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PROGRAM SCHEDULE

One-Day Training on Financial Management, Accounting, and Bookkeeping for Aspiring and

Existing Entrepreneurs

The training program outlined provides a comprehensive approach to financial management,
accounting, and bookkeeping for aspiring and existing entrepreneurs. Here's a breakdown of each

session:
Registration (9:30 AM - 10:00 AM)
e Objective: To ensure participants are signed in and ready for the session.
Session 1: Financial Management Basics for Entrepreneurs (10:00 AM — 11:30 AM)

e Topics Covered:
o Importance of Financial Management: Understanding how good financial practices
lead to business sustainability.
o Key Financial Statements: Introduction to balance sheet, profit and loss statement,
and cash flow statement.
o Financial Planning and Budgeting: How to forecast and manage finances for growth.
o Managing Working Capital: Techniques for managing day-to-day financial
operations.
o Interactive Activity: Participants create a basic budget and cash flow statement for a

hypothetical small business.
Session 2: Accounting Principles and Bookkeeping Practices (11:45 AM - 1:15 PM)

o Topics Covered:
o Basic Accounting Concepts: Explanation of assets, liabilities, and equity.

o Debits and Credits: The fundamentals of double-entry bookkeeping.



o Bookkeeping for Entrepreneurs: The importance of accurate transaction recording.
o Bookkeeping Systems and Software: Overview of tools like Tally and QuickBooks.
o Practical Exercise: Participants practice using a simplified bookkeeping system to record

business transactions.
Lunch Break (1:15 PM - 2:15 PM)

Session 3: Financial Analysis and Managing Business Finances (2:15 PM - 3:30 PM)

e Topics Covered:
o Ratio Analysis: How to assess business health with profitability, liquidity, and
solvency ratios.
o Break-Even Analysis: Understanding how to calculate and interpret the break-even
point.
o Cost Control: Methods for managing and reducing business expenses.
o Taxation Basics: Introduction to GST, TDS, and income tax for small businesses.
e Group Activity: Participants analyze a sample business using basic financial ratios.

Session 4: Practical Tools for Financial Management (3:45 PM - 5:00 PM)

o Topics Covered:
o Financial Management Tools: Overview of spreadsheets, accounting software, and
mobile apps.
Forecasting and Budgeting Tools: Practical tools for financial planning.
Managing Invoices, Receivables, and Payables: Best practices for keeping track of
business transactions.
o Financial Records for Compliance: How to maintain records for investors and tax
compliance.
« Final Activity: Participants create a simple financial management plan and explore
bookkeeping software tools.

Closing Remarks and Certificate Distribution (5:00 PM)
e Objective: To conclude the session and distribute certificates to participants.
This program is designed to provide practical, hands-on learning experiences, ensuring entrepreneurs

gain a solid understanding of financial management, accounting, and bookkeeping tailored to their
needs.



COURSE CURRICULUM

Financial Management, Accounting, and Bookkeeping for Entrepreneurs

Objectives

The course aims to:

e Provide entrepreneurs with foundational knowledge of financial management, accounting, and
bookkeeping.

o Equip participants with practical tools for managing their business finances efficiently.

e Help entrepreneurs understand and apply financial principles to ensure business sustainability
and growth.

o Enable participants to use financial data for informed decision-making and planning.

Content

Module 1: Financial Management Basics for Entrepreneurs

o Importance of Financial Management:
o Understanding how sound financial practices lead to long-term business sustainability
and success.
o Identifying the role of financial management in managing cash flow and profitability.
o Key Financial Statements:
o Introduction to the balance sheet, profit and loss statement, and cash flow statement.
o How to interpret and use these statements for decision-making.

o Financial Planning and Budgeting:



o Techniques for forecasting business finances and preparing effective budgets.
o How to allocate resources and plan for future growth.
e Managing Working Capital:
o Techniques for managing day-to-day operations, including cash flow management,

accounts receivable, and payable.

Activity:

e Create a basic budget and cash flow statement for a hypothetical small business, incorporating

all essential financial elements.

Module 2: Accounting Principles and Bookkeeping Practices

Basic Accounting Concepts:
o Introduction to key concepts like assets, liabilities, equity, and their impact on business
financial health.

Debits and Credits:

o Fundamentals of double-entry bookkeeping: Understanding the relationship between

debits and credits.

Bookkeeping for Entrepreneurs:

o The importance of accurate transaction recording and maintaining financial integrity.

Bookkeeping Systems and Software:
o Overview of popular tools like Tally, QuickBooks, and other accounting software.
o Introduction to paper-based vs. digital bookkeeping systems and choosing the right

tools for your business.



Exercise:

e Practice using a simplified bookkeeping system to record typical business transactions (e.g.,

sales, expenses, and payroll).

Module 3: Financial Analysis and Managing Business Finances

Ratio Analysis:
o How to assess business health using profitability, liquidity, and solvency ratios.

o Interpreting financial statements to make informed decisions.

Break-Even Analysis:
o Understanding how to calculate and interpret the break-even point, and its relevance for
pricing and cost management.

Cost Control:

o Methods to manage and reduce expenses effectively, including fixed and variable costs.

o Implementing cost-cutting strategies without compromising business operations.

Taxation Basics:
o Introduction to GST, TDS, and income tax for small businesses.

o How to manage and comply with tax requirements for entrepreneurs.

Group Activity:

e Analyze a sample business using basic financial ratios to assess its financial health and identify

areas of improvement.



Module 4: Practical Tools for Financial Management

Financial Management Tools:
o Overview of spreadsheets, accounting software, and mobile apps for managing business
finances.

o How to use these tools to track cash flow, expenses, and revenue.

Forecasting and Budgeting Tools:
o Practical financial tools for forecasting future sales, expenses, and profits.

o How to integrate budgeting into business planning and performance tracking.

Managing Invoices, Receivables, and Payables:
o Best practices for managing invoices, tracking receivables, and paying bills on time.

o Systems for managing accounts and ensuring timely payments.

Financial Records for Compliance:
o Understanding the importance of maintaining records for tax, investor, and compliance
purposes.

o Best practices for storing and organizing financial records.

Final Activity:

o Create a simple financial management plan for a hypothetical business, including budgeting,

cash flow forecasting, and accounting software tools.



Structure

The course is organized into four modules:

1. Financial Management Basics for Entrepreneurs

2. Accounting Principles and Bookkeeping Practices

3. Financial Analysis and Managing Business Finances

4. Practical Tools for Financial Management
Teaching Methods

The course combines:

e Lectures: To introduce and explain key concepts.

o Practical Exercises: Hands-on activities to apply financial principles to real-world business
situations.

e Group Activities: Collaborative tasks to encourage problem-solving and application of
financial tools.

e Case Studies: Analysis of real-life examples to demonstrate the application of financial

management concepts.

Assessment Methods

Participants will be assessed through:

e Practical Assignments: Creating financial plans, budgets, and bookkeeping systems.



e Group Activities: Analyzing business financials using ratios, break-even analysis, and
financial management tools.

o Participation: Engagement in discussions and activities during sessions.

Learning Outcomes

By the end of the course, participants will:

Understand the importance of financial management and its impact on business sustainability.
Be able to read and interpret key financial statements (balance sheet, profit & loss, cash flow).

Develop basic budgeting, financial planning, and forecasting skills for their business.

b=

Gain knowledge of accounting principles, bookkeeping practices, and financial recordkeeping
systems.

5. Be equipped with practical tools and techniques for analyzing business finances and making
informed decisions.

6. Understand the basics of taxation and compliance for small businesses.

Target Audience: Aspiring and existing entrepreneurs seeking to strengthen their financial

management, accounting, and bookkeeping skills

NOTES

Session 1: Financial Management Basics for Entrepreneurs
1. Importance of Financial Management:

e Objective: To help entrepreneurs understand the vital role financial management plays in

ensuring the long-term success and sustainability of a business.



o Explanation:

o Financial management is the backbone of any business. It involves planning,
organizing, directing, and controlling financial activities like procurement and
utilization of funds.

o Good Financial Practices: Emphasize how sound financial practices, such as
budgeting, cost control, and financial reporting, help businesses:

= Ensure they stay within their financial means.

= Identify potential financial issues before they become crises.

= Make informed decisions about expansion, investment, and risk management.

= Measure business performance using financial indicators, improving overall
efficiency.

o Sustainability and Growth: Explain how managing cash flow, budgeting, and
securing necessary funding are crucial for staying afloat and expanding operations.
Poor financial management can lead to insolvency, while effective management

supports scaling and sustainable profitability.

2. Key Financial Statements:

e Objective: To introduce the essential financial documents every entrepreneur must understand
and regularly prepare to track their business’s financial health.
o Explanation:
o Balance Sheet: A snapshot of the company’s financial position at a given point in time.
It shows the relationship between assets, liabilities, and equity.
= Assets: Resources the business owns, such as cash, inventory, or property.
= Liabilities: Debts or obligations the business owes, like loans or supplier
payments.

= Equity: The value of the business owned by the shareholders or owners (assets

minus liabilities).



o

Profit and Loss Statement (Income Statement): A report summarizing revenues,
costs, and expenses over a specific period. It helps evaluate whether the business is
profitable and where money is being spent.

= Revenue: Sales from goods or services.

= Expenses: Operating costs, interest payments, and taxes.

= Profit: The final amount after subtracting expenses from revenue.
Cash Flow Statement: An important tool that tracks the flow of cash in and out of the
business, ensuring there’s enough liquidity to meet daily obligations. It is divided into:

= Operating Activities: Cash generated from core business operations.

= Investing Activities: Cash used for or generated from investments, such as

purchasing assets or selling property.
= Financing Activities: Cash related to borrowing or repaying debts, and funding

from investors or owners.

e Visual Aids: Use simple visual charts and sample statements to demonstrate how each of these

financial statements looks and how they interconnect.

3. Financial Planning and Budgeting:

e Objective: To teach participants how to forecast their finances and develop realistic budgets

that guide business growth.

o Explanation:

@)

Financial Planning: The process of setting financial goals and determining the
resources needed to achieve them. Entrepreneurs must forecast revenues, plan for
expenses, and account for investments in assets and infrastructure.
Budgeting: Creating a plan for how a business will spend and allocate resources over a
given period, such as monthly, quarterly, or annually.
» Types of Budgets:
= Operating Budget: Forecasts day-to-day expenses, like rent, salaries,

and utilities.



o

@)

= Cash Flow Budget: Anticipates cash inflows and outflows, helping
businesses predict liquidity needs.
= Capital Budget: Deals with long-term investments in equipment or

facilities.

Steps in Creating a Budget:

Estimate Revenues: Project how much the business expects to earn based on
past sales or market analysis.

Determine Fixed and Variable Costs: Identify recurring costs (fixed) and
fluctuating costs (variable).

Allocate Funds for Investments: Plan for any investments, expansions, or
major purchases.

Track Performance: Compare actual financial performance to budgeted

figures to make adjustments.

Importance of Financial Flexibility: Teach entrepreneurs to stay flexible within their

budgets to account for unexpected expenses or revenue shortfalls.

4. Managing Working Capital:

Objective: To equip entrepreneurs with the tools and knowledge to manage their day-to-day

financial operations effectively.

Explanation:

@)

Working Capital: The difference between a company’s current assets (cash,

receivables, inventory) and its current liabilities (short-term debt and obligations). It

represents the funds available for day-to-day operations.

Techniques for Managing Working Capital:

Optimizing Inventory: Ensuring the business doesn't overstock or run out of
inventory. Using just-in-time (JIT) inventory management is one strategy.
Receivables Management: Ensure customers pay on time by setting clear

credit policies and following up on overdue invoices.



= Payables Management: Manage supplier payments wisely—negotiating
favorable payment terms without damaging supplier relationships.
= Cash Flow Forecasting: Continuously predicting cash inflows and outflows to

avoid cash shortages.

o Key Performance Indicators (KPIs) for Working Capital:
= Current Ratio: Measures whether the business has enough assets to cover
short-term liabilities.
= Quick Ratio: A more stringent measure that excludes inventory from assets,
focusing on liquid assets.
= Cash Conversion Cycle: Time taken to convert inventory and receivables into

cash. Shorter cycles indicate efficient working capital management.
Interactive Activity:

e Objective: To provide hands-on experience in applying the concepts of budgeting and cash
flow management.
o Activity Details:
o Participants will be given a hypothetical small business scenario (e.g., a coffee shop
or a small retail store).
o Task: Participants will be asked to create:
= A Basic Budget: Estimating the monthly revenues and expenses for the
business.
= A Cash Flow Statement: Projecting cash inflows and outflows for the next
month based on expected sales, payments from customers, and operating costs.
o Guidance: Provide templates and a step-by-step breakdown of how to calculate

revenues, allocate expenses, and determine cash flow projections.



o Outcome: By the end of the activity, participants will be able to develop a basic budget
and cash flow statement for their own businesses, learning how to forecast and plan for

financial health.

This session aims to ensure that entrepreneurs leave with the foundational knowledge and practical tools they
need to manage their finances effectively, making informed decisions that can sustain and grow their

businesses.

Session 2: Accounting Principles and Bookkeeping Practices
1. Basic Accounting Concepts:

¢ Objective: To introduce participants to the fundamental accounting concepts every entrepreneur should
understand to effectively manage their business finances.
o Explanation:
o Assets:
= Definition: Resources owned by the business that have economic value.
=  Types:
= Current Assets: Assets that are expected to be converted to cash or used
within a year (e.g., cash ¥50,000, accounts receivable 320,000, inventory
%30,000).
= Non-Current Assets: Long-term assets that are used over a longer
period (e.g., property 32,00,000, equipment X1,00,000, intangible assets
like patents ¥50,000).
= Importance: Assets are what the business uses to generate income and grow its

operations.



o Liabilities:
= Definition: The financial obligations or debts owed by the business to outside

parties.
=  Types:
= Current Liabilities: Short-term debts that are due within a year (e.g.,
accounts payable 310,000, short-term loan X15,000, wages payable
%5,000).
= Non-Current Liabilities: Long-term debts or obligations that are due
after one year (e.g., long-term loan X1,50,000, bonds payable
%2,00,000).
= Importance: Liabilities indicate how much the business owes and must manage
to ensure liquidity and solvency.
o Equity:
= Definition: The owner’s claim on the assets of the business after liabilities are
deducted. It represents the business’s net worth.
=  Types:
= Owner’s Equity: If the business is a sole proprietorship, this is the value
the owner has invested into the business (e.g., ¥1,00,000).
* Shareholders’ Equity: In corporations, equity belongs to the
shareholders, calculated as assets minus liabilities.
= Importance: Equity represents the residual value of the business after liabilities
are settled and reflects the owner’s investment and profits retained in the
business.

Balance Sheet Connection: Show how assets, liabilities, and equity are interconnected in the balance

sheet.
o Visual Aid: Use a simple balance sheet to illustrate these concepts and their importance

in assessing the financial health of a business.



2. Debits and Credits:

e Objective: To provide a basic understanding of the double-entry bookkeeping system, which ensures
that every transaction is recorded in two accounts to maintain balance.
e Explanation:
o Double-Entry Bookkeeping: This system requires every financial transaction to be
recorded in two places:

= Debits (left side of the ledger) and Credits (right side of the ledger).
= The total amount debited must always equal the total amount credited, ensuring
the books are balanced.
o Debits:

= Increase in assets (e.g., purchasing equipment for 320,000).
= Decrease in liabilities (e.g., paying off a 10,000 loan).
= Decrease in equity (e.g., drawing Z5,000 out of the business).
o Credits:
= Decrease in assets (e.g., selling inventory worth X5,000).
= Increase in liabilities (e.g., taking out a loan of *30,000).
= Increase in equity (e.g., business profit of X15,000).
o Real-Life Example:
= Ifa business buys equipment for 320,000 in cash, the entry would be:
= Debit Equipment (Asset) 320,000.
= Credit Cash (Asset) 320,000.
= This keeps the accounting equation in balance.
o Trial Balance: To ensure accuracy, a trial balance is prepared, listing all account
balances to confirm that total debits equal total credits.

e Visual Aid: Use simple transaction examples and journal entries to show how debits and credits work

in practice. Displaying a T-account for each example can help visualize the process.

3. Bookkeeping for Entrepreneurs:



Objective: To highlight the importance of accurate transaction recording and the impact on business
decision-making and legal compliance.
Explanation:
o Transaction Recording: Bookkeeping involves systematically recording all business
transactions to provide a clear financial picture. It includes:
= Sales and purchases (invoices).
= Payments and receipts (cash flow).

= Expenses and revenues (for profit/loss determination).

o Why Bookkeeping is Crucial:

= Tax Compliance: Accurate records ensure the business can file taxes correctly
and avoid penalties.

= Financial Visibility: Well-maintained books provide insights into cash flow,
profitability, and potential risks.

= Investor Confidence: Investors and lenders rely on accurate financial
statements to make funding decisions.

= Business Insights: Good bookkeeping enables business owners to assess
performance, identify trends, and make informed strategic decisions.

o Common Bookkeeping Mistakes to Avoid:

= Failing to record transactions regularly.
= Mixing personal and business finances.
= Ignoring or delaying the reconciliation of bank statements.

o Frequency of Bookkeeping: Depending on the business size, bookkeeping could be
daily, weekly, or monthly. However, it is vital to maintain consistency to prevent
errors.

Visual Aid: Display a sample set of journal entries for a small business and show how transactions are

tracked over time.



4. Bookkeeping Systems and Software:

¢ Objective: To introduce entrepreneurs to various tools that streamline bookkeeping and reduce the
chances of errors.
e Explanation:
o Manual Bookkeeping: While feasible for very small businesses, manual bookkeeping involves
recording transactions in physical ledgers, which is time-consuming and prone to human error.
o Computerized Bookkeeping: Most businesses today use software to manage their
bookkeeping more efficiently. Benefits include automation, better accuracy, and easier
reporting.
= Tally: A popular accounting software in India, Tally is widely used by small
and medium enterprises for managing books, generating reports, and calculating
taxes.
= Features: Inventory management, payroll, GST-compliant invoicing, and
financial reporting.
= Suitable for businesses looking for an affordable yet comprehensive
solution.
* QuickBooks: A global accounting software that caters to small businesses. It
offers:
= Invoicing, bill payments, payroll management, and tax filing.
» Integration with bank accounts for seamless transaction import.
» Cloud-based, so data is accessible from anywhere.
= Suitable for businesses looking for a user-friendly, scalable tool.
o Choosing the Right Software: Entrepreneurs should select software based on:
= The size and complexity of their business.
= Budget constraints.
= Required features like tax management, payroll, or inventory tracking.
e Visual Aid: Show side-by-side comparisons of Tally and QuickBooks, focusing on key features and

pricing. Demonstrate how to create simple transactions like invoice entries or expense records.



Practical Exercise:

e Objective: To give participants hands-on experience in recording business transactions using a
simplified bookkeeping system.
e Activity Details:
o Participants will receive a sample business scenario (e.g., a retail store or service
business) with several basic transactions (e.g., sales 35,000, purchases 32,000,

payments X1,000).

o Task: Record these transactions in a bookkeeping journal using a double-entry
system. Participants will:
= Identify whether each transaction involves a debit or a credit.
= Record the correct amount in the appropriate accounts (assets, liabilities,
equity).
= Generate a basic trial balance to check the accuracy of their entries.
o Guidance: Provide clear instructions and templates to help participants complete the
exercise, along with step-by-step support if they encounter any difficulties.

¢ Outcome: By the end of this activity, participants will be comfortable with the concept of double-entry

bookkeeping, and how to record and track basic business transactions.

This session aims to give entrepreneurs a solid grounding in the principles of accounting and bookkeeping.
They will understand how accurate financial records support better decision-making and ensure compliance

while learning how to use modern bookkeeping tools to streamline their financial operations.

Session 3: Financial Analysis and Managing Business Finances

This session aims to provide participants with the essential tools and knowledge to evaluate their

business’s financial health, manage costs, and ensure compliance with taxation laws.



1. Ratio Analysis: Assessing Business Health

e Objective: Teach participants how to use financial ratios to evaluate their business's
profitability, liquidity, and solvency.
¢ Key Ratios Explained:
o Profitability Ratios:
= Gross Profit Margin: Measures how efficiently a business produces and sells
its products/services.
= Net Profit Margin: Indicates the percentage of revenue retained as profit after
all expenses.
o Liquidity Ratios:
= Current Ratio: Evaluates a business's ability to pay short-term liabilities with
short-term assets.
o Solvency Ratios:
= Debt-to-Equity Ratio: Measures the proportion of debt used in financing
compared to equity.
e Application:
o Participants will learn to calculate these ratios using a sample dataset and interpret the
results to assess financial health.
o Discussion: Explain how these ratios help identify potential risks and areas for

improvement.

2. Break-Even Analysis: Understanding Profitability

e Objective: Help participants calculate the break-even point (BEP) to understand when their

business will start generating a profit.



e Concept:
o Break-even point is the sales volume at which total revenue equals total costs, meaning
no profit or loss.

o Example:
= Fixed Costs =350,000 (e.g., rent, salaries).
= Selling Price per Unit = X500.
= Variable Cost per Unit = Z300.

Interpretation: The business must sell 250 units to cover all costs.

e Graphical Representation:
o Plotting the BEP on a graph with total cost and total revenue curves provides a visual
understanding.
e Application:
o Discuss how break-even analysis helps in pricing decisions, cost control, and sales

target setting.

3. Cost Control: Managing and Reducing Business Expenses

e Objective: Equip participants with strategies to optimize expenses without compromising
business efficiency.
o Key Methods:
o Identifying Fixed vs. Variable Costs:
= Fixed Costs: Expenses that remain constant (e.g., rent 20,000/month).
= Variable Costs: Expenses that fluctuate with production/sales (e.g., raw material
costs X100/unit).
o Reducing Waste:
= Streamlining processes to minimize material waste and time inefficiencies.

o Negotiating with Suppliers:



= Securing bulk discounts or favorable payment terms to lower procurement costs.
o Adopting Technology:
= Using tools like accounting software to track and manage expenses more
effectively.
o Regular Financial Reviews:
= Periodically analyzing expenses to identify unnecessary or excessive costs.
e Discussion:

o Highlight examples of cost-saving initiatives successfully implemented by MSME:s.

4. Taxation Basics: Introduction to GST, TDS, and Income Tax

e Objective: Familiarize participants with the tax requirements applicable to small businesses in
India.
o Key Topics:
o Goods and Services Tax (GST):

* A comprehensive tax levied on the supply of goods and services.
» Registration: Required if annual turnover exceeds 320 lakh (X10 lakh for special
category states).
» Filing: Monthly/quarterly GST returns (GSTR-1, GSTR-3B) and annual returns.
o Tax Deducted at Source (TDS):
» Tax deducted by businesses while making payments like salaries, rent, or
contractor fees.
= Example: If rent paid is *50,000/month, TDS @ 10% = %5,000.
o Income Tax:
» Applicable on business profits based on individual or corporate tax rates.
= Filing: Businesses must file income tax returns annually.
e Practical Guidance:
o Show participants how to calculate GST for a sample invoice.
o Explain common tax-saving tips, such as claiming deductions under applicable
sections.



Group Activity: Analyzing a Sample Business Using Financial Ratios

e Objective: Enable participants to apply their learning to analyze the financial health of a
sample business.
e Activity Details:
o Scenario: Provide financial data for a small retail business:
= Sales: 35,00,000.
= @ross Profit: 22,00,000.
= Net Profit: ¥50,000.
=  Current Assets: 31,50,000.
= Current Liabilities: ¥75,000.
= Fixed Costs: %1,00,000.
= Variable Costs per Unit: X100.
= Selling Price per Unit: X200.
o Task: In groups, participants will:
= Calculate key ratios (profitability, liquidity, solvency).
= Perform a break-even analysis to determine how many units the business must
sell.
= Suggest cost control measures based on the financial data.
o Presentation: Groups present their findings and recommendations to the class.
¢  Outcome:
o By the end of the activity, participants will have hands-on experience in financial

analysis and actionable insights to apply in their businesses.



This session equips participants with practical financial tools to evaluate their businesses, control
costs, and ensure tax compliance, setting a solid foundation for financial sustainability and growth.

Session 4: Practical Tools for Financial Management

This session is designed to familiarize participants with modern tools and best practices for managing
their finances effectively. Entrepreneurs will learn practical techniques to streamline financial
processes, improve planning, and ensure compliance with legal requirements.

1. Financial Management Tools: Overview of Spreadsheets, Accounting Software, and Mobile

Apps

e Objective: Introduce participants to various tools that simplify financial management, increase
efficiency, and reduce errors.
o Key Tools:
o Spreadsheets:
= Tools: Excel, Google Sheets (free and widely accessible).
= Features:
» Create budgets, cash flow statements, and financial projections.
= Use pre-built templates for income and expense tracking.
= Generate graphs and reports to visualize financial performance.
= Example: A monthly cash flow tracker where participants input income (e.g.,
%1,00,000) and expenses (e.g., T80,000) to calculate net cash flow (320,000
surplus).
o Accounting Software:
» Tally:
» Ideal for Indian businesses with features like GST compliance,

invoicing, inventory management, and payroll.



= Example: Use Tally to generate GST-compliant invoices for a sale worth
%10,000.
*  QuickBooks:
» Cloud-based software with features for managing invoices, payments,
and financial reports.
= Example: Automate recurring payments, such as a monthly rent of
X15,000.
» Zoho Books:
= Budget-friendly software tailored to small businesses. Includes GST
compliance, invoicing, and expense management.
= Example: Track project-specific expenses, such as 35,000 spent on
marketing.
o Mobile Apps:
= Khatabook:
= Helps businesses manage ledgers and track receivables/payables
digitally.
= Example: Send payment reminders to customers for ¥2,000 overdue
bills.
* BizAnalyst:
= Syncs with Tally to provide financial insights and analytics on the go.
= Expense Manager:
= Tracks personal and business expenses separately to maintain clarity.
Hands-On Demonstration:
o Showcase how to input financial data into a spreadsheet and automate calculations
using formulas.

o Brief live demo of accounting software to show its features.



2. Forecasting and Budgeting Tools: Practical Tools for Financial Planning

e Objective: Teach participants how to use forecasting and budgeting tools to predict future
financial needs and allocate resources effectively.
o Key Concepts:
o Forecasting:
= Predicts future revenue and expenses based on past trends and current data.
= Importance: Helps in decision-making, identifying potential cash shortages, and
setting realistic growth targets.
= Example: A business forecasts monthly revenue of 32,00,000 based on average
past sales but adjusts to X1,80,000 to account for seasonal dips.
o Budgeting:
= Allocates funds to various business activities, ensuring efficient use of
resources.
= Example: A 350,000 marketing budget is divided as follows:
= Digital Ads: 325,000.
= Social Media: %15,000.
» Oftline Campaigns: X10,000.
= Tools: Budgeting templates in Excel or built-in budgeting features in accounting
software.
e Practical Tools:
o Excel/Google Sheets:
= Build cash flow models, revenue forecasts, and expense budgets.
o Tally Budgeting Features:
= Set budget limits and monitor expenses in real-time.
o Mobile Apps:
= Use apps like Mint or Walnut for expense tracking and budgeting.



e Activity:
o Participants create a simple budget for a hypothetical business (e.g., allocating

%1,00,000 among raw materials, labor, rent, and marketing).

3. Managing Invoices, Receivables, and Payables: Best Practices for Business Transactions

e Objective: Equip participants with strategies to streamline invoicing and payment processes
for better cash flow management.

o Key Practices:
o Invoicing:
= Use standardized formats with essential details (e.g., GSTIN, invoice number,
payment terms).
= Example: Create a GST-compliant invoice for 350,000 in sales, with 18% GST
included (342,372 base price + 37,628 GST).
o Tracking Receivables:

* Maintain a ledger or software-based system to monitor pending payments.
= Example: Follow up on overdue payments of X10,000 with automated reminders
using Khatabook.

o Managing Payables:
= Schedule payments to suppliers to avoid penalties while optimizing cash flow.
= Example: Record a payable of 320,000 for raw materials, due in 30 days.

o Digital Tools:
o Accounting software like Zoho Books or QuickBooks offers invoicing, payment

tracking, and overdue reminders.



4. Financial Records for Compliance: Maintaining Records for Investors and Tax Authorities

e Objective: Highlight the importance of accurate financial records for compliance with legal
requirements and attracting investors.
o Key Points:
o Tax Compliance:
= Maintain records for GST, TDS, and income tax filings.
= Example: Organize invoices, purchase orders, and expense receipts for a
business with 10,00,000 annual turnover.
o Investor Requirements:
= Provide financial reports, including profit and loss statements and balance
sheets.
= Example: Use QuickBooks to generate a quarterly profit report for investors
showing net profits of X1,50,000.
o Audit Preparedness:
= Store all records digitally to simplify audits and avoid penalties for non-
compliance.
o Best Practices:
o Regularly reconcile bank statements with accounting records.

o Back up data to secure locations (e.g., cloud storage).

Final Activity: Creating a Financial Management Plan

e Objective: Allow participants to apply their learning by developing a simple financial plan and
exploring bookkeeping tools.



e Activity Details:
o Scenario: A small bakery business with the following data:
=  Monthly Sales: ¥3,00,000.
= Fixed Costs: %50,000.
= Variable Costs: 21,50,000.
= Receivables: 330,000.
= Payables: 320,000.

= Create a budget to allocate monthly expenses (e.g., raw materials, labor,
marketing).
= Develop a receivables/payables tracking plan using a spreadsheet or software.
= Explore tools like Tally and QuickBooks to input sample data.
o Guidance: Provide templates for budgeting and demonstrate how to input data into
software.
e Outcome:
o Participants will leave with a practical financial management plan tailored to their
hypothetical business and experience using modern tools.

This session equips participants with actionable knowledge of tools and best practices for managing
business finances. By combining theoretical insights with hands-on activities, entrepreneurs can
confidently implement efficient financial systems in their ventures.
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