statement based on your headline.

3. Be prepared to share your vision with the class.

Activity | Part B: Vision statement



Add to your development plan

88

Write your vision 

statement and the 

actions you will 

take to 

communicate it.

Later, assign 

resources and 

track progress.

Go to your development plan

Later, complete the section in yellow

Complete the blue boxes today



STRENGTHS AND 

WEAKNESSES

Session 3



Let’s discuss

90

Awareness of strengths and weaknesses

What does your cooperative do well?

What could your cooperative do better?



Over to you!

91

Objective
Identify your cooperative’s top 3 strengths and top 3 

weaknesses. Explain how they impact your business.

Timing 25 minutes

Instructions

1. On paper, identify your cooperative’s strengths and 

weaknesses and their impact.

2. Discuss ways you will address your cooperative’s 

weaknesses.

Activity | Awareness of strengths and weaknesses



Let’s discuss

92

Strengths and weaknesses—what now? 

How will you capitalize on strengths?

How will you fix areas of weakness?



Add to your development plan

93

In your development 

plan, add your top 3 

strengths and 

weaknesses, and 

actions to address 

them.

Later, assign 

resources and track 

progress.
Finish the yellow box later 

with your cooperative 

Identify strengths and weaknesses today 



BUSINESS OBJECTIVES

Session 4



95

Objectives should be SMART…

S M A R T
Specific

Measurable

Attainable

Relevant 

Time bound



96

Here is a SMART objective

We will increase our membership by 10% by July 2018.

Specific Measurable

Attainable: sounds like a reasonable goal. 

Relevant: sounds like it connects to business strategy.  

Time bound



97

Your development plan is SMART



Over to you!

98

Objective Define 2 SMART objectives for your cooperative.

Timing 25 minutes

Instructions

1. Work with members of your cooperative to decide on 

2 SMART objectives.

2. In setting objectives, ask:

a. What will help us achieve our vision?

b. What do members value?

c. What can we do given our resources?

3. Be prepared to share your objectives and explain 

why they are SMART.

Activity | SMART objectives



Add to your development plan

99

Write your 2 

SMART objectives 

in your 

development plan.

Later in this 

module, you will 

work on an action 

plan for 1 of those 

objectives.

Go to your development plan

Complete the section in blue 

for both objectives



BUSINESS PLANNING

Session 5



What is a business plan?

101

A business plan is a written document that answers 3 

questions:

1. Where are we now?

2. Where are we going?

3. How will we get there?



A business plan is a road map

102

Where are we now?

(Your location today)

Where are we going?

(Your destination)

How will we get there?

(The road you will take)



Over to you!

103

Objective
Categorize business plan elements based on which of 

the 3 business plan questions they answer.

Timing 20 minutes

Instructions

1. On your own, review Part A on the handout, which is 

a list of items contained in a business plan.

2. In Part B on the handout, sort the items based on 

which of the 3 questions they answer: (1) Where are 

we now? (2) Where are we going? (3) How will we 

get there? 

3. Be prepared to discuss your answers.

Activity | Business plan elements



104

Your current business

• Mission statements

• Markets served

• Industry and competitive analysis

• Financial performance

Management and membership

• Management team

• Board of Directors

• Membership

Business plan elements

1. Where are 

we now?



105

Your future business

• Vision statement

• Business objectives

• Strategies and action plans

Financial needs

• Budget

• Financing sought

Risk Management

• Risk mitigation strategies

Business plan elements

2. Where are we going?

3. How will we get there?



Action plans and business planning

106



Over to you!

107

Objective Develop an action plan for one SMART objective.

Timing 30 minutes

Instructions

1. Work with members of your cooperative. 

2. On a flip chart, develop an action plan for achieving 

one objective. Your plan should include: 

a. Actions you will take to achieve the objective.

b. The person responsible for taking the action.

c. Any resources needed (such as budget or 

equipment).

d. The deadline for action to be completed.

3. Present your action plan to the class.

Activity | Action plans



Add to your development plan

108

Record your 

action plan for 1 

SMART objective.

Later, work with 

your coach to 

develop an action 

plan for the other 

objective. 

Go to your development plan

Complete the section in blue for 

one of your objectives



PROGRESS MONITORING

Session 6



By monitoring progress, you can…

110

Assess whether 

you are on track to 

achieve your goals

Why else would you 

monitor progress?

Check that activities 

continue to fit your 

mission and vision

Perform any needed 

course correction



How to monitor progress

111

1. Select the objectives to track.

2. Decide on progress indicators.

3. Set a review schedule.

4. Use what you learn to continuously improve.



Over to you!

112

Objective
Develop a plan for monitoring progress on 1 SMART 

objective (the same objective from the last activity).

Timing 20 minutes

Instructions

1. Work with members of your cooperative.

2. Develop a monitoring plan for 1 objective. In your 

plan, include: 

a. Progress indicators.

b. Review frequency.

c. Date of first review.

Activity | Progress Monitoring



Add to your development plan

113

Record the 

outcomes of the 

last activity in 

your development 

plan.

Later develop a 

monitoring plan 

for the other 

objective. 

Go to your development plan

Complete the section in blue for one objective



Foundations of 

Cooperative Management 

Module 5: Governance

Session 1: Introduction to Governance

Session 2: General Assembly

Session 3: Board of Directors

Session 4: Supervisory Committee and Role Summary



INTRODUCTION TO 

GOVERNANCE

Session 1



During this module, you will work on…

116

“Over-to-You!” Activities Your Development Plan

1. Define the agenda for your next 

general assembly.

1. Begin planning your next 

general assembly.

2. Describe how your cooperative 

will hold fair board elections.

2. Begin planning your next board 

elections.

3. Categorize the responsibilities 

of the 3 main cooperative 

organs.

(No development plan exercise) 



Find your SCOPEinsight score

117



Interpret your governance score

118

Consistently hold a General 

Assembly at least once a year.

Members elect the Board of 

Directors.

The Board of Directors hires 

the general manager.

Do not hold a General Assembly 

at least once a year.

Members do not elect a Board 

of Directors democratically.

The Board of Directors does not 

hire the general manager.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

119

Why do you think you got this score?

What does this score mean for your cooperative and its 

members?

What do you think you can do to improve your score?

Your SCOPEInsight score



Let’s discuss

120

What words come to mind when you hear governance?

What is governance?



Definition of governance

121

Governance is the set of processes, 

practices, policies, and structures that 

determine how decisions are made 

and actions are taken within a group.



Why is governance important?

122



Over to you!

123

Objective

Determine what can go wrong for members, managers, 

employees, and the board of directors when there is no 

governance. 

Timing 20 minutes

Instructions

1. The instructor will assign your group a situation 

where there is little or no governance.

2. Create a list of issues that will arise due to the lack 

of governance in this situation.

3. One member of each group will present the list of 

issues.

Activity | What can go wrong?



Governance in Rwandan cooperatives

124

Under Rwandan cooperative law, a cooperative has the 

following organs of governance: 

1. General Assembly 

2. Board of Directors

3. Supervisory Committee

4. Other committees, as needed

This module covers the General Assembly, Board of 

Directors, and Supervisory Committee. 



GENERAL ASSEMBLY 

Session 2



During this session, you will work on…

126

“Over-to-You!” Activities Your Development Plan

1. Define the agenda for your next 

general assembly.

1. Begin planning your next 

general assembly.



What is the General Assembly?

127
Rwanda Cooperative Law 12/2011 RYO KU WA 27/05/2011, Article 49.

“The General Assembly of members shall be the 

supreme organ of the cooperative organization. It 

shall have full powers to examine and take 

decisions concerning the cooperative 

organization. Every member shall have the right 

to attend or to be represented in its meetings.”



Rights of the General Assembly

128

Members of the General Assembly have the right to:

• Attend meetings and vote.

• Stand for election to the board and its committees.

• Initiate an inquiry into the cooperative’s affairs.

• Earn income and other benefits from the cooperative’s 

operations.

• Can you think of others?



Let’s discuss

129

Can you recall any of the 7 cooperative principles?

What connection do you see between those principles 

and the rights of the General Assembly?

Rights and principles



Meetings of the General Assembly

130

All members have the right to attend and participate in 

meetings of the general assembly (GA).

According to Rwandan law, a cooperative is required to 

hold a GA at least once a year, usually in March.

A second GA is typically held in October.

Rwanda Cooperative Law 12/2011 RYO KU WA 27/05/2011, Articles 49–62.



What happens at the March GA?

131

• Consider and approve the agenda 

for the meeting.

• Consider and approve the minutes 

of the previous GA.

• Elect Supervisory Committee, 

Board of Directors, and members of 

other committees provided for in 

the bylaws.

• Dismiss board members and 

members of other committees 

provided in the bylaws.

• Determine the rate of allowances 

for board and committee members.

• Consider the report of the board on 

previous year activities.

• Consider the audited financial 

statement and audit report of the 

cooperative for the preceding year.

• Consider reports of the board and 

other committees.

• Decide how available surplus and 

interest will be distributed or invested.

• Consider and decide the maximum 

borrowing powers of the cooperative.

• Decide on the management structure.

• Transact any other business for which 

notice has been given and which is on 

the agenda.



What happens at the October GA?

132

• Consider and approve the agenda 

for the meeting.

• Consider and approve the minutes 

of the previous GA.

• Approve and adopt the business 

plan of the cooperative for the 

following year.

• Admit new members.

• Examine and approve the 

cooperative’s accounts.

• Approve the estimates of income 

and expenditure for the next 

financial year.

• Appoint the external auditor for the 

ensuring financial year and approve 

remuneration.

• Fix the investment, deposit and 

placement ceiling.

• Deliberate on any other issue on the 

meeting agenda.



Notice of the General Assembly

133

The notice of the GA must be communicated to members 

in writing (if not in writing, by other means agreed upon 

by the membership).

The notice must be communicated to members at least 

15 days before the meeting date.

The notice will include: 

The cooperative’s name, followed by its acronym (if applicable)

Date, time, and location of the meeting

Ordinary or extraordinary nature

Meeting agenda



Over to you!

134

Objective

Define the agenda of your cooperative’s next meeting of 

the General Assembly. Then identify the date, time, 

location, and date of public notice for members.

Timing 30 minutes

Instructions

1. Work with members of your cooperative.

2. Create an agenda for the General Assembly and 

determine the date, time, and location.

3. Determine where and how you will notify members of 

the meeting.

Activity | Meeting of the General Assembly



Add to your development plan

135

Create a General 

Assembly agenda 

on sheet 1.

Input the date, 

time, location, and 

notification 

information on 

sheet 2. 

Go to your development plan

Sheet 2: Meeting logistics

Sheet 1: General Assembly agenda



BOARD OF DIRECTORS

Session 3



During this session, you will work on…

137

“Over-to-You!” Activities Your Development Plan

2. Describe how your cooperative 

will hold fair board elections.

2. Begin planning your next board 

elections.



What is the Board of Directors?

138
Rwanda Cooperative Law 12/2011 RYO KU WA 27/05/2011, Article 63.

“The Board of Directors shall be the 

management organ of a cooperative 

organization, which implements the decisions 

and directives made by the General Assembly 

in accordance with the by-laws governing the 

cooperative organization and this law.”



What is the Board of Directors?

139

Under Rwandan law, the Board of Directors:

• Has 5 members who are elected according to the 

cooperative’s by-laws.

• Includes both men and women.

• Signs a yearly performance contract.



Responsibilities of the Board

140

The Board of Directors is responsible for:

• Directing the cooperative.

• Preparing for meetings of the General Assembly.

• Hiring a general manager.

• Drafting internal regulations.

• Ensuring finances are well managed.

• Admitting new members

• Can you think of other responsibilities?



In your cooperative, who selects members to serve on 

the Board of Directors? 

When are elections held?

How long should a person stay in his or her position as 

an officer?

Let’s discuss

141

Election of the Board of Directors 



Over to you!

142

Objective
Describe how a fair election of the officers of the Board 

of Directors should be held in your cooperative. 

Timing 35 minutes

Instructions

1. Work with members of your cooperative.

2. Determine if fair elections are currently being held.

3. Explain how and when a person may be nominated  

or how a person may nominate him/herself for a 

position on the board.

4. Explain voting procedures, including whether the 

vote is a secret ballot or open, how proxies are 

counted, who counts the votes, and how ties are 

broken.

Activity | Election of the Board of Directors



Add to your development plan

143

Enter when elections 

will be held each 

year and describe 

the nomination 

process and election 

procedures.

Work with your 

cooperative to 

schedule the next 

election.

Go to your development plan



SUPERVISORY COMMITTEE 

AND ROLE SUMMARY

Session 4



During this session, you will work on…

145

“Over-to-You!” Activities Your Development Plan

3. Categorize the responsibilities 

of the 3 main cooperative 

organs.

(No development plan exercise) 



What is the Supervisory Committee?

146

The Supervisory Committee is composed of 3 members 

elected by the General Assembly. Where possible, it 

should include men and women.

Its role is to supervise the management of the 

cooperative.

It acts as a check on the Board of Directors and 

management: Is the cooperative being managed in a way 

that protects the interests of members?

Rwanda Cooperative Law 12/2011 RYO KU WA 27/05/2011, Articles 70 and 72.



Summary of the organs of governance

147

General Assembly: The boss

Board of Directors: Represents the boss

Supervisory Committee: Ensures the boss is 

well represented 



Over to you!

148

Objective

Categorize the responsibilities of the 3 main cooperative 

organs (General Assembly, Board of Directors, and 

Supervisory Committee).

Timing 30 minutes

Instructions

1. In your group, review the handout on cooperative 

governance.

2. For each responsibility listed on the handout, your 

group will decide whether that responsibility belongs 

to the General Assembly, Board of Directors, or 

Supervisory Committee.

3. Be prepared to share your answers.

Activity | Who does what?



Foundations of 

Cooperative Management 

Module 6: Internal Organization

Session 1: Introduction to Internal Organization

Session 2: Recordkeeping

Session 3: Controlling Corruption

Session 4: Managing Meetings



INTRODUCTION TO 

INTERNAL ORGANIZATION

Session 1



During this module, you will work on…

151

“Over-to-You!” Activities Your Development Plan

1. List 5 business records that 

your cooperative must make 

available.

1. Identify the actions you will take 

to make those records available.

2. Describe the corruption risks 

facing your cooperative.

2. State the measures you can 

take to reduce the likelihood of 

corruption.

3. Demonstrate the elements of a 

good meeting through role-play.

(No development plan exercise) 



Find your SCOPEinsight score

152



Interpret your int’l organization score

153

Keep all necessary records 

and business documentation.

Hold effective, well-organized 

meetings

Take measures to prevent 

corruption.

Do not maintain records or 

documentation.

Hold meetings that do not 

accomplish anything.

Do not guard against corruption.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

154

Why do you think you got these scores?

What do the scores mean for your cooperative and its 

members?

What do you think you can do to improve the scores?

Your SCOPEInsight score



What is internal organization?

155

Internal organization is the way 

in which a cooperative 

structures its activities and 

resources to achieve its goals.



Let’s discuss

156

What are the benefits to running an organized 

cooperative?

What happens when a cooperative is disorganized?

How are members affected by a cooperative’s level of 

organization?

Being organized



Over to you!

157

Objective
Demonstrate the differences between being an 

organized and disorganized cooperative. 

Timing 45 minutes

Instructions

1. Note the scenario assigned to your group.

2. Develop characters and a sketch (about 3 minutes 

long) based on your scenario.

3. Showtime! Perform your sketch for the class.

Activity | Organized vs. unorganized



RECORDKEEPING

Session 2



During this session, you will work on…

159

“Over-to-You!” Activities Your Development Plan

1. List 5 business records that 

your cooperative must make 

available.

1. Identify the actions you will take 

to make those records available.



Let’s discuss

160

How do you keep business records?

On paper? On a computer? In your head?



Why are business records important?

161

MATCOM (2001). Crop Collection, 32.    MATCOM (2001). Storage, 58.    



Records required by law (1 of 2)

162

Rwanda Cooperative Law, updated 2011

Code of Conduct

Bylaws

Internal rules and regulations 

Registration certificate

Members' register

Register of shares of members

Rwanda Cooperative Law 12/2011 RYO KU WA 27/05/2011, Article 44.



Records required by law (2 of 2)

163

Register of the minutes of the general assembly 

Register of the minutes of the meetings of the board of 

directors (including attendee list and annexes)

Register of charges created over cooperative property

Copy of approved accounts and balance sheet

Rwanda Cooperative Law 12/2011 RYO KU WA 27/05/2011, Article 44.



Records you should keep

164

Member Accounts: 

Patronage – business done with cooperative each 

year (purchases and sales)

Capital – invested, other capital shares, retained 

earnings

Member accounts receivable

Fixed asset inventory

Petty cash fund



Let’s discuss

165

Can you easily access your business records?

If you were asked to show (for example) your members’ 

register, where would you find it?

Who is responsible for keeping track of key records?



Over to you!

166

Objective
Evaluate the availability of business records in your 

cooperative. 

Timing 20 minutes

Instructions

1. On the handout, review the list of records that you 

must keep (by law) and that you should keep.

2. If someone asked to see these records today, could 

you provide them? Put a checkmark (✓) next to 

those records your cooperative has available (in 

paper or electronic form).

3. Be prepared to discuss your results with the class.

Activity | Availability of business records



Add to your development plan

167

List 5 business 

records that your 

cooperative must 

make available.

Decide on actions 

to take to make 

those records 

available.

Go to your development plan

Today: Complete the section in blue

Later: Complete the section in yellow



CONTROLLING CORRUPTION

Session 3



During this session, you will work on…

169

“Over-to-You!” Activities Your Development Plan

2. Describe the corruption risks 

facing your cooperative.

2. State the measures you can 

take to reduce the likelihood of 

corruption.



What is corruption?

170

100



Let’s discuss

171

Awareness of corruption

How can corruption manifest 

itself in a cooperative?

What can cooperatives do to 

prevent corruption?



Over to you!

172

Objective
Identify areas of your cooperative that could be at risk

for corruption and measures to prevent such corruption.

Timing 20 minutes

Instructions

1. Work with members of your cooperative.

2. On paper, identify areas of your cooperative where 

corruption could occur.

3. For each area, describe measures your cooperative 

can take to prevent potential corruption.

Activity | Awareness and prevention of corruption



Add to your development plan

173

Identify areas 

where corruption 

can occur in your 

cooperative.

Describe 

measures you 

will implement to 

prevent 

corruption.

Go to your development plan

Later: Complete the section on the right

Today: Complete the section on the left



MANAGING MEETINGS

Session 4



During this session, you will work on…

175

“Over-to-You!” Activities Your Development Plan

3. Demonstrate the elements of a 

good meeting through role-play.

(No development plan exercise) 



Let’s discuss

176

What does a “bad” meeting look like? 

What does a “good” meeting look like?

How can you turn bad meetings into good meetings?

Good meetings vs. bad meetings



4 elements of effective meetings

177

An owner

Someone who 

will plan and 

run the 

meeting

An objective

A statement of 

what the 

meeting 

should 

accomplish

Action items 

Follow-up 

actions to take, 

with owners 

and due dates

An agenda

A list of topics 

that will be 

covered at the 

meeting



The meeting owner...

178

Sets the agenda and 

runs the meeting

Ensures participants 

stay on topic

Ensures the meeting 

starts on time

Ensures the meeting 

achieves its objective



State why you are meeting

179

Decide whether to sell to customer X.

Generate ideas on how to recruit new members.

Inform members about new cooperative services.

Elect a new Board of Directors.

What is the objective of your next meeting? Provide some 

examples.

Examples of meeting objectives:



Use an agenda to stay on track

180

Include date and time

Include other relevant 

details, like chair name

List the topics that will be 

covered during the meeting



End with clear action items

181

Action items capture who needs to do what by when



Over to you!

182

Objective
Demonstrate the 4 elements of a good meeting through 

a short role-play.

Timing 45 minutes

Instructions

1. Read the meeting scenario that has been given to 

your cooperative (see handout).

2. Assign each group member one of the following 

tasks: (1) determining the meeting objective; (2) 

creating an agenda; (3) chairing the meeting; and (4) 

capturing action items.

3. After preparing your roles, hold a 10-minute meeting.

4. Be prepared to share your experiences.

Activity | Meeting role-play



Foundations of 

Cooperative Management

Module 7: Human Resources

Session 1: Introduction to Human Resources

Session 2: Recruiting and Hiring

Session 3: Setting Goals and Monitoring Performance



INTRODUCTION TO 

HUMAN RESOURCES

Session 1



During this module, you will work on…

185

“Over-to-You!” Activities Your Development Plan

1. Plan for recruiting your next 

position.

1. Determine recruitment, hiring, 

and retention action steps.

2. Identify do’s and don’ts for 

maintaining and updating 

employee records.

(No development plan exercise) 

3. Role play the effects of vague 

and SMART objectives.

(No development plan exercise) 



Find your SCOPEinsight score

186



Interpret your human resource score

187

Have the right people working 

in the right places.

Find and attract the right 

people.

Do not have the best people for 

the job.

Do not hire for the best fit.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

188

Why do you think you got this score?

What does this score mean for your cooperative and its 

members?

What do you think you can do to improve your score?

Your SCOPEInsight score



What is human resources (HR)?

189

Human resources (HR) describes the 

process of hiring and developing 

employees so they become valuable to the 

organization. HR should improve 

employee performance and meet the 

cooperative’s strategic objectives.



Labor laws

190

When you have 

employees, you are an 

employer and are 

subject to the 

Cameroon labor code.

Your HR policies must 

conform with the labor 

code.

https://www.ilo.org/dyn/natlex/docs/WEBTEXT/31629/64867/E92CMR01.htm



RECRUITING AND HIRING

Session 2



During this module, you will work on…

192

“Over-to-You!” Activities Your Development Plan

1. Plan for recruiting your next 

position.

2. Identify do’s and don’ts for 

maintaining and updating 

employee records.



10 practices in 3 key areas

193

1. Job descriptions

2. Competitive recruiting process

3. Public notices for available positions

4. Document HR policies

5. Offer a competitive package

6. Maintain employee records

7. Conduct orientation and training

8. Set written goals for employees

9. Conduct performance evaluations

10. Provides needed tools and resources

Recruiting

Hiring

Retention



Recruitment 

194

Goal: Attract the right person for the right job.



Let’s discuss

195

All positions should have a written job description, including 

board and committee members.  

Why are job descriptions important?

How have job descriptions affected your organization?

Are there any positions within your organization that still 

need a job description?

Practice 1: Write job descriptions



Over to you!

196

Objective Plan for recruiting your next position.

Timing 25 minutes

Instructions

1. In your cooperative, decide on the next position you 

will need to hire for. 

2. Discuss the steps in the recruitment plan and 

determine what you will do and what actions are 

required to finalize the plan.

3. Share your plan with the class and solicit ideas for 

your plan.

Activity | Practice 2: Develop a competitive recruiting process



Let’s discuss

197

Issue public notices of available job positions.

Where would you issue notices?

How would this help with finding the right people for the 

right job?

What challenges might you have in this?

Practice 3: Do public notices for available positions



Hiring

198

Goal: Hire the right person for the right job.



Let’s discuss

199

It is important to have documented HR policies.

Why do you think it is important to have written HR 

policies?

What types of policies should be written for your 

cooperative?

Are you equipped to make HR policies or should you 

seek outside, specialized assistance?

Practice 4: Document HR policies



Let’s discuss

200

Once you have found the right person for the right job, 

entice that person to work for your cooperative by making a 

competitive offer.

What would you want in an offer package?

What would influence your ability to offer those things?

Why do you think it is important to make a competitive 

offer?

How would you find out what competitors are offering 

candidates?

Practice 5: Offer a competitive package



Over to you!

201

Objective
Identify the DOs and DON’Ts of keeping employee 

records.

Timing 25 minutes

Instructions

1. Discuss the question assigned to your group.

2. Decide on the DOs and DON’Ts for your question. In 

other words, what should you do to answer that 

question? And what should you not do?

3. Share your insights with the class.

Activity | Practice 6: DOs and DON’Ts of Employee Records



SETTING GOALS AND 

MONITORING PERFORMANCE

Session 3



During this module, you will work on…

203

“Over-to-You!” Activities Your Development Plan

1. Determine recruitment, hiring, 

and retention action steps.

3. Role play the effects of vague 

and SMART objectives.



Let’s discuss

204

Practice 7: Conduct orientation and training for new employees

What would you include in new employee training?



Practice 8: Set goals for employees

205

Once managers are hired, they should be given objectives 

that are “SMART”:

Specific: Targets a specific area for improvement.

Measurable: Sets a quantifiable target.

Attainable: Can be achieved with available resources.

Relevant: Aligns with business priorities.

Time bound: Has a deadline.



Over to you!

206

Objective Role-play the effects of vague and SMART objectives.

Timing 15 minutes

Instructions
1. Conduct 2 role-plays in front of the whole class.

2. Discuss differences between the role-plays.

Activity | Practice 9: Conduct performance evaluations



Let’s discuss

207

What additional training might your employees need?

What additional training do your board members need?

How can you provide better tools and resources to your 

people?

Practice 10: Provide tools and resources for staff and board members



Add to your development plan

208

Identify your 

cooperative’s 

biggest gaps 

(weaknesses) in 

recruitment, hiring, 

and retention.

Decide on the 

actions needed to 

close each gap.

Go to your development plan

Now: Complete the section in blue

Later: Complete the section in yellow



Foundations of 

Cooperative Management

Module 8: Sustainability

Session 1: Introduction to Sustainability

Session 2: Fair Labor Practices

Session 3: Diversity

Session 4: Environmental Impact



Let’s discuss

210

What topics caught your attention? Why?

How does this development plan compare to what you 

expected to find?

Your development plan



Agree or disagree?

211

Statement Agree? Disagree? Not sure?

1. It is acceptable to test for HIV and 

pregnancy before deciding to hire 

someone.

2. It is important that my cooperative 

look like the community it represents.

3. It is important to train staff and 

members on how to handle pesticides 

and other chemicals.



INTRODUCTION TO 

SUSTAINABILITY

Session 1



During this module, you will work on…

213

“Over-to-You!” Activities Your Development Plan

1. Decide how to create a fair 

labor environment for your 

cooperative and its members.

1. Record 2 actions you will take to 

create a fair labor environment.

2. Anticipate the challenges of 

increasing diversity and discuss 

how to overcome them.

2. Record 2 actions you will take to 

increase diversity.

3. Advise another cooperative on 

how to lessen its environmental 

impact.

3. Record 2 actions you will take to 

become more environmentally 

sustainable.



Find your SCOPEinsight score

214



Interpret your SCOPE score

215

Follow responsible social 

practices.

Include diverse people, 

including women and youth.

Ensure their operations do not 

harm the environment.

Ignore social issues like child 

labor and working conditions.

Discriminate based on gender, 

age, or other factors.

Do little or nothing to reduce 

their environmental impact.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

216

Why do you think you got these scores?

What do these scores mean for your cooperative and its 

members?

What do you think you can do to improve these scores?

Your SCOPEInsight score



Let’s test your knowledge

217

Training members on water management.

Providing a safe working environment.

Handling chemicals and waste properly.

Ensuring women are treated equally.

Not employing children in the workplace.

Which of the following are examples of sustainability?



They are all examples of sustainability

218

Training members on water management.

Providing a safe working environment.

Handling chemicals and waste properly.

Ensuring women are treated equally.

Not employing children in the workplace.

✔

✔

✔

✔

✔

Which of the following are sustainable practices?



What is sustainability?

219

Sustainability is “development that 

meets the needs of the present without 

compromising the ability of future 

generations to meet their own needs.”   

United Nations Brundtland Commission.



220

“Our greatest responsibility is 

to be good ancestors.”

- Jonas Salk

Photo by Fort Myers. Used under Creative Commons license.

https://www.flickr.com/photos/94067987@N03/19918575422/in/photolist-wm8Uwb-6hPJcb-ffkwRW-HTAujE-FpJf6W-4egq2Y-j6jWRN-7179o-rBrMEF-7gwgNV-7fnkYL-89Mu7e-6hEKKh-7dpqNU-7veBL4-biZnFP-7xKFfB-47GqgF-ynDizq-7TaxXq-9tybeM-ppkdWP-e5wnjv-5efXv1-9XdCMb-6aMTQu-6hyrFM-7X8zfg-7TCkSw-e5Fg11-3eZzJC-ruQvfV-7sB8rZ-5VSyfF-cVXmp3-7CKXn2-bjzwCT-6hvK8R-rjpLGP-dzfcpn-5xjwSM-9D1swk-a1s6VU-eRPVeZ-4WQiin-m272YB-9D1sJi-56ZvWv-9D1sK8-4uNb24
https://creativecommons.org/licenses/by/2.0/


Over to you!

221

Objective

Discover which cooperatives are already following good 

labor practices, including diverse people, and lessening 

their environmental impact. Celebrate their success.

Timing 25 minutes

Instructions

1. Each person will receive a “sustainability bingo” 

card.

2. You will have up to 10 minutes to talk to your fellow 

cooperative leaders. 

3. For each statement on your card, find a cooperative 

for which it is true. When you find a match, write the 

name of the cooperative in the box. 

4. The first person to get a straight line wins!

Activity | Sustainability bingo



FAIR LABOR PRACTICES

Session 2



During this session, you will work on…

223

“Over-to-You!” Activities Your Development Plan

1. Decide how to create a fair 

labor environment for your 

cooperative and its members.

1. Record 2 actions you will take to 

create a fair labor environment.



ANON and fair labor practices

224

You are the general manager of Anonymous Producer 

Organization (ANON). ANON has a clear policy that 

prohibits members from employing children younger than 16 

years old. 

During a recent visit with one member, you notice several 

children working in the fields. It is a school day and they 

appear to be less than 16 years old.



Let’s discuss

225

How does this situation relate to fair labor?

What do fair labor practices mean to your cooperative?

What would you do?



Fair labor practices include…

226

Paying people a fair wage.

Not discriminating based on nationality, gender, age, etc.

Not using child labor.

Ensuring people are trained to do their jobs safely.

Providing maternity leave.

Providing access to first aid supplies, drinking water, 

clean toilets, and water for hand washing.

What are some other examples?



Let’s discuss

227

How would your cooperative benefit from following fair 

labor practices? 

How would your members benefit?

Benefits of fair labor practices



Contracts and fair labor

228

Fair labor often goes 

beyond being a “nice 

to have.”

Your contracts with 

customers might 

depend on your 

cooperative proving it 

adheres to fair labor 

standards.



Over to you!
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Objective
Decide how to create a fair labor environment for your 

cooperative and members.

Timing 20 minutes

Instructions

1. In your cooperative group, look at the sustainability 

bingo card again.

2. Of the fair labor practices listed on the card, choose 

1 that your cooperative wants to implement.

3. Discuss what actions you would need to take to 

implement this practice.

4. Share your insights with the class.

Activity | Fair labor practices in your cooperative



Add to your development plan

230

Go to your development plan

Record the fair 

labor practice you 

selected in the last 

activity.

Decide on 2 actions 

your cooperative 

will take to 

implement that 

practice.

Now: Complete the first rows

Later: Decide on a start date



DIVERSITY

Session 3



During this session, you will work on…

232

“Over-to-You!” Activities Your Development Plan

2. Anticipate the challenges of 

increasing diversity and discuss 

how to overcome them.

2. Record 2 actions you will take to 

increase diversity.



Over to you!

233

Objective

Identify how and why certain roles/activities are associated 

with women, while other roles/activities are associated with 

men.

Timing 30 minutes

Instructions

1. On your own, review the handout, which contains a list 

of articles, activities, and roles.

2. Which items do you associate with women? Which do 

you associate with men? Put an “X” next to your choice.

3. Be prepared to discuss your choices with the class.

Activity | Men or women?

CARE Gender, Equity, And Diversity Training Materials. Module 4: Gender Training. 



Let’s discuss

234

What do we mean by the word “diversity”?

How does diversity relate to the last activity (gender 

associations with activities and roles)?

Diversity



What is diversity?

235

Within an organization, diversity means 

the inclusion of different people. A 

diverse organization has people of 

different genders, ages, and cultures.



236

What do you notice about this photo?

Photo by Adam Rosenbaum, IFC.



Rwandan law and gender diversity 

237

Rwandan cooperative law 

states that cooperatives 

should consider gender 

balance when electing the 

Board of Directors and 

Supervisory Committee.

Rwanda Cooperative Law 12/2011 RYO KU WA 27/05/2011, Articles 63, 70.



Benefits of diversity

238

Cooperatives that have diverse members, managers, and 

board directors are more likely to:

Grow because they attract members and customers from 

different groups.

Make better decisions because they consider different 

perspectives.

Thrive in the future because they draw from a stronger, 

more inclusive team of leaders.

Can you think of other benefits?



Over to you!

239

Objective
Anticipate the challenges you will face in increasing 

diversity and discuss how to overcome them.

Timing 25 minutes

Instructions

1. Look at the sustainability bingo card.

2. Decide which practices relate to diversity. Of these, 

choose one that is important, yet challenging, for 

your cooperative to implement.

3. Discuss why it is challenging to implement that 

practice and the actions you can take to overcome 

the challenges.

4. Share your insights with the class.

Activity | Diversity in your cooperative



Add to your development plan

240

Record the diversity 

practice you 

selected in the last 

activity.

Decide on 2 actions 

your cooperative will 

take to follow that 

practice.

Go to your development plan

Now: Complete the middle rows

Later: Decide on a start date



ENVIRONMENTAL IMPACT

Session 4



242

What do you see here?

http://www.rema.gov.rw/soe/chap8.php



During this session, you will work on…

243

“Over-to-You!” Activities Your Development Plan

3. Advise another cooperative on 

how to lessen its environmental 

impact.

3. Record 2 actions you will take to 

become more environmentally 

sustainable.



3 major issues for cooperatives

244

1
2

3

Waste

Water

Chemicals



As a cooperative, you should…

245

1
2

3

Ensure waste is not dumped in nature or near where 

people live.

Ensure water bodies do not dry up or get polluted.

Ensure chemicals like pesticides are used safely and 

only when necessary.



Let’s discuss

246

Of the 3 issues, which one is the most challenging for 

your cooperative?

What would your community say about how you deal with 

water, waste, and chemicals?

Environmental issues in your cooperative



What are your environmental issues?

247

Operations Stage Water Issues Waste Issues Chemical Issues

Collect product from 

members

Do you know how 

much waste your 

members produce?

What question could

you ask here?

Receive and store

the product

What question could

you ask here?

Do you safely store 

agrochemicals?

Deliver product to 

buyers

Do buyers ask how 

you manage your 

water supply?



Over to you!

248

Objective
Advise another cooperative on how to lessen its 

environmental impact.

Timing 30 minutes

Instructions

1. Look at the sustainability bingo card.

2. Decide which of the practices relate to environmental 

responsibility. Of these, choose 1 practice that your 

cooperative is following.

3. If another cooperative asked you for advice on how 

to follow that practice, what would you say? Decide 

how to advise another cooperative.

4. Be prepared to switch between being the advisor 

and the one seeking advice!

Activity | Environmental sustainability in your cooperative



Add to your development plan

249

Record the 

environmental 

practice you learned 

about from your 

cooperative partner.

Decide on 2 actions 

your cooperative will 

take to implement 

that practice.

Go to your development plan

Now: Complete the last rows



Agree or disagree? 

250

Statement Agree? Disagree? Not sure?

1. It is acceptable to test for HIV and 

pregnancy before deciding to hire 

someone.

2. It is important that my cooperative 

look like the community it represents.

3. It is important to train staff and 

members on how to handle pesticides 

and other chemicals.



Foundations of 

Cooperative Management 

Module 9: Operations

Session 1: Introduction to Operations

Session 2: Collection from Members

Session 3: Receiving and Storage 

Session 4: Delivery to Buyers



INTRODUCTION TO 

OPERATIONS

Session 1



During this module, you will work on…

253

“Over-to-You!” Activities Your Development Plan

1. Use a drawing of your collection 

process to identify opportunities 

for improvement.

1. Record actions you will take to 

improve your collection process.

2. Learn how other cooperatives

deal with common receiving and 

storage issues.

2. Record actions you will take to 

improve receiving and storage.

3. Discuss how assignment of 

responsibility impacts delivery.

3. Record actions you will take to 

improve delivery to buyers.



Find your SCOPEinsight score

254



Interpret your operations score

255

Reliably estimate member 

supplies and receive 

consistent supply.

Ensure that product quality 

aligns with buyer 

requirements.

Cannot estimate member supply 

and face frequent delays in 

deliveries from members.

Do not ensure that quality aligns 

with buyer requirements.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Interpret your operations score

256

Have clean, well-maintained 

storage facilities.

Reliably deliver products to 

buyers. 

Do not have adequate storage 

facilities.

Cannot reliably deliver products 

to buyers. 

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

257

Why do you think you got this score?

What does this score mean for your cooperative and its 

members?

What do you think you can do to improve your score?

Your SCOPEInsight score



258

Honey bees are masters of logistics…



Let’s discuss

259

Your cooperative is like a beehive

How are the logistics of a beehive similar to the logistics 

of a cooperative?



Think of operations as a process

260

2. Receive and 

store product 

(if necessary)

1. Collect 

product from 

members

3. Deliver 

product to 

buyers



Let’s discuss

261

What are your biggest concerns about your operations 

process right now? 

Operations at your cooperative



The goal of operations is to…

262

1. deliver product on time...

2. in the quantities expected…

3. and to expected standards of quality.



Each stage is an opportunity to improve

263

Operations Stage On Time? Right Quantity? Right Quality?

Collect product from 

members

Receive and store

product

Deliver product to 

buyers



Operations and recordkeeping

264

Throughout this module, you will see samples of records 

you can use to track product flows.

They are samples only—yours can look different.

Note the critical data captured by each record.

Sample record



COLLECTION FROM 

MEMBERS

Session 2



During this session, you will work on…

266

“Over-to-You!” Activities Your Development Plan

1. Use a drawing of your collection 

process to identify opportunities 

for improvement.

1. Record actions you will take to 

improve your collection process.



Keep the 3 operations goals in mind

267

Operations Stage On Time? Right Quantity? Right Quality?

Collect product from 

members

Receive and store

product

Deliver product to 

buyers



Over to you!

268

Objective

Draw a picture of your collection process. Your picture 

should show the various ways in which you collect 

product from members (for example: Do you collect 

product by truck? Do members drop off the product?)

Timing 25 minutes

Instructions

1. Draw a picture of your cooperative’s collection 

process on a flip chart. You can select 1 person to be 

the “artist”. However, the drawing should represent 

everyone’s ideas.

2. Ensure the drawing includes all the ways in which 

you collect product from members.

3. Present your drawing to the class.

Activity | What does your collection process look like?



Let’s discuss

269

What opportunities are there to improve timeliness, 

quantity, and quality during your collection process? 

(Look back at your drawing.)

Your collection process



How to improve timeliness and quantity

270

1
2

3

Monitor the growing season.

Create an annual production plan.

Address side selling.



How to improve timeliness and quantity

271

1Create an annual production plan.



Create an annual production plan

272

A production plan is an estimate of the quantity of product 

each member will deliver to the cooperative. 



Create an annual production plan

273

Later, you can use the plan to track actual volume per 

member against expected volume per member.



Over to you!

274

Objective
Use a sample production plan to identify potential 

problems with delivery volumes.

Timing 20 minutes

Instructions

1. With your group, review the sample production plan 

on the handout. 

2. Discuss and answer the questions at the bottom of 

the handout.

3. Reconvene for a class discussion.

Activity | Production planning



How to improve timeliness and quantity

275

2 Monitor the growing season.



Monitor the growing season

276

Conduct field visits to 

determine whether 

members are on track 

to deliver the 

expected quantities 

on time.

Field agents can help 

you with crop 

monitoring.



How to improve timeliness and quantity

277

3 Address side selling.



Address side selling

278

If volumes are lower than expected, members might be 

side selling.



Let’s discuss

279

Why do members engage in side selling?

What are the risks to your cooperative when members 

side sell?

What can you do to prevent side selling?

Side selling prevention



How to improve product quality

280

Advise members to do the following:

Put product in clean bags with no holes.

do not overfill bags.

Always separate products of different qualities—this 

includes separating certified and non-certified product.



Sample record: Delivery note

281

The delivery note captures product delivery data, from 

the farmer to the receiving/storage facility.

Delivery Note

Date: Transporter: Delivery Note :

Transporter address:

Name of depositor: Member :

Depositor address: Farmer group:

Product: Number of bags: Commodity receipt number:

Depositor signature Driver's signature

Guard's signature Receiving officer signature



Over to you!

282

Objective

Identify ways to improve your collection process. 

Consider what changes are needed to meet customer 

expectations for timeliness, quantity, and quality. 

Timing 30 minutes

Instructions

1. With your cooperative, review your drawing of your 

collection process. 

2. Discuss: Which parts of this process are working 

well? Which parts are causing problems?

3. Mark your drawing as follows:

• ✔ = working well

• ✖ = needs improvement

4. Be prepared to talk about your results with the class.

Activity | Improve collection from members



Add to your development plan

283

In the first row of the 

table, write down the 

actions you will take 

to improve the 

collection process for 

timeliness, quantity, 

and quality. 

Write at least 1 action 

per box. 

Go to your development plan

Complete this row now



RECEIVING AND STORAGE

Session 3



During this session, you will work on…

285

“Over-to-You!” Activities Your Development Plan

2. Learn how other cooperatives

deal with common receiving and 

storage issues.

2. Record actions you will take to 

improve receiving and storage.



Keep the 3 operations goals in mind

286

Operations Stage On Time? Right Quantity? Right Quality?

Collect product from 

members

Receive and store

product

Deliver product to 

buyers



Stages of receiving product

287

Warehouse 

gate
Sampling Weighing Grading Stacking



At the warehouse gate

288

The guard receives the delivery note from the depositor 

and:

Confirms the quantity of bags against the delivery note.

Verifies that bags are sewn correctly.

Records details of the delivery in the gate log book.



Sample record: Commodity receipt

289

This is the primary document in the warehouse.

It is used to capture the depositor’s details and technical 

information about the product delivered.

Commodity Receipt

Member name Mobile number Receipt number

Member number

Address Product Grade

Number of bags
Moisture 
content

Gross mass Test mass

Date Bag mass Defective %

Delivery note: Net mass Stack number

Received by: Graded by:



Sampling

290

Small amounts of product are used to estimate the quality 

of the entire delivery.

On the commodity receipt, the sampler records data 

about:

• The farmer

• Number of bags

• Product type



Weighing

291

Gross weight of each variety is recorded on a separate 

commodity receipt.

This stage may occur before or after grading.



Grading

292

Grading is primarily used to determine moisture content.

If moisture is above acceptable level, the product is 

either sent to the drying section or rejected.



Stacking

293

The warehouse supervisor receives the bags and 

has them placed on the appropriate stack.

Bags that do not meet the class stated on the 

commodity receipt might be rejected.



Over to you!

294

Objective
Identify ways to improve the receiving process in your 

cooperative. 

Timing 30 minutes

Instructions

1. Work with members of your cooperative.

2. For each stage of receiving, describe what your 

cooperative does today.

3. Identify the ways you can improve how you perform 

each of the stages. Ensure you incorporate the use 

of records.

Activity | Stages of receiving



Add to your development plan

295

Identify how to 

improve each 

stage of 

receiving. 

Later determine 

when you will 

make the 

improvements.

Go to your development plan

Now: Complete these columns

Later: Complete this column



Let’s discuss

296

Do you store any product or inputs in storage facilities? 

What can happen in storage to impact product timeliness, 

quantity, and quality?

Storage management



Poor storage can result in product loss

297

Product Loss

Can you think of other causes of product loss?



How to reduce loss from heat

298

Plaster outside surfaces with cement, lime, and sand to 

keep facilities cool.

Paint walls and bins white to reduce heat absorption.

Ensure enough ventilation to reduce heat and humidity.



How to reduce loss from moisture

299

Ensure floors have sufficient elevation for drainage.

Inspect roofs, walls, and floors for signs of leakage.

Monitor condensation levels in facilities and vehicles.



How to reduce loss from pests

300

Plaster inside surfaces with cement, sand, or mortar for 

ease of cleaning and pest control.

Avoid unnecessary openings (like gutters and drain 

pipes), which can allow rodents and birds to enter.

Check for signs of droppings, feeding, and webbing.



How to reduce loss from theft

301

Employ only trustworthy employees, supervisors, and 

guards.

Install a security system to detect theft.

Conduct frequent checks of inventory levels.



Let’s discuss

302

What are your biggest causes of product loss?

What actions will you take to minimize loss?

Loss minimization



How to verify product in storage

303

Frequency Verification Action

Daily Check stocks to balance totals of receipts and dispatches.

Weekly Make a physical count of the actual stocks to see if they 

agree with the records.

Weekly Perform a weight check or bag count at the point of receipt 

and dispatch to verify the unit weights, which must agree with 

the dispatch voucher.

Weekly Ensure the commodity receipt book is being used correctly.



Sample record: Stack record sheet

304

Product: Grade: Stack : Date stack started:

Intake Dispatch

Date Bags Mass (kg) Total (kg) Date Weight note Bags Mass (kg) Total (kg) Balance



Back side

Sample record: Stack history sheet

305

Front side

Stack History Sheet

Date stack started: Date stack completed:

Product: Stack number:

Date Layer Number Configuration Number of Bags Date of last 
treatment

Chemicals used

Date: Observations or any activities done on the stack



Over to you!

306

Objective
Consider how your cooperative can improve the receiving 

and storage process by learning from other cooperatives.

Timing 30 minutes

Instructions

1. The instructor will present 3 problems that many 

cooperatives have with receiving and storage.

2. For each problem, decide whether or not it is a 

problem for your cooperative.

3. If it is a problem, pair up with a cooperative that does 

not have that problem. They will advise you on how to 

solve the problem.

4. Be prepared to both help and be helped in this 

activity!

Activity | Improve receiving and storage



Add to your development plan

307

In the second row of 

the table, write down 

the actions you will 

take to improve 

receiving and storing 

for timeliness, 

quantity, and quality. 

Write at least 1 action 

per box. 

Go to your development plan

Complete this row now



DELIVERY TO BUYERS

Session 4



During this session, you will work on…

309

“Over-to-You!” Activities Your Development Plan

3. Discuss how assignment of 

responsibility impacts delivery.

3. Record actions you will take to 

improve delivery to buyers.



Keep the 3 operations goals in mind

310

Operations Stage On Time? Right Quantity? Right Quality?

Collect product from 

members

Receive and store

product

Deliver product to 

buyers



Let’s discuss

311

Product delivery

According to your contract, who is responsible for 

delivery? (For example: you, the customer, or a third 

party?)

If you are responsible, how do you deliver the product? 

(For example: do you deliver it by truck, hire someone 

else to deliver it, etc.?)

What are your biggest issues with delivery?



Sample record: Weight note

312

Weight Note

Date: Stack number: Document number:

Bags Mass Bags Mass Bags Mass Bags Mass

5 250

6 300

5 249

4 251

20 1050



Sample record: Dispatch voucher

313

Dispatch Voucher

Date Dispatch Voucher number

Customer Product Grade Moisture content Transporter name and address

Truck number:

Special instructions Weight note Bags Mass Price Total

Driver signature:

Dispatch signature: Total:



Over to you!

314

Objective

Consider how contract terms (such as delivery 

responsibility) impact your level of risk. Discuss steps 

you can take to improve the delivery process.

Timing 25 minutes

Instructions

1. Get into your group of 3.

2. The instructor will ask 3 questions (one at time). Your 

group will have 3 minutes to discuss each question.

3. Make sure everyone has a chance to speak.

4. Share your insights with the class.

Activity | Improve the delivery process



Add to your development plan

315

In the third row of the 

table, write down the 

actions you will take 

to improve the 

delivery process for 

timeliness, quantity, 

and quality. 

Write at least 1 action 

per box. 

Go to your development plan

Complete this row now



Foundations of 

Cooperative Management

Module 10: Member Relations

Session 1: Introduction to Member Relations 

Session 2: Member Recruitment and Retention

Session 3: Member Management

Session 4: Member Engagement



INTRODUCTION TO 

MEMBER RELATIONS

Session 1



During this module, you will work on…

318

“Over-to-You!” Activities Your Development Plan

1. Begin thinking about key 

recruitment and retention

questions.

1. Select 4 recruitment and 

retention ideas to add to your 

development plan.

2. Evaluate your approach to 

enforcing member policies.

2. Decide on a plan of action for 

enforcing member policies.

3. Begin drafting a survey to 

collect member feedback.

3. Outline how you will implement 

the member survey. 



Find your SCOPEinsight score

319



Interpret your SCOPE score

320

Have a stable or growing 

membership base.

Provide an appropriate mix of 

member services.

Routinely visit and 

communicate with members.

Have a decreasing membership 

base.

Do not provide services that 

promote member loyalty.

Have little contact with members 

beyond product collection.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

321

Why do you think you got these scores?

What do these scores mean for your cooperative and its 

members?

What do you think you can do to improve these scores?

Your SCOPEInsight score



Let’s discuss

322

Why is it important to build strong relationships with your 

members?

The importance of relationships



Over to you!

323

Objective

Describe what a cooperative must do to build strong 

relationships with its members. (In other words, what 

does “good member relations” look like?)

Timing 25 minutes

Instructions

1. Individually, write down ideas on what you think 

cooperatives must do to build strong member 

relationships. 

2. In your groups, compare notes and choose 5 ideas 

to present to the class.

Activity | Good member relations



Good member relations requires…

324

Clearly defined criteria for membership.

A plan for recruiting new members that is tied to supply 

and demand.

Member policies that are enforced (e.g., on side selling).

Regular contact and communication with members.

A plan for actively involving members in cooperative life.



Member relations is a process

325

Manage 
Them

Recruit 
Them

Involve 
Them

Stable Membership Stable or Growing 

Membership

Growing Membership



MEMBER RECRUITMENT 

AND RETENTION

Session 2



During this session, you will work on…

327

“Over-to-You!” Activities Your Development Plan

1. Begin thinking about key 

recruitment and retention

questions.

1. Select 4 recruitment and 

retention ideas to add to your 

development plan.



Let’s discuss

328

Why is it important to recruit new members?

Why is it important to retain members?

Member recruitment and retention



Keep organizational goals in mind

329

Convince new members 

to join

Help existing members 

produce more

Goal: Increase volume

Organizational goals should shape your recruitment and 

retention strategy.



4 key questions to ask…

330

1. Why do new members join? 

2. Why do members leave?

3. How can you recruit new members?

4. How can you keep members once they join?



Over to you!

331

Objective
Think about how your cooperative would answer the 4 

key recruitment and retention questions.

Timing 25 minutes

Instructions

1. Write down the question assigned to your group.

2. Within your group, brainstorm a response to the 

question (aim for 3 to 5 ideas).

3. Have one representative from your group present 

your ideas to the class.

Activity | Recruitment and retention strategy



Add to your development plan

332

Select 2 ideas on 

how to recruit new 

members and 2 

ideas on how to 

keep them.

Add these to your 

development plan.

Go to your development plan

Today: Complete the section on the left

Later: Work with your cooperative 

to complete the section on the right



MEMBER MANAGEMENT

Session 3



During this session, you will work on…

334

“Over-to-You!” Activities Your Development Plan

2. Evaluate your approach to 

enforcing member policies.

2. Decide on a plan of action for 

enforcing member policies.



Let’s return to ANON

335

Anonymous Producer Organization (ANON) has a clear 

policy on side selling. Members are not permitted to sell 

their produce through other marketing channels. 

Yet in recent months, several members have been caught 

violating this side-selling policy.



Let’s discuss

336

How might this situation affect other members of the 

cooperative?

If you were the President of ANON, how would you 

address this situation?

How might this situation be avoided in the future?

What would you do?



Create and enforce member policies

337

Sell production only through the cooperative.

Avoid the use of child labor.

Ensure a safe working environment.

Attend the general assembly.

Pay annual fee to the cooperative.

Retain certification status.

What are some examples from your cooperative?

Examples of member policies:



Over to you!

338

Objective

Evaluate your cooperative’s current approach to 

enforcing member policies and determine whether a 

better approach is needed.

Timing 30 minutes

Instructions

1. In column 1 of your handout, write down 3 of your 

cooperative’s member policies. 

2. In column 2, write down the actions you take to 

enforce those policies (if any).

3. In column 3, write down the results of those actions 

(or lack of action).

4. Highlight which policies require more enforcement.

Activity | Enforcing member policies



Add to your development plan

339

Write down the 

member policies that 

your cooperative 

wants to enforce.

State what is 

required to enforce 

those policies.

Go to your development plan

Now: Complete left side

Later: Complete right side



MEMBER ENGAGEMENT

Session 4



During this session, you will work on…

341

“Over-to-You!” Activities Your Development Plan

3. Begin drafting a survey to 

collect member feedback.

3. Outline how you will implement 

the member survey. 



Cooperative A or Cooperative B?

342

Cooperative A:

Offers nothing beyond the price it gets for production.

Holds 1 general assembly per year (it is the law!).

Never asks members what they want in a cooperative.

We are not here to make friends with our members. We 

collect their maize, sell it, and get them a fair price.

- President, Cooperative A



Cooperative A or Cooperative B?

343

Cooperative B:

Helps members improve quality, leading to higher prices.

Holds 1 general assembly and 3 member forums a year.

Surveys its members every 6 months.

We believe in doing more for our members than the cooperative 

down the road. When our members do well, we do well.

- President, Cooperative B



Let’s discuss

344

Which cooperative would you rather join—A or B? Why?

What are the benefits of acting like A? Like B?

Does your cooperative look more like A or B?

Cooperative A or Cooperative B?



The value of member services

345

Members who are satisfied with the 

services provided by the cooperative—who 

view those services as valuable—are more 

likely to be engaged and remain loyal to 

the cooperative. 



Examples of member services

346

Product collection

Product marketing

Equipment use

Storage and transport

Input supply

Production credit

Certification support

Mentoring and coaching

Education and training

Community infrastructure

Can you think of others? 



Find out what members want

347

If you do not know which services your members value…

Ask them!



Over to you!

348

Objective
Begin developing a survey to gather feedback on 

member satisfaction with your cooperative.

Timing 30 minutes

Instructions

1. With your cooperative, review the sample member 

survey on the handout. 

2. Write 3 questions for your own survey. These 

questions should ask members about:

a. Their satisfaction with current services.

b. The services they would like to see offered.

c. Their likelihood of recommending the 

cooperative to a neighbor.

Activity | Member survey



Add to your development plan

349

In your development 

plan, outline how 

you will implement 

your survey.

Include details on 

how you will 

distribute the survey 

and how you will

analyze the results.

Go to your development plan

Today: Finish the sections in blue

Complete the sections in yellow 

later with your cooperative



Foundations of 

Cooperative Management

Module 11: Member Services

Session 1: Introduction to Member Services

Session 2: Procuring and Supplying Inputs to Members

Session 3: Managing Member Credit

Session 4: Member Commitment 



INTRODUCTION TO 

MEMBER SERVICES

Session 1



During this module, you will work on…

352

“Over-to-You!” Activities Your Development Plan

1. Order procurement activities to 

mitigate risk.

1. Determine procurement 

improvement action steps.

2. Identify and mitigate 

opportunities for input misuse.

2. Determine input supply action 

steps.

3. Identify risks to extending 

member credit for inputs.

3. Identify risk mitigation steps for 

managing member credit.

4. Brainstorm ways to improve 

member business ratio.

4. Determine steps to improve 

member business ratio.



Find your SCOPEinsight score

353



Interpret your input procurement score

354

Get needed inputs on time.

Apply procedures and 

requirements to check input 

quality.

Have little or no issues with 

quality of inputs.

Often have issues getting 

inputs.

Have loose processes for 

checking input quality.

Often face input quality issues.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

355

Why do you think you got this score?

What does this score mean for your cooperative and its 

members?

What do you think you can do to improve your score?

Your SCOPEInsight score



PROCURING AND 

SUPPLYING INPUTS

Session 2



During this session, you will work on…

357

“Over-to-You!” Activities Your Development Plan

1. Order procurement activities to 

mitigate risk.

1. Determine procurement 

improvement action steps.

2. Identify and mitigate 

opportunities for input misuse.

2. Determine input supply action 

steps.



What is procurement?

358

Procurement is the process of 

obtaining goods and services. It 

begins with deciding what and how 

much you need and ends with receipt 

and payment for the order.



Procurement in your cooperative

359

Goal: Respond to your members’ needs for products or 

services.

Involves buying:  

• The necessary quantities

• Quality products/services

• At the right time

• For the best price

Includes quality control and inventory management

Remember: Good sales depend on good procurement.



Goals in procurement

360

Cost reduction.

Negotiating with suppliers for best prices or services.

Buying in bulk with the ability to handle, store, and 

manage inventory.

Reduce defects and waste through focus on quality.



Procurement Steps

361

1. Know what and how much you need.

2. Consider procurement terms that are most important 

to you.

3. Prepare requests for bid.

4. Select a supplier.

5. Order.

6. Receive order, checking for quality and adherence to 

contract terms.

7. Review the bill.

8. Pay for the order.



Quality assurance

362

Quality assurance refers to the written procedures and 

requirements for checking the quality of inputs.

Stringent and regular quality checks of inputs will benefit 

your members and your cooperative.



Let’s discuss

363

Why is it important for your cooperative to check the 

quality of its inputs?

What quality procedures and requirements should you 

have in place?

Quality assurance



Over to you!

364

Objective Order procurement steps to mitigate risk.

Timing 20 minutes

Instructions

1. In your group, have 1 person tear the handout into 

pieces. There should be 1 step per piece.

2. Arrange the pieces of paper so that 1 procurement 

step is out of order.

3. Switch places with the group next to you. Your group 

will figure out which step is out of order in their 

arrangement. They will do the same with yours.

4. Discuss the risks of doing the procurement steps out 

of order.

Activity | Order of procurement



Add to your development plan

365

List up to 3 

procurement 

improvement 

opportunities.

Record the 

actions you will 

take to make the 

improvements.

Go to your development plan

Later: Complete the columns in yellow

Now: Complete the columns in blue



Supplying inputs to your members

366

Safe storage and handling of inputs at the cooperative.

Member education on input handling and use.

Distribution of inputs.

Monitoring of input use.



Let’s discuss

367

What factors are important in the safe storage and 

handling of inputs?

How can you mitigate the risk of waste, fraud, or abuse 

while inputs are in the cooperative’s care?

Safe storage and handling at the cooperative



Let’s discuss

368

What responsibility does your cooperative have in 

educating members about the safe handling of inputs?

Member education



Distribution of inputs to members

369

Check inventory at beginning, upon distribution, and after 

distribution.

Keep room locked and key secured.

Have 2 people at distribution, including 1 board or 

supervisory committee member.

Keep records with names and amounts distributed.



Over to you!

370

Objective Identify and mitigate opportunities for input misuse.

Timing 25 minutes

Instructions

1. In small groups, discuss the possible ways in which 

inputs can be misused. Record your thoughts on the 

handout.

2. Discuss and capture the risks to farmers and the 

cooperative of input misuse, plus ways to mitigate 

those risks.

Activity | Monitoring of input use



Add to your development plan

371

List up to 3 input 

supply handling 

improvement 

opportunities.

Record the 

actions you will 

take to make the 

improvements.

Go to your development plan

Later: Complete the columns in yellow

Now: Complete the columns in blue



MANAGING MEMBER CREDIT

Session 3



During this session, you will work on…

373

“Over-to-You!” Activities Your Development Plan

3. Identify risks to extending 

member credit for inputs.

3. Identify risk mitigation steps for 

managing member credit.



How member credit works

374

Members receive inputs on credit. 

Members sell their product to the cooperative.

Members receive the price of the product minus credit 

owed for inputs.

Members are extended a short-term loan in the form of 

inputs, to be repaid with profits from the harvest.



Over to you!

375

Objective Identify risks to extending member credit for inputs.

Timing 25 minutes

Instructions

1. Individually, in 3 minutes, write as many risks to 

extending member credit for inputs as you can think 

of.

2. With the class, share 1 of the risks you identified and 

explain it.

Activity | Extending member credit



Let’s discuss

376

What are the repercussions of members not repaying 

their input credit?

What can your cooperative do to mitigate the risk of non-

payment?

Member non-payment



Recordkeeping for member credit

377

Both the member and the cooperative should have a 

signed record of:

• The amount of input(s) distributed

• The farmer’s name

• The date

• The price

• The terms by which the repayment will be made



Add to your development plan

378

Go to your development plan

List 3 risks your 

cooperative faces 

with member 

credit.

Note the likelihood 

and impact of 

those risks, plus 

actions you can 

take to mitigate 

them.

Now: Complete the rows in blue



MEMBER COMMITMENT

Session 4



During this session, you will work on…

380

“Over-to-You!” Activities Your Development Plan

4. Brainstorm ways to improve 

member business ratio.

4. Determine steps to improve 

member business ratio.



What is member business ratio?

381

The member business ratio is a 

management metric. It is the volume of 

business a member does with the 

cooperative divided by the member’s 

total business volume. 



Applying member business ratio

382

Understanding the member business ratio for your 

cooperative and by member helps you:

• Forecast input loan repayment.

• Set a measurable target for growth.

• Understand your cooperative’s growth opportunities.

Increasing individual member business ratios may be 

better than trying to attract new members.



How to improve member business ratio

383

1
2

3

Set targets for improving MBRs.

Estimate MBR for each member and add it to the

annual production plan.

Meet frequently with members and monitor the 

growing season.



Estimate MBR 

384

Together with each farmer member, create their estimated 

MBR for the year and the overall MBR for the 

cooperative:

MBR =
Volume of business member does with cooperative
__________________________________

Total volume of business member does



Add it to your annual production plan

385

A production plan is an estimate of the quantity of product 

each member will deliver to the cooperative. 



Set targets for improving MBRs

386

Be proactive. 

Set targets and 

monitor growth.

Celebrate MBR 

growth and 

achievement.



Meet with members frequently

387

Monitor members’ situations throughout the growing 

season.

Help ensure timely credit repayment and reduce side 

selling, while building a foundation of trust and loyalty. 



Over to you!

388

Objective
Generate ideas on how to improve member business 

ratio at your cooperative.

Timing 25 minutes

Instructions

1. With your cooperative, generate 3 to 5 ideas on how 

to improve member business ratio.

2. Share your best idea with the class (be prepared to 

explain why it is your best idea). 

Activity | Improving member business ratio



Add to your development plan

389

Go to your development plan

List 2 opportunities 

to improve your 

member business 

ratio and follow-up 

actions required.

Later, assign 

resources and an 

implementation 

date.
Now: Complete 

area in blue

Later: Complete 

area in yellow



Foundations of 

Cooperative Management

Module 12: Markets

Session 1: Introduction to Markets

Session 2: Market Risks

Session 3: Contracts



INTRODUCTION TO MARKETS

Session 1



During this module, you will work on…

392

“Over-to-You!” Activities Your Development Plan

1. Identify your cooperative’s 

biggest market risks and decide 

on actions to mitigate them.

1. Complete a risk management 

plan.

2. Prepare to negotiate 2 terms in 

a contract.

2. Record the decisions you made 

on your contract negotiation 

strategy.



Find your SCOPEinsight score

393



Interpret your market score

394

Have multiple customers or 

other off-takers.

Use written contracts.

Are aware of market risks.

Have strategies to mitigate 

risks.

Are dependent on one off-taker 

for price setting.

Do not use written contracts.

Are not aware of market risks.

Do not have risk mitigation 

strategies.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

395

Why do you think you got this score?

What does this score mean for your cooperative and its 

members?

What do you think you can do to improve your score?

Your SCOPEInsight score



MARKET RISKS

Session 2



During this session, you will work on…

397

“Over-to-You!” Activities Your Development Plan

1. Identify your cooperative’s 

biggest market risks and decide 

on actions to mitigate them.

1. Complete a risk management 

plan.



What is market risk?

398

Risk is the possibility of loss. 

Market risk is the possibility of loss from exposure to 

market forces, including price fluctuations, changing 

customer demands, production loss, competitive 

pressures, and regulations. 



Market risks come from many sources

399

Environment

Government

Technology

Economy

Suppliers Buyers
Competitors

Your cooperative

Society



A framework for risk management

400

1
2

3

Assess the risks.

Identify the risks.

Mitigate the risks.



Identify the risks

401

Environment

Government

Technology

Economy

Suppliers Buyers
Competitors

Your cooperative

Society



Over to you!

402

Objective Identify the market risks your cooperative faces.

Timing 25 minutes

Instructions

1. With your cooperative, brainstorm the risks you face 

in each of the following categories: buyers; 

competitors; suppliers; environment; government; 

society; economy; and technology.

2. On a flip chart, write down at least 2 risks for each 

category—more if possible.

3. Discuss your risks with the class.

Activity | Market risk identification



Add to your development plan

403

List 2 market risks 

for each of the 7 

categories (both 

pages of plan).

Later in the 

session, you will 

work on the other 

columns.

Go to your development plan

Now: Complete the column in blue



Assess the risks

404

Risk assessment = estimating the potential loss

Consider 2 factors when assessing a risk:

1. Likelihood of the risk occurring. 

2. Impact on your cooperative if the risk occurs.

High Likelihood + High Impact = Big Risk



Which is the biggest risk?

405

Risk 1

High likelihood

Low impact

Risk 2

Low likelihood

Medium impact

Risk 3

High likelihood

High impact



Add to your development plan

406

For each risk 

listed in the first 

column, estimate 

the likelihood of it 

happening and its 

potential impact 

on your 

cooperative.

Go to your development plan

Now: Complete the columns in blue



Mitigate risks in 3 ways

407

1

2

3

Avoid the risk: Lower the probability/impact of risk 

to zero (example: do not rent a new warehouse).

Share the risk: Lower the impact of risk by sharing 

with another party (example: co-sign a loan).

Control the risk: Proactively reduce the 

probability/impact of risk (example: use a written 

contract).

Can you think of other examples?



Let’s discuss

408

What market risks do your members face? 

How do you help them mitigate those risks?

Members and risk



Add to your development plan

409

For each risk 

listed in the first 

column, write 

down at least 1 

action you can 

take to mitigate 

that risk.

Go to your development plan

Now: Complete the column in blue



CONTRACTS

Session 3



During this session, you will work on…

411

“Over-to-You!” Activities Your Development Plan

2. Prepare to negotiate 2 terms in 

a contract.

2. Record the decisions you made 

on your contract negotiation 

strategy.



What is a contract?

412

A contract is a voluntary and legally 

binding agreement between 2 or more 

parties. It is a commitment to do 

something in exchange for a benefit.



Let’s discuss

413

What are the benefits of using a contract?

What are the drawbacks? 

Use of contracts 



Why do you need a contract?

414

A contract establishes facts: who does what, when, and 

for how much.

A contract protects you: it makes it harder for the other 

party to suddenly change terms.

A contract facilitates payment: it specifies how much you 

will get paid and when.

A contract helps resolve conflict: it outlines conflict 

resolution processes.

Get your contract in writing!



What goes into a contract?

415

A contract should answer these questions:

Who are the parties to the contract? (name of buyer and 

seller)

What will the seller provide? When will they provide it?

How much will the buyer pay? When will they pay?

What are the terms of delivery? (seller delivers, buyer 

collects, or a third-party arrangement)

How will disputes be resolved?



Contract terms

416

The answers to these questions form the terms of the 

contract. 

A term expresses an obligation.

Example of a contract term: “The seller agrees to sell the 

quality and quantity of cocoa specified in the contract.”



Let’s discuss

417

What are some terms you have seen in contracts? (think 

about terms related to delivery, payment, quality, and 

other areas)

Contract terms



Contract negotiation

418

Some contract terms are negotiable.

Negotiation is the process of arriving at an agreement. It 

usually means giving something up in exchange for 

something you want more.

Example: You negotiate that the buyer collect the 

product, but accept a lower price in return. 



Negotiating price in a contract

419

The government sets a minimum price for cocoa (1,100 

francs/kg as of September 2016). 

If demand is high, then the negotiated price can be 

higher than the government minimum price.

It is important to know: (a) whether you are getting a 

competitive price; and (b) your costs (even with a 

competitive price, you will lose if your costs are too high).

To get a higher price, you might have to take on more 

obligations (like delivery).



Let’s discuss

420

How do you determine a competitive price for your 

product?

Is that the price that ends up in your contract? Why or 

why not?

Contract pricing



Over to you!

421

Objective Prepare to negotiate 2 terms in a contract. 

Timing 30 minutes

Instructions

1. With your cooperative, select 2 contract terms from 

the handout.

2. For each term, decide the following:

a. Your objective (for example: what do you want 

the contract to say about delivery?).

b. How willing you are to negotiate (for example: 

will you accept a lower price for better delivery 

terms?)

Activity | Prepare your negotiation strategy



Add to your development plan

422

Record your 

decisions from the 

last activity in your 

development plan. 

Note your objective 

for each contract 

term and your 

willingness to 

negotiate. 

Go to your development plan

Now: Complete the columns in blue



“He who has learned to disagree without being disagreeable has discovered the 
most valuable secret of a diplomat.” 

Photo by Georgie Pauwels. Used under Creative Commons license.

https://www.flickr.com/photos/frosch50/14666996210/in/photolist-om5bZ1-7GvEFb-gu7oRM-d6Cb9o-bWVjbT-4KmGwg-ejKr5C-5J5ZTa-4GeiKB-4zL1kM-B412S-a7buRj-8CUxzd-5LPkT1-919Rnv-9NdJqF-5VbPaA-7nwZa4-3dvaEh-fx9WeC-9CiXjh-8AMyTF-7q1Ssu-7tFnwJ-ptHiFL-prY2Z1-7nfcZc-bwVuuw-4eJXJa-mjAtMn-7nj92W-6joNf2-7nj7DJ-78dchL-7nja7S-8KbroZ-7nja4j-7nj9ZC-7nfdiH-nxvtLH-kM6Vi-7HUpGJ-6amwGm-4aTgcy-4Asiob-qpGeUi-7dLMwc-pbnQ5v-uFPpg8-pBqBGS
https://creativecommons.org/licenses/by/2.0/


Delivering on contracts

424

What you 

promise

A contract is your commitment to the buyer.

What you 

deliver

Contract



A gap = a big problem

425

What happens when you promise this?

But deliver this?



Let’s discuss

426

What contract terms are hardest to deliver on?

How can you ensure you deliver what you promise?

Delivering on contracts



Over to you!

427

Objective
Decide what you will do to ensure your cooperative 

delivers on contract terms.

Timing 20 minutes

Instructions

1. Return to the 2 contract terms you selected in the last 

activity.

2. With your cooperative, decide what you will do to 

ensure you (and your members) deliver on those 

contract terms. 

3. Be prepared to discuss your plans with the class.

Activity | Delivering on contract terms



Add to your development plan

428

Record your 

decisions from the 

last activity in your 

development plan. 

Note how you 

intend to deliver 

on each contract 

term. 

Go to your development plan

Now: Complete the column in blue



Foundations of 

Cooperative Management

Module 13: Enablers

Session 1: Introduction to Enablers

Session 2: Prioritizing Your Needs

Session 3: Building Relationships with Enablers



INTRODUCTION TO 

ENABLERS

Session 1



During this module, you will work on…

431

“Over-to-You!” Activities Your Development Plan

1. Decide on the services most 

important to your cooperative

and identify enablers that can 

provide those services.

1. Record the services and 

enablers in your development 

plan.

2. Decide how to build 

relationships with your identified 

enablers.

2. Record the actions you will take 

to begin relationships with the 

identified enablers.



Find your SCOPEinsight score

432



Interpret your SCOPE score

433

Can access training and other 

capacity-building services.

Build strong relationships with 

the community.

Work collaboratively with 

public sector officials.

Do not or cannot access 

capacity-building services.

Have frequent disputes with 

community members.

Do not understand how public 

officials can help their business. 

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

434

Why do you think you got these scores?

What do these scores mean for your cooperative and its 

members?

What do you think you can do to improve these scores?

Your SCOPEInsight score



3 types of enablers

435

Capacity 

Builders / 

NGOs

GovernmentCommunity



Enabler 1: Capacity builders / NGOs

436

Capacity 

Builders / 

NGOs



Definition of capacity builder

437

A capacity builder is a public or private 

sector organization that strengthens 

the skills and competencies of people, 

communities, or organizations. 



Examples of capacity builders

438

Rwanda Institute of Cooperatives, Entrepreneurship and 

Microfinance (RICEM)

National Confederation of Cooperatives in Rwanda 

(NCCR)

LWH / Miniagri

ICCO Cooperation

Rwanda Development Organisation



Enabler 2: Community

439

Community



Let’s Discuss

440

How many people live in your community?

Where is your community located?

Who is included in the community? (consider what 

organizations and sub-groups make up the community)

What makes your community an enabler?

Define your community



Enabler 3: Government

441

Government



442

Which government 

departments or 

agencies can help your 

cooperative?

Photo by Hjalmar Gislason. Used under Creative Commons license.

https://www.flickr.com/photos/hjallig/2338540889/in/photolist-pBrYg-cfoZ99-4yDCJv-7DWvyE
https://creativecommons.org/licenses/by/2.0/


Over to you!

443

Objective

Generate a list of services provided by the 3 types of 

enablers (capacity builders, community, and 

government).

Timing 25 minutes

Instructions

1. Take note of the enabler assigned to your group.

2. On a flip chart, make a list of services your 

cooperative can obtain from that enabler. An 

example: Government representatives provide 

advice on how to register your cooperative.

3. Ask one representative from your group to present 

your ideas to the class.

Activity | What services do enablers provide?



PRIORITIZING YOUR NEEDS

Session 2



During this session, you will work on…

445

“Over-to-You!” Activities Your Development Plan

1. Decide on the services most 

important to your cooperative

and identify enablers that can 

provide those services.

1. Record the services and 

enablers in your development 

plan.



How do you prioritize your needs?

446

When deciding which enabling services to prioritize, think 

strategically. Ask yourself the following questions:

1. Which services are available in your area?

2. Which services do your members value the most?

3. Which areas carry the greatest risk and which services 

will reduce that risk?

4. Which services will have the biggest payoff (for example, 

in helping you meet buyer requirements or improve 

SCOPE scores)?



Over to you!

447

Objective

Decide which services are most important to your 

cooperative and identify enablers that can provide those 

services.

Timing 20 minutes

Instructions

1. Review the list of services generated by the class 

during the last activity.

2. Select 3 that are most important to your cooperative, 

using the questions on the previous slide as a guide. 

Be prepared to state why these services are most 

important.

3. Identify who can provide each service selected. Be 

as specific as possible (for example, write down the 

name of an NGO or government entity).

Activity | Prioritize your needs



Add to your development plan

448

Record the 3 

services from 

enablers that are 

most important to 

your cooperative.

Identify specific 

enablers that 

provide these 

services.

Go to your development plan

Complete these columns now



BUILDING RELATIONSHIPS 

WITH ENABLERS

Session 3



During this session, you will work on…

450

“Over-to-You!” Activities Your Development Plan

2. Decide how to build 

relationships with your identified 

enablers.

2. Record the actions you will take 

to begin relationships with the 

identified enablers.



How to build strong relationships

451

Build trust.

Do your homework.

Focus on shared goals.

Give and take in equal measure. 



Over to you!

452

Objective
Determine the actions you will take to build relationships 

with enablers.

Timing 20 minutes

Instructions

1. Review the list of enablers you identified in the last 

activity.

2. With your cooperative, discuss the actions you will 

take to build a relationship with those enablers. 

Consider how those actions fit with building trust, 

doing your homework, focusing on shared goals, and 

giving back.

3. Share your insights with the class.

Activity | Relationship building



Add to your development plan

453

Record at least 2 

actions you will 

take to build a 

relationship with 

each enabler 

identified in the last 

activity. 

Go to your development plan

Complete the column in blue 



Foundations of 

Cooperative Management 

Module 14: Finance and Accounting

Session 1: Introduction to Finance and Accounting

Session 2: Cash Handling and Accounting

Session 3: Financial Statement Analysis 

Session 4: Allocation of Surplus



INTRODUCTION TO FINANCE 

AND ACCOUNTING

Session 1



During this module, you will work on…

456

“Over-to-You!” Activities Your Development Plan

1. Identify procedures and forms 

to record cash transactions.

1. Implement procedures and 

forms for cash transactions.

2. Define a basic cash accounting 

system.

2. Implement a basic cash 

accounting system.

3. Establish your cooperative’s 

plan to review financial data.

3. Create a calendar for regular 

reviews of financial information.

4. Calculate the allocation of the 

surplus.

4. Establish the annual deadline 

for surplus allocations.



Find your SCOPEinsight score

457



Interpret your financial mgmt score

458

Have cash accounting policies 

and procedures in place.

Have qualified professionals 

managing their finances.

Use financial data to make 

decisions.

Do not properly account for 

cash transactions.

Put unqualified people in charge 

of finances.

Do not refer to financial data or 

plans when making decisions.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

459

Why do you think you got these scores?

What does these scores mean for your cooperative and 

its members?

What do you think you can do to improve your scores?

Your SCOPEInsight scores



What are finance and accounting?

460

Finance and accounting are methods systems used to:

Record and classify monetary transactions

Ensure there is enough cash to run the cooperative

Facilitate financial results analysis

Provide information to plan for future activities



Let’s discuss

461

How does your cooperative currently manage finances 

and accounting?

How often does your cooperative report on financial 

results?

What does your cooperative use financial data for?

How do you currently manage your finances?



Over to you!

462

Objective
Identify problems stemming from poor financial 

management.

Timing 30 minutes

Instructions

1. Read the case study.

2. Use flip chart paper and markers to list all the 

problems the cooperative has.

3. Present your results to the class.

Activity | What’s wrong with this story?



CASH HANDLING AND 

ACCOUNTING

Session 2



During this session, you will work on…

464

“Over-to-You!” Activities Your Development Plan

1. Identify procedures and forms 

to record cash transactions.

1. Implement procedures and 

forms for cash transactions.

2. Define a basic cash accounting 

system.

2. Implement a basic cash 

accounting system.

3. Establish your cooperative’s 

plan to review financial data.

3. Create a calendar for regular 

reviews of financial information.

4. Calculate the allocation of the 

surplus.

4. Establish the annual deadline 

for surplus allocations.



Accounting for cash transactions

465

Where does money come from and where does it go?



Cash in: Sales to customers

466

Sales Sheet

Date Customer Product Quantity (kg) Price per kg Total

August 5, 2016 Exporter Cotton 600,000 300 180,000,000 



Cash out: Payments to members

467

Payment to members

Date Member Product Quantity (kg) Price per kg Total

August 11, 2016 028 Cotton 12,000 250 3,000,000 



Cash out: Expenses

468

Expense ledger

Date Description Quantit

y 

Unit price Total

Aug. 20, 2016 Driver purchased 50 liters of petrol 50 600 30 000 



Over to you!

469

Objective Complete the entries on the “Record Cash Transactions 

Exercise” handout.

Timing 30 minutes

Instructions 1. Work with members of your cooperative.

2. Complete the entries for scenarios 1-3.

3. Representatives from different cooperatives will write 

the answers on a flip chart and explain the results.

Activity | Record cash transactions



Cash balance

470

How much money do you have?

?



Cash Ledger – August 2016

Date Description Cash in Cash out Balance

Aug 1 Starting balance 2,500,000

Aug 5 Sales 180,000,000 182,500,000 

Aug 11 Payment to member 028 3,000,000 179,500,000 

Aug 20 Purchase of petrol 30,000 179,470,000 

Cash ledger

471

Sales Sheet

Date Customer Product Quantity (kg) Price per kg Total

August 5, 2016 Exporter Cotton 600,000 300 180,000,000 

Payment to members

Date Member Product Quantity Price per kg Total

August 11, 2016 028 Cotton 12,000 250 3,00, 000 

Expense ledger

Date Description Quantity Unit price Total

Aug. 20, 2016Driver purchased 50 liters of petrol 50 600 30,000 



Cash Ledger – August 2016

Date Description Cash in Cash out Balance

Aug 1 Starting balance 2,500,000

Aug 5 Sales 180,000,000 182,500,000 

Aug 11 Payment to member 028 3,000,000 179,500,000 

Aug 20 Purchase of petrol 30,000 179,470,000 

Cash ledger

472

Sales Sheet

Date Customer Product Quantity (kg) Price per kg Total

August 5, 2016 Exporter Cotton 600,000 300 180,000,000 

Payment to members

Date Member Product Quantity Price per kg Total

August 11, 2016 028 Cotton 12,000 250 3,00, 000 

Expense ledger

Date Description Quantity Unit price Total

Aug. 20, 2016Driver purchased 50 liters of petrol 50 600 30,000 



Over to you!

473

Objective

On the Update Cash Ledger, update the cash ledger 

with the cash transactions you recorded in the previous 

activity. Use your answers to calculate the final cash 

balance.

Timing 30 minutes

Instructions

1. Work with members of your cooperative.

2. Complete the cash entries and balance calculations 

for the 4 cash transactions.

3. Determine the ending balance.

4. A volunteer will write the answers on a flip chart and 

explain the results.

Activity | Update the cash ledger



Over to you!

474

Objective

Identify cash transactions that should be recorded in 

your cooperative and define what information should be 

recorded. 

Timing 25 minutes

Instructions

1. Work with members of your cooperative.

2. List the types of cash transactions that need to be 

recorded.

3. Describe the process currently used to track these 

transactions.

4. Identify actions to improve recordkeeping.

Activity | Identify cash transactions to track



Add to your development plan

475

Now: Complete these columns

Later: Complete this column

Note the process 

for recording cash 

transactions and 

recommended 

improvements.

Later, determine 

when the 

improvements will 

be made.



Cash handling

476

Checks are signed by at 

least 2 authorized 

signatories

Cash in the cooperative 

is locked in a safe

No blank checks are 

signed

If cash will not be spent it 

is deposited in the bank

Cash books are updated 

at least once a week

If cash is spent it is 

recorded in your books and 

supporting documentation 

is logged

Cash and bank 

reconciliations are done 

each month to compare 

ledgers with physical cash



FINANCIAL STATEMENT 

ANALYSIS

Session 3



During this session, you will work on…

478

“Over-to-You!” Activities Your Development Plan

1. Identify procedures and forms 

to record cash transactions.

1. Implement procedures and 

forms for cash transactions.

2. Define a basic cash accounting 

system.

2. Implement a basic cash 

accounting system.

3. Establish your cooperative’s 

plan to review financial data.

3. Create a calendar for regular 

reviews of financial information.

4. Calculate the allocation of the 

surplus.

4. Establish the annual deadline 

for surplus allocations.



Account Aug. 2016

Sales

Cocoa 180,000,000 

Total sales 180,000,000 

Cost of sales

Payments to members 150,000,000 

Transport costs 1,000,000 

Total cost of sales 151,000,000 

Gross profit (Total sales - Cost of sales) 29,000,000 

Operating expenses

Salaries 18,000,000 

Marketing 900,000 

Total operating expenses 18,900,000 

Operating Income (Gross profit - Operating expenses) 10,100,000 

Non-operating expenses

Taxes 250,000 

Bank charges 60,000 

Total non-operating expenses 310,000 

Net income (Operating income - non-operating expenses) 9,790,000 

The income statement

479

The values of the 

cash book activity 

were used to 

calculate the gross 

profit for the month.

Other expenses will 

be used to calculate 

net income (surplus).



Balance sheet: A snapshot in time

480

Assets represent the 

resources you own 

and use for 

operations

Liabilities are what 

you owe

Equity represents the 

what the cooperative is 

worth

Assets Dec. '2016

Cash

Bank 63,000,000          

Petty cash 100,000                

Inventory

Cocoa 50,000,000          

Total current assets 113,100,000        

Buildings

Warehouse 10,000,000          

Equipment

Truck 5,000,000             

Laptop computer 400,000                

Total fixed assets 15,400,000          

Total Assets 128,500,000        

Liabilities and equity

Short-term bank loan 9,000,000             

Taxes payable 900,000                

Total Current liabilities 9,900,000             

Long-term loan 25,000,000          

Total liabilities 34,900,000          

Equity

Paid-in capital 75,000,000          

Retained earnings 18,600,000          

Total Equity 93,600,000          

Total liabilities and equity 128,500,000        



Let’s discuss

481

Is a management review of financial data once a year at 

the general assembly enough?

How can planning be effective if reports are only 

prepared and analyzed every 12 months?

Management review of financial data



Recap of what we have discussed

482

Income statement: 

• Summary of income and expenses for a period 

• Includes a calculation of net profit (or loss) for a period

Balance sheet

• A snapshot of a cooperative’s assets, liabilities, and 

equity on a specific date

• Cash balances should match cash ledgers

Management should meet regularly to review data



Over to you!

483

Objective
Set up a plan for management to review the income 

statement, and balance sheet on a regular basis. 

Timing 25 minutes

Instructions

1. Work with members of your cooperative.

2. Identify:

a. Who will prepare the reports

b. The day of the month when monthly financial 

reports will be prepared

c. The date when annual financial reports will be 

prepared

Activity | Plan for regular reviews of financial reports



Add to your development plan

484

Now: Complete these columns

Later: Complete this column

Input person 

responsible for 

preparing the 

reports and the 

dates the reports 

will be complete.

Later, obtain 

approval from 

the full 

cooperative.



ALLOCATION OF SURPLUS

Session 4



During this session, you will work on…

486

“Over-to-You!” Activities Your Development Plan

1. Identify procedures and forms 

to record cash transactions.

1. Implement procedures and 

forms for cash transactions.

2. Define a basic cash accounting 

system.

2. Implement a basic cash 

accounting system.

3. Establish your cooperative’s 

plan to review financial data.

3. Create a calendar for regular 

reviews of financial information.

4. Calculate the allocation of the 

surplus.

4. Establish the annual deadline 

for surplus allocations.



Use of the surplus

487

Allocation Criteria Authority

General reserve 20 % minimum Country/Region

Statutory reserve 20 % minimum Country/Region

Optional reserve Cannot exceed 20% Cooperative bylaws

Interest on shares Limited Cooperative bylaws

Patronage refund Reserves must be met General Assembly



Restrictions

488

All reserve funds are collectively owned by the full 

membership of the cooperative.

Funds are used for cooperative investments and 

operations. 

There are no individual member rights to the funds and 

no withdrawals are permitted.



Sample calculation: General reserve

489

Allocation Percentage Available surplus Amount

General reserve 30% 10,000,000 3,000,000



Sample calculation: Statutory reserve

490

Allocation Percentage Available surplus Amount

General reserve 30% 10,000,000 3,000,000

Statutory reserve 25% 7,000,000 2,500,000



Sample calculation: Optional reserve

491

Allocation Percentage Available surplus Amount

General reserve 30% 10,000,000 3,000,000

Statutory reserve 25% 7,000,000 2,500,000

Optional reserve 15% 4,500,000 1,500,000



Sample calculation: Interest on shares

492

Allocation Percentage Available surplus Amount

General reserve 30% 10,000,000 3,000,000

Statutory reserve 25% 7,000,000 2,500,000

Optional reserve 15% 4,500,000 1,500,000

Interest on shares 2% 3,000,000 200,000



Sample calculation: Patronage refund

493

Allocation Percentage Available surplus Amount

General reserve 30% 10,000,000 3,000,000

Statutory reserve 25% 7,000,000 2,500,000

Optional reserve 15% 4,500,000 1,500,000

Interest on shares 2% 3,000,000 200,000

Patronage refund 28% 2,800,000 2,800,000

100% 0



Patronage refund distribution 

calculations

494

Patronage refund 2,800,000

Member Sales (kg) % of Total Sales Distribution

A 1000 50.0%

B 800 40.0%

C 200 10.0%

Total 2000 100.0% 2,800,000



Patronage refund distribution 

calculations

495

Patronage refund 2,800,000

Member Sales (kg) % of Total Sales Distribution

A 1000 50.0% 1,400,000

B 800 40.0% 1,120,000

C 200 10.0% 280,000

Total 2000 100.0% 2,800,000



Add to your development plan

496

Identify the annual 

deadline to complete 

the calculation of the 

surplus allocations.

Later, obtain approval 

for the date from the 

full leadership of your 

cooperative.

Now: Complete these columns

Later: Complete this column



Foundations of 

Cooperative Management

Module 15: Cost Accounting

Session 1: Introduction to Cost Accounting 

Session 2: Types of Costs 

Session 3: Contribution Margin, Break-even Point, and Cost Price

Session 4: Managing Costs



INTRODUCTION TO

COST ACCOUNTING

Session 1



During this module, you will work on…

499

“Over-to-You!” Activities Your Development Plan

1. Categorize and analyze costs.

1. Create a plan for calculating and 

reducing costs.

2. Calculate and analyze

contribution margin, cost price, 

and break-even point.

3. Rank costs for cost reduction.



Find your SCOPEinsight score

500



Interpret your scores with cost 

accounting contribution

501

Understand their cost price for 

product or inputs.  

Regularly calculate cost price.

Cannot explain their cost price 

for product or inputs. 

Do not update cost data.

Higher-scoring 

cooperatives:

Lower-scoring 

cooperatives:



Let’s discuss

502

Why do you think you got this score?

What does this score mean for your cooperative and its 

members?

What do you think you can do to improve your score?

Your SCOPEInsight score



What is a cost price?

503

The cost price is the total amount of 

money it takes to produce a product or 

provide a service.

Cost price tells you whether you are 

making a profit.



Let’s discuss

504

Why is it important to understand how much it actually 

costs to sell what you sell?

How might that influence your cooperative’s business?

Why calculate cost price?



TYPES OF COST

Session 2



During this session, you will work on…

506

“Over-to-You!” Activities Your Development Plan

1. Categorize and analyze costs.

2. Calculate and analyze 

contribution margin, cost price, 

and break-even point.

3. Rank costs for cost reduction.



Let’s discuss

507

On Post-it notes, write all of the things your cooperative 

spends money on (1 per Post-it note). 

Sort your notes into 2 piles: 

1. Expenses that happen every month or are 

associated with your products.

2. One-time business expenses.

What are costs?



Costs or investment expenses

508

Costs
Relate to 1 period or to the product

Investment expenses
Relate to many periods



Fixed versus variable costs

509

These bills are always 

the same

Are stable across periods.  

Do not fluctuate with 

production.

Fixed costs: Variable costs:

Are unstable across periods.  

Vary in proportion with 

production.

These bills are 0 if 

operations stop

Note: “Production” in most cooperatives equals business activity 



Variable cost per unit

510

Units Cost 

per Unit

Current 

Month

Variable 

cost 1

Variable 

cost 2

1000 100 10

2800 100 28

Variable 

cost per unit =
Variable cost per period

Number of units

___________________

Example:

1000 / 100 = 10

2800 / 100 = 28

Total variable cost per unit:

10 + 28 = 38



Mixed costs

511

Include fixed and variable factors.

Need to be allocated to fixed and variable components.

Fixed

Variable



Over to you!

512

Objective Categorize costs.

Timing 25 minutes

Instructions

1. In your group, determine whether each expense is 

fixed, variable, or mixed.

2. Discuss the questions on the handout.

Activity | Fixed, variable, and mixed costs



Allocation of mixed costs to variable

513

First, find the variable cost per unit and add it in.

Previous

Month
Change

Current 

Month

Mixed 

Cost

Output

40,000 34,000 6,000

180 150 30

Example:

6,000/30=200

Variable cost per unit is 

200 from the mixed.

Add to the variable cost 

of 38. Total variable cost 

per unit = 238

Variable 

cost per unit =
Relative change in cost

Relative change in output

___________________



Allocation of mixed costs to fixed

514

Then, find your fixed cost portion to add to the other fixed 

costs.

Example:

Fixed cost = 40,000 – (200 * 180)

= 4,000 

Fixed cost portion is 4,000.

Add to fixed costs of 13,000. Total fixed cost is 17,000.

Fixed 

cost = -Total 

cost

Variable 

cost per unit

Number 

of units( x )



Direct vs. indirect costs

515

Apply to one product.  

Can be applied in whole to the 

product cost.

Direct costs: Indirect costs:

Apply to multiple products.

Require allocation accurately 

to each product.



Over to you!

516

Objective Analyze mixed costs.

Timing 25 minutes

Instructions

1. In your group, review the information on the handout.

2. Calculate the change in cost and the change in output.

3. Discuss the question on the handout.

Activity | Mixed Costs



CONTRIBUTION MARGIN, 

BREAK-EVEN POINT, AND 

COST PRICE

Session 3



During this session, you will work on…

518

“Over-to-You!” Activities Your Development Plan

1. Categorize and analyze costs.

2. Calculate and analyze 

contribution margin, cost price, 

and break-even point.

3. Rank costs for cost reduction.



Contribution Margin

519

The contribution margin shows how much a product 

contributes to the recovery of fixed costs.

Unit’s 

contribution 

margin
= -Unit price

Variable cost 

per unit

Example:  

Unit’s contribution margin = 400 – 238

= 162

Each unit contributes 162 toward fixed costs.



Over to you!

520

Objective Calculate and analyze contribution margin.

Timing 10 minutes

Instructions

1. In your group, calculate the contribution margin 

based on the information on the handout.

2. Discuss the question on the handout. 

Activity | Contribution Margin 



Break-even point

521

The point at which sales exactly cover expenses—when 

the business is neither making nor losing money

Cost

Quantity
Fixed costs

Break-even 

point
Total costs 

(fixed + variable)

Revenue from 

sales



Break-even point in balance

522

Can be calculated for one product or the whole business. 

Total cost Revenue from 

sales

Fixed + (variable cost per unit x units) Price per unit x units sold



Break-even point calculation (quantity)

523

Break-even point

(Number of units)
= __________________

Fixed costs

Price – variable cost per unit

Example:  

Break-even point = 17,000 / (400 – 238)

= 105 units

The break-even point is 105 units per period.  



Over to you!

524

Objective Calculate and analyze break-even point.

Timing 15 minutes

Instructions

1. In your group, calculate the break-even point 

(quantity) based on the information on the handout.

2. Discuss the question on the handout. 

Activity | Break-even point 



Break-even point calculation (turnover)

525

Rate of 

contribution margin =
Contribution margin

Turnover (units x price/unit)

Example:  

Rate of contribution margin = 29,160 / 72,000 

= 40.5%

_____________________

Step 1: Calculate rate of contribution margin



Break-even point calculation (turnover)

526

Break-even point
______________________Fixed costs

Rate of contribution margin

Example:  

Break-even point = 17,000 / 40.5%

= 41,975

Break-even point in sales is 41,975, which is 105 units per period.  

=

Step 2: Calculate break-even point



Cost price

527

Cost price is the cost to produce 1 unit.

Cost price = +Variable cost 

per unit

Fixed cost

Number of units

__________

Example:

Cost price = 238 + (17,000 / 180)

= 332.4

The cost price is 332.4.



Over to you!

528

Objective Calculate and analyze cost price.

Timing 10 minutes

Instructions

1. In your group, calculate the cost price based on the 

information on the handout.

2. Discuss the question on the handout. 

Activity | Cost Price 



Let’s discuss

529

Importance of calculating cost price

What do you learn from calculating cost price?

Why would it be important to calculate cost price 

regularly?



MANAGING COSTS

Session 4



During this session, you will work on…

531

“Over-to-You!” Activities Your Development Plan

1. Categorize and analyze costs.

1. Create a plan for calculating and 

reducing costs.

2. Calculate and analyze 

contribution margin, cost price, 

and break-even point.

3. Rank costs for cost reduction.



6 ways to reduce costs

532

1. Identify controllable and uncontrollable costs.

2. Start with the highest costs.

3. Save on fixed costs.

4. Increase volume sold.

5. Optimize variable costs.

6. Develop a cost reduction plan.



Over to you!

533

Objective Rank costs for reduction and provide recommendations.

Timing 20 minutes

Instructions

1. In your group, rank cost reductions and provide 

recommendations to the cooperative.

2. Give a 2-minute presentation on your cost reduction 

recommendations to the class.

Activity | Rank cost reductions



Add to your development plan

534

Identify cost 

calculations to 

make and the 

information needed 

to make them.

Decide on 2 cost 

reduction goals and 

the actions you will 

take to achieve 

them.

Go to your development plan

Complete the blue box today

Later, complete the yellow box



Foundations of 

Cooperative Management

Module 16: Commercial Credit

Session 1: Introduction to Commercial Credit

Session 2: Obtaining Credit from Lenders

Session 3: Negotiating with Lenders



INTRODUCTION TO 

COMMERCIAL CREDIT

Session 1



During this module, you will work on…

537

“Over-to-You!” Activities Your Development Plan

1. Calculate the total cost of a loan 

and compare loans.

1. Define your commercial credit 

goals and decide on the actions 

needed to achieve those goals.

2. Decide on 3 types of 

documentation you would 

require to assess a loan 

application.

3. Evaluate loan terms for 2 

different lenders.



During this module, you will work on…

538

“Over-to-You!” Activities Your Development Plan

1. Calculate the total cost of a loan 

and compare loans.



What is credit?

539

Credit is a term that describes ways that borrowers can 

obtain funds from lenders to finance:

• Operations

• Purchases of new equipment

• Long-term assets (e.g., building wells)

• New business opportunities

• Unanticipated expenses



Sources of credit

540

Commercial banks

SACCO

Development banks

Buyers

Vendors



Interest

541

Interest is a lender’s charge to you for borrowing money 

or using credit.

Interest on a loan or credit is expressed as a percentage. 

It may be fixed or variable:

• Fixed interest stays the same for the life of a loan.

• Variable interest can change during the life of a loan.



Other key terms

542

Collateral is the asset or property used as security in the 

loan.

Default is non-payment, potentially leading to loan 

termination.

Delinquency is the loan status when payment is late or 

unpaid.

Origination is the process of a borrower applying for a 

loan and the lender processing it.  



Common types of credit (1 of 2)

543

Credit Description Payments Interest

Secured loan • A borrower receives money from a 

lender. 

• The lender requires collateral from 

the borrower as a security against 

default.

Regular 

payments for a 

specific period 

of time.

Fixed or 

variable

Unsecured loan • A borrower receives money from a 

lender. 

• The loan requires no collateral, 

which presents a risk to a lender, so 

the interest rates will be higher than 

rates for a secured loan.

Regular 

payments for a 

specific period 

of time.

Fixed or 

variable



Common types of credit (2 of 2)

544

Credit Description Payments Interest

Line of credit • Funds are drawn by a borrower 

when the need arises, usually to 

cover cash shortfalls.

• The total amount of available funds 

is usually secured by property 

owned by the borrower. 

Once funds are 

drawn, the 

borrower must 

make payments.

Usually

variable

Working capital 

credit

• Vendor may supply cooperatives 

with inputs. 

• This is a form of credit because the 

cooperative (borrower) repays the 

buyer (lender) for the cost of the 

inputs.

• This type of arrangement is unique 

to cooperatives that work with the 

off-taker.

Deduction for 

the value of 

inputs from 

sales.

Interest-

free



Leasing

545

Leasing is a credit arrangement that functions like a 

rental contract for an asset like property or equipment 

(e.g., a truck).

• The owner of the asset is called “the lessor.”

• The borrower of the asset is called “the lessee.”

In a lease, a lessor grants a lessee exclusive rights to the 

equipment for a specific period of time in return for 

payments. 

• A lease contract may be set up as “lease-to-own.” 

• This gives the lessee the right to purchase the equipment at a 

set price at the end of the lease.



Loan vs. lease for equipment (1 of 2)

546

Loan Lease

Ownership of 

asset

Your cooperative owns the asset. Lessor owns the asset.

Payments Scheduled payments of principal 

and interest (fixed or variable).

Fixed payments for the life of the 

lease.

Loan conditions Lender may only finance 60 to 

80% of the purchase of equipment.

Not applicable.

Loan origination Your cooperative may have to pay 

administrative fees in addition to 

loan payments.

Usually fees are negligible for 

leases.

Application Significant document preparation. Simplified application process.



Loan vs. lease for equipment (2 of 2)

547

Loan Lease

Speed of 

process

Slow. Fast.

Collateral Required for secured loans. Usually the equipment is the 

collateral.

Delinquency Lender may take ownership of 

your cooperative’s equipment.

Equipment is returned to the 

owner.

End of contract Your cooperative owns the 

equipment.

You purchase the asset from the 

lessor at a set price or simply 

return it.



Let’s discuss

548

Strategy: Pay cash, borrow, or lease?

Your cooperative needs a truck. Is it better to pay cash, 

take a loan, or lease? 

Consider 3 different scenarios:

1. At the end of a very good year, your cooperative has enough 

cash in the bank to purchase a truck and cover 6 to 9 months of 

operating expenses.

2. Your cooperative has enough cash to cover operating costs for 

6 to 9 months and no debt. However, if you use your cash it will 

deplete your working capital.

3. Your cooperative has taken out loans to cover 7 to 9 months of 

operating expenses.



Example of loan amortization

549

Loan amount 100,000 Due date Principal Interest Outstanding balance

Currency CFA 1/15/17 5,172.37 833.33 94,827.63 

Term 1.5 years 2/15/17 5,215.48 790.23 89,612.15 

Interest 10% 3/15/17 5,258.94 746.77 84,353.21 

Payments 18 4/15/17 5,302.76 702.94 79,050.44 

Payment Amount 6,005.71 5/15/17 5,346.95 658.75 73,703.49 

Frequency Monthly 6/15/17 5,391.51 614.20 68,311.98 

Total Amount Paid 108,102.73 7/15/17 5,436.44 569.27 62,875.53 

8/15/17 5,481.75 523.96 57,393.79 

9/15/17 5,527.43 478.28 51,866.36 

10/15/17 5,573.49 432.22 46,292.87 

11/15/17 5,619.93 385.77 40,672.94 

12/15/17 5,666.77 338.94 35,006.17 

1/15/18 5,713.99 291.72 29,292.18 

2/15/18 5,761.61 244.10 23,530.58 

3/15/18 5,809.62 196.09 17,720.96 

4/15/18 5,858.03 147.67 11,862.92 

5/15/18 5,906.85 98.86 5,956.07 

6/15/18 5,956.07 49.63 0.00 



Over to you!

550

Objective
Calculate the total cost of a loan and compare loan 

advantages.

Timing 15 minutes

Instructions

1. Review the handout in your group.

2. Calculate the total cost of the loans in the exercise.

3. Compare the advantages of each loan.

4. One volunteer from the class will demonstrate the 

calculations on the flip chart.

Activity | Calculate the total cost of a loan



OBTAINING CREDIT FROM 

LENDERS

Session 2



During this module, you will work on…

552

“Over-to-You!” Activities Your Development Plan

2. Decide on 3 types of 

documentation you would 

require to assess a loan 

application.



Steps to accessing commercial credit

553

1. Borrower 

submits loan 

application and 

required 

documentation.

2. Lender 

conducts due 

diligence and 

underwriting.

3. Lender does 

offer letter and 

term sheet OR 

denies loan 

request.

4. Lender and 

borrower close 

the loan.



Executive summary

Cooperative profile

Management profile

Loan request

Offer of collateral

Financial statements

Cash flow projections

Terms and collateral

Business license

What documentation is required?

554



Lender’s due diligence (1 of 2)

555

Lenders review matters that may affect the likelihood of 

timely, full loan repayment.

When performing due diligence, the lender

may request the following items:

• Volumes sold and net sales over last 2 seasons

• Projected volumes and sales for upcoming seasons

• Projected income and cash flow over loan period

• Bank statements from last 6 months

• Payment terms with suppliers and customers

• Activity report for the current season (e.g., material events, new 

customers, etc.)



Lender’s due diligence (2 of 2)

556

Lenders may also request:

• OHADA registration certification

• Decree approving the cooperative 

(Arrêté portant agrément de la coopérative)

• Certification of payment of dues (Déclaration Notariée de 

souscription de versement (DNSV))

• Biographies of management and possible background checks

• Copies of internal rules and procedures

• Minutes of the General Assemblies during the past 12 months

• Minutes of the General Assembly authorizing financing request 

• Minutes of the appointment of the management team members

• Documented rules and procedures



Terms and conditions

557

Interest rate

Payment 

schedule

CollateralDelinquency

(late payments)

Fees

Prepayment



Closing

558

Once you and the lender agree to all the terms and 

conditions of the loan, you close.

During closing, you and the lender sign the loan contract.

At that point, the lender disburses the funds to you.



Reporting to the lender

559

During the life of the loan, the terms will likely require 

certain items to be submitted, including:

• Financial statements

• Notification of significant changes to business plans

• Notification of sale or destruction of assets used for collateral



Keeping a loan ledger

560

Loan amount 100,000 Due date Principal Interest Outstanding balance

Currency CFA 1/15/17 5,172.37 833.33 94,827.63 

Term 1.5 years 2/15/17 5,215.48 790.23 89,612.15 

Interest 10% 3/15/17 5,258.94 746.77 84,353.21 

Payments 18 4/15/17 5,302.76 702.94 79,050.44 

Payment Amount 6,005.71 5/15/17 5,346.95 658.75 73,703.49 

Frequency Monthly 6/15/17 5,391.51 614.20 68,311.98 

Total Amount Paid 7/15/17

8/15/17

9/15/17

10/15/17

11/15/17

12/15/17

1/15/18

2/15/18

3/15/18

4/15/18

5/15/18

6/15/18



If a borrower is behind on payments, a lender will send a 

late payment notification.

A borrower risks default after missing payments. 

• This should be defined in the terms of the loan, but it is usually 

after 3 to 6 periods of non-payment. 

• A lender will notify the borrower of the default.

Risks associated with default include:

• Loss of collateral for secured loans.

• Legal action.

• Damage to your cooperative’s reputation.

Notice of late payment and default

561



Over to you!

562

Objective
Decide on 3 types of documentation you would require 

to assess a loan applicant’s ability to repay a loan.

Timing 30 minutes

Instructions

1. Read the loan application scenario on your handout.

2. Imagine your group are the bankers who will decide 

whether or not to offer the loan. Decide on 3 types of 

documentation you would ask the cooperative to 

provide to support its loan application. 

3. Be prepared to discuss your decisions with the class.

Activity | Loan due diligence



NEGOTIATING WITH LENDERS

Session 3



During this module, you will work on…

564

“Over-to-You!” Activities Your Development Plan

1. Define your commercial credit 

goals and decide on the actions 

needed to achieve those goals.

3. Evaluate loan terms for 2 

different lenders.



Getting the best deal
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Shop for loans 

at multiple 

banks 

Do more 

business with 

the bank

Negotiate 

terms
Offer different 

types of 

collateral



The lender’s point of view
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The lender’s business is lending you money with interest.

The lender wants you to succeed, because when you do, 

they also succeed.



Build trust through transparency
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Financial Statements

Income Statement

Balance Sheet

Cash Flow

Month Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Final

Beginning cash balance 10,000 5,997 6,889 8,571 9,693 11,285 12,811 14,308 14,306 15,005 14,381 13,323 

Cash inflows

Sales 8,500 10,000 13,000 11,000 10,000 9,800 8,500 8,200 7,900 4,800 5,000 6,800 103,500 

Member dues 500 400 700 300 600 400 200 300 400 600 100 0 4,500 

Sub-total cash inflows 9,000 10,400 13,700 11,300 10,600 10,200 8,700 8,500 8,300 5,400 5,100 6,800 108,000 

Cash outflows (expenses)

Payments to members 5,525 6,500 8,450 7,150 6,500 6,370 5,525 5,330 5,135 3,120 3,250 4,420 67,275 

Transport costs 170 200 260 220 200 196 170 164 158 96 100 136 2,070 

Salaries 2,000 2,500 3,000 2,500 2,000 1,800 1,200 1,200 2,000 2,500 2,500 2,500 25,700 

Bank charges/interest 58 57 56 55 54 53 52 51 50 49 48 47 630 

Sub-total cash outflows 7,753 9,257 11,766 9,925 8,754 8,419 6,947 6,745 7,343 5,765 5,898 7,103 95,675 

Other outflows

Capital Purchases 5,000 1,500 6,500 

Loan Principal 250 251 252 253 254 255 256 257 258 259 260 261 3,066 

Sub-total other outflows 5,250 251 252 253 254 255 256 1,757 258 259 260 261 9,566 

Total outflows 13,003 9,508 12,018 10,178 9,008 8,674 7,203 8,502 7,601 6,024 6,158 7,364 105,241 

Ending cash balance 5,997 6,889 8,571 9,693 11,285 12,811 14,308 14,306 15,005 14,381 13,323 12,759 12,759 

Cash flow projections

Other loans and leases



Over to you!
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Objective Evaluate loan terms from 2 different lenders.

Timing 30 minutes

Instructions

1. Review the loan terms from Bank A and Bank B on 

your handout.

2. In your group, discuss the pros and cons of each 

loan. Which loan should ANON choose—Bank A’s 

loan or Bank B’s loan?

3. Once you have selected a loan, decide whether 

there are any terms ANON should negotiate. Be 

prepared to discuss these terms with the class.

Activity | Comparing loan terms



Add to your development plan
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Define up to 4 

commercial credit 

goals. Identify the 

actions needed to 

achieve those goals.

Later, assign 

resources and a date 

by which you will 

take action.

Go to your development plan

Complete the section in yellow later

Complete the section in blue today

x



Foundations of 

Cooperative Management

Module 17: Wrap-up and Next Steps



Congratulations!
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Identified enablers who can 

help your cooperative.

Developed a plan for becoming 

more sustainable.

Decided how to improve 

financial recordkeeping.

Created a vision statement.

And a lot more!

You have finished training and now have:



The next step is coaching
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Cooperative 

Training
You in 12 

months!

Your SCOPE 

assessment

You are here 

(coaching)

Your SCOPE 

reassessment



Over to you!
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Objective
Decide on the first 3 actions you will work on with the 

rest of your leadership team and your coach.

Timing 20 minutes

Instructions

1. Review the work your cooperative has done on its 

development plan.

2. Select 3 actions from your development plan to 

tackle first.

3. Consider the following in selecting your 3 actions:

a. What is most important to your members?

b. What represents the biggest risk if not fixed?

c. What are you most enthusiastic to work on? 

Activity | Priority actions



Add to your development plan

574

Record the 3 

items you intend 

to work on first 

with your coach 

and leadership 

team. 

Go to your development plan

Complete this table



(Last) Let’s discuss
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What questions do you still have?

Was your 1 “burning question” answered?

What 1 word describes how you’re feeling right now?

Final thoughts and questions



You’re ready!
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Add Class Photo Here


