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1. BACKGROUND 

 

Introduction 

The BIC for SME project seeks to support: 

• Entrepreneurs (both early-stage and experienced entrepreneurs), in areas of innovative 

entrepreneurship 

• Training / education / mentoring / coaching / support staff of the partner organizations 

(whether they are experienced or just starting in their training career).  

• Independent trainers / educators / mentors / coaches (whether they are experienced or just 

starting in their training career). 

 

This Training Manual for Trainers was developed following a needs analysis addressing both the 

demand and the offer of innovation training in the enterprise / business sector in Spain, Italy, Slovenia 

and Ireland. Two target groups were involved: entrepreneurs and trainers, and the outcomes of the 

need analysis have been used as input for the design of the present training programme.  

 

Twelve priority areas for innovation entrepreneurship were identified and these priority areas were 

incorporated into the ten modules of the training programme. 

 

Objective of the Training Programme 

The main aim of the Training Programme for Trainers is to strengthen the skills, knowledge and tools 

for professional Trainers, Mentors and Advisors in their support of early-stage and more 

experienced entrepreneurs. It seeks to do this via tools, methods and processes which will be useful 

during all stages of company development. The programme can be used by experienced trainers as 

well as those starting out on an enterprise / business training / coaching / mentoring career.  
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Description of Target Users  

While designed to support their interactions with entrepreneurs, this programme can be useful for 

trainers with different professional experience, whether they are new to training or whether they are 

experienced. The key training concepts, the tools, methodologies and the training materials, etc. can 

be adapted for various users, which may be referred to trainers at different times (including beginners, 

medium experience and senior trainers). Indeed, BIC for SME has been developed with consideration 

for trainers who are about to start their own business, and for those who wish to restructure and 

formalise their training methodologies. 

 

Learning Competencies 

The Trainers, at the end of the training programme, will gain more experience of tools, materials, 

methodologies, case studies and training methods which they can use to transfer/impart practical 

business innovation and development concepts to entrepreneurs. The assessment of the acquired 

competence will be performed in general by undertaking an initial Diagnostic / Assessment with the 

students/clients of the trainers and a final test procedure which sees learners re-take the Diagnostic 

/ Assessment or complete the tests at the end of each Module. The Diagnostic / Assessment of skills 

generates an indication of the learners (Trainers and Entrepreneurs) level of knowledge on business 

issues, which corresponds to a degree of expertise, thereby determining the learning path / activities 

to be undertaken. The overall objective is to enhance learner competencies in the following areas: 

 

Module 1: Creating Ideas, Creating a Business  

• Define a structured business model from an idea 

• Read and assess a business plan 

• Define and present a pitch regarding a business idea 
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Module 2: Adding Value through Innovation 

• Develop strategic planning skills in terms of problem-setting and problem-solving 

• Develop a personal entrepreneurship aptitude 

• Develop management skills 

• Develop competencies to generate corporate visions 

 

Module 3: Managing the Human Aspect of your Business 

• Understand enterprise roles and responsibilities 

• Monitor performances and define assessment processes 

• Define objectives, time plans and organization of the work 

• Improves motivation and commitment in human resources 

 

Module 4: Staying on the Right Side of the Law 

• Analyse and define business opportunities 

• Understand the context of legal issues 
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Module 5: Connecting with your Audience and Growing your Sales 

• Define a set of sales objectives related to relevant business conditions 

• Create a coherent Commercial plan 

• Understand and use new digital tools and models 

• Create and manage a social identity 

• Create and develop a virtual community 

• Define a coherent marketing and communication plan 

 

Module 6: Getting Money to Start, Grow and Sustain your Business 

• Understand the differences between and the features of different funds 

• Define tools and methods which match an appropriate business idea with the right source of 

financing 

• Define KPIs and tools for the assessment of financial sustainability and other impacts 

• Promote the integration of tools and KPIs of sustainable process with the ones used in 

traditional plans and management of supply chains and product process. 

 

Module 7: Using Technology to help your Business 

• Know the essential elements of new IT technologies;  

• Understand the importance of data related to business  
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Module 8: Connecting with your Audience and Making them work for You 

• Building a network in the light of corporate and individual goals 

• Develop  a new insight on how to transform existing contacts into effective relations 

• Introduce yourself in an unfamiliar environment  

• Get new contacts with, and get to further know, other participating professionals. 

 

Module 9: Going International 

• Develop critical awareness of discipline-based concepts and approaches to understand the 

complexity of managing an organization in the global business arena 

• Understand how acquired theoretical knowledge can be applied in practical international 

business situations 

 

Module 10: How is my Business Doing? 

• Develop strategic planning skills in terms of problem-setting and problem-solving 

• Develop personal entrepreneurship aptitude 

• Develop management skills; 

• Develop competencies to generate corporate visions 

• Understand the role of strategic planning and control, and associated strategic objectives in 

performance management, and the implications for strategic management accounting 

information, and attendant systems 

• Identify, assess and analyse key external influences on organisational performance, 

particularly relating to key stakeholders and ethical issues 

• Understand and apply strategic performance measurement techniques, both financial and 

non-financial, in the context of improving organizational performance 

• Identify, apply, and evaluate strategic planning control tools and techniques  
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Structure 

The training programme is flexible and it can be adapted to the specific needs of participants. Users may 

go through all of the material from start to finish or, depending on the stage of development of 

participating entrepreneurs, they may focus on specific, select modules. Furthermore, they can consider 

enterprise development issues in a more general sense by using the ‘global’ or summary version of the 

tools and materials. 

 

Assessing Learner Competencies in specific Business Modules 

If users of the BIC for SME tools and materials wish to progress through all of the 10 modules from start 

to finish, then there are specific, dedicated Diagnostic / Assessment Tools, which helps to assess the level 

of knowledge and ability of both entrepreneurs and trainers on the subject of each module. The learning 

and knowledge gaps of the learners, for each individual module/subject area, are assessed via a 

Diagnostic / Assessment tool for each module. Each Diagnostic / Assessment tool is made up of ten 

questions. After completion of the assessment, a Roadmap function helps entrepreneurs and trainers to 

agree a learning plan which is further supported by learning materials for each subject. The learning 

materials also support the development of an Action Plan which entrepreneurs, with the help of trainers 

/ mentors and coaches, can implement in respect of their business. Trainers, mentors and coaches can 

help monitor progress in relation to the Action Plan and can recommend countermeasures and 

alternative approaches as required. 

 

Assessing Learner Competencies in overall Business Issues 

For those who wish to get a general overview of enterprise development issues, the BIC for SME material 

and tools also provide a  ‘global’ or summarised version of the content. Here, rather than 10 questions 

on each module, the Diagnostic / Assessment Tool poses three key questions in relation to each of the 

ten subject modules resulting in a total of thirty questions. Again, this helps to assess the level of 

knowledge and ability of both entrepreneurs and trainers on enterprise development issues and the 

Roadmap function helps entrepreneurs and trainers to agree a learning plan which is further supported 

by a summary version of the learning materials for each of the ten subjects in a PPT format. Again, 

trainers, mentors and coaches can support entrepreneurs in the development and monitoring of an 

Action Plan for their business.   
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It is very important to note that all outputs of the BIC for SME project have been designed so that users 

can adapt the content and tools to meet their own specific needs and wants. 

 

Training Modules of the Course 

Following the results of the initial need analysis, the course is broken down into 10 modules, each 

one addressing a specific topic: 

 
1. Creating Ideas, Creating a Business 

2. Adding Value through Innovation 

3. Managing the Human Aspect of your Business 

4. Staying on the right side of the Law 

5. Connecting with your audience and Growing your Sales 

6. Getting Money to Start, Grow and Sustain your Business 

7. Using Technology to help your Business 

8. Connecting with People and Making them Work for You 

9. Going International 

10. How is my Business doing? 
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2. USING THE BIC FOR SME TOOLS – ASSESS THE LEVEL OF THE USER 

 

In order to appropriately assess the needs, knowledge and ability of the entrepreneur or early-stage 

company, as well as assessing the ability of the Trainer to provide the appropriate support, it is important 

that the Trainer analyses the current situation of the entrepreneur / company.  

 

As outlined in Section 1 (‘Assessing Learner Competencies in specific Business Modules’ and ‘Assessing 

Learner Competencies in overall Business Issues’), this can be achieved using the BIC for SME Diagnostic 

/ Assessment Tool which is available for each of the 10 business modules (as well as the ‘global’ or 

summary version). The completed assessment tools will provide an assessment of skills, thereby 

generating a result, which corresponds to a degree of expertise in relation to each module. This level of 

expertise or knowledge will determine the learning path and activities to be undertaken by the 

entrepreneur and the trainer. It outlines a Roadmap in terms of the appropriate knowledge and 

competencies to be developed by the entrepreneur (as well as the trainer in terms of their self-

development) and can be used to suggest tools, case studies, materials, methodologies and training 

methods whereby that can be achieved. 
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• Step 1: Open the Excel Diagnostic Tool 

o The Menu worksheet is simply the introductory ‘page’ 

o The Step-by-Step Guide provides a one-page overview of the BIC for SME learning 

journey 

o The Entrepreneur worksheet supports the trainer in assessing the level of knowledge 

/ competence / ability of the entrepreneur 

o The Trainer worksheet supports the trainer in assessing their own level of knowledge 

/ competence / ability 

o The Roadmap worksheet gives a summary of the findings from the entrepreneur and 

/ or trainer diagnostic process and allows entrepreneurs and trainers to agree on issues 

to be addressed as well as a plan whereby this is undertaken. 

 

• Step 2a: If trying to assess the level of knowledge which an Entrepreneur has, then go to the 

Worksheet called Entrepreneur. View the yellow text boxes for information on how to use the 

Diagnostic / Assessment Tool. On completion of the assessment, the results of this process 

are summarised in the Roadmap worksheet 

 

• Step 2b: If trying to assess the level of knowledge which a Trainer has, then go to the 

Worksheet called Trainer. View the yellow text boxes for information on how to use the 

Diagnostic / Assessment Tool. On completion of the assessment, the results of this process 

are summarised in the Roadmap worksheet 
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• Step 3a: Go to the Roadmap Worksheet.  

o Cells B17 to F 30 provides a summary of the entrepreneur diagnostic process and allow 

the trainer and entrepreneur to agree a course of action which will improve the 

entrepreneurs capabilities, knowledge and ability on specific topics / module issues. 

(Note: in some cases the cell range might be slightly different). 

o The Concept Map (Cells B3 – F60) highlights the issues / areas to be included in the 

Training Program as well as the time required to address them. 

o Rows 60 – 70 highlight methods whereby the entrepreneur can progress their learning 

o Rows 70 – 90 indicates milestones and KPIs to be achieved. 

 

After the conclusion of the training intervention, the entrepreneur and trainer can undertake a second 

evaluation exercise to determine their level of development / progress. This can be done by using the 

self-test questions at the end of each learning module or, alternatively, by using the Diagnostic / 

Assessment Tool a second time and assess the progress made compared to the initial assessment. 

 

Note: it is also possible to use the BIC for SME tools and material in a group training context.  

 

It is challenging to create learning programmes suitable for a wide range of participants in a group, given 

that they are likely to have various ideas, in different industries and at different stages of their 

development cycle. Trainers can, therefore, use the Diagnostic Tools and Concept Maps to assess the 

stage or level of development of a group of learners and can, from the results attained, develop a learning 

programme to meet the needs of entrepreneurs / learners who have common needs. The BIC for SME 

materials can then be used to address these needs. These learners can further benefit from the shared 

learning experience of other members of the group. 

 

Users can also use the Summary or Global versions of the material. They can edit the questions in the 

Summary / Global Diagnostic Tool to address general business concerns, thereby developing a simple, 

generic business training plan or, if they wish, edit it to diagnose and address more specific or detailed 

issues. Again, the material can then be used to develop a tailored plan of action for such a select group.  
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3. USING THE BIC FOR SME TOOLS – STRUCTURING THE TRAINING 

 

3.1 Plan the module training process 

Following the initial Diagnostic or Assessment exercise, the delivery of the content of Modules must be 

planned, relevant to the specific needs of individual entrepreneurs and businesses. As outlined in the 

Roadmap section, this will take a defined period of time (including supported and (primarily) independent 

learning). This means developing a structured sequence of training activities proposed to teach and 

support learners in relation to a topic/s. It needs to be practical yet comprehensive, in order to organise 

the learning over a series of sessions. It will ensure that trainers will not omit crucial content because lack 

of time, and also, that entrepreneurs will achieve complete fluency in the topic. 

 

Each module will focus on key issues relevant to the entrepreneur, and the trainer needs to work through 

the issues and tools, case studies, methodologies and materials in the Modules to understand them in a 

practical sense so as to properly instruct entrepreneurs in their use. Thereafter, the trainer can guide the 

entrepreneur in developing appropriate plans for specific areas of the business using the BIC for SME 

structure. 
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Suggested steps are as follows: 

1. Based on the Diagnostic / Assessment exercise (see Section 2, Step 3a above), set the 

learning or knowledge goals to be achieved in terms of the personal development of the 

entrepreneur / development of the business. 

2. The Roadmap section of the Diagnostic Tool will help the trainer / mentor / coach to select 

the modules and sections to be covered (see Section 2, Step 3a above). 

3. From the Roadmap section of the Diagnostic tool the trainer / mentor / coach can select 

the pedagogy (method and practice of teaching (see Section 2, Step 3a above)).   

4. Again, from the Roadmap section of the Diagnostic tool the trainer can organize topics 

based on importance, impact, interactions, etc.. 

5. Milestones or KPIs are set… and  

6. Output and outcomes are scheduled and assessed 

 

3.2 Module content 

Specific content is provided for each module comprising learning material, tools, case studies, 

methodologies etc., and the trainer will guide the entrepreneur in highlighting the appropriate material 

to be addressed based on the outcomes of the Roadmap exercise outlined immediately above. 
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3.3 Useful material & templates for the Entrepreneur 

As highlighted in the image below, links to materials and further reading are provided in the body of the 

module content with a summary of these links below:  

 

 

3.4 Useful Tools  

As highlighted in the image below, useful tools are also provided in the module content / appendices such 

as:  
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3.5 Bibliography 

 

Bibliography 
References to used sources of information. 

1. www.hban.org - 
https://www.hban.org/_fileupload/HBANGuide(Entrepreneur).pdf (Page 26) – 
(searched January 2019)  

 

3.6 Key Terms 

A separate glossary, covering all of the modules, is provided at the end of this document. 

 

3.7 Case Studies / Good practices / Exercises 

Case studies, good practice examples and exercises are also provided throughout some of the module 

content / appendices where appropriate (see image below). Detailed instructions are provided within the 

templates on how they should be used. 

 

 

  

http://www.hban.org/
https://www.hban.org/_fileupload/HBANGuide(Entrepreneur).pdf
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4. USING THE BIC FOR SME TOOLS – CONTENT OF THE MODULES 

 

The Content of the 10 Modules are available in separate documents / webpages on the BIC for SME 

website. While the objectives of the Training Material was set out in Section 1 (Learning Competencies), 

the content of the ten modules is highlighted in the overall Table of Contents below: 

 

• Module 1: Creating Ideas, Creating a Business 

3.1.1: Creating a Business (issues to think about)  

3.1.2: Developing a plan to Establish and Manage your business idea 

 

• Module 2: Adding Value through Innovation 

3.1.1: Strategic Design & Design Thinking  

3.1.2: Creativity & Critical Thinking  

3.1.3: Product/service and Technology Innovation Management 

 

• Module 3: Managing the Human Aspect of your Business 

3.1.1: Understand the extended role of HRM for the success of entrepreneurs 

3.1.2: Supporting strategic design and implementation of HRM in small and micro businesses 

3.1.3: Understand the processes and issues around recruitment 

3.1.4: Know basic HRM processes 

3.1.5: Implement Human Resource Development processes 

3.1.6: Have an insight into supporting positive organisational culture 
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• Module 4: Staying on the Right Side of the Law 

3.1.1: Management control and action plan 

3.1.2: Business budget 

3.1.3: Financial statements 

3.1.4: Legal Issues 

 

• Module 5: Connecting with your Audience and Growing your Sales 

3.1.1: Marketing Strategy  

3.1.2: Marketing Management  

3.1.3: Digital Marketing 

 

• Module 6: Fundraising, Financial Management & Sustainability 

3.1.1: Understand Financial Requirements of a Business & Identify Suitable Sources of Funds 

3.1.2: Understanding Financial Modelling  

3.1.3: Understanding Risk Analysis & Financial Management 

 

• Module 7: Using Technology to help your Business 

3.1.1: Key Market Trends and New Digital Technologies, Industry 4.0 

3.1.2: Business oriented digital management such as: 

3.1.3: Big data analytics  

3.1.4: Information (cyber) security 

3.1.5: Augmented, Virtual and Mixed reality (Immersive Technologies) 
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• Module 8: Connecting with People and Making them Work for You 

3.1.1: Strategic Networking 

3.1.2: Tips and Hints 

3.1.3 : Game / Role Play 

 

• Module 9: Going International 

3.1.1: Market Strategy in International Markets 

3.1.2: Export Design and Plan 

3.1.3: Risks of Internationalisation of Processes 

3.1.4: Internationalisation Frameworks 

 

• Module 10: How is my Business Doing? 

3.1.1: Employee Performance in Business  

3.1.2: Measurement and Assessment 

3.1.3: Management Accounts 

 

For each module, an overview of the content is provided via a Concept Map. For illustration purposes an 

overall summary Concept Map is provided below: 
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5. ACTION PLAN  

 

Following the initial Diagnostic / Assessment exercise and the subsequent training / mentoring / 

coaching intervention, the trainer should set out an Action Plan and timeline indicating key action 

items to be undertaken including: who, what, when, where, how. Examples are provided below: 

• The entrepreneur / promoter to approach state and private investors for necessary 

funding grant (Immediate) 

• The entrepreneur to develop Business Plan with accurate costings around HR 

requirement and associated costs (immediate) 

• The entrepreneur to develop summary Business Plan and Pitch Deck (including 

Company Valuation) for consideration by investors using related templates 

(immediate) 

• Develop Job and Person Specifications for Sales Manager and IT Manager using 

related templates (medium-term – 6 months) 

• Consider Induction and Personal Development Plans as well as clear Roles and 

Responsibilities for new employees using related templates here (medium-term – 

6 months) 

• Promoter to develop Employee Engagement and Performance Evaluation systems 

using templates here with expert input (long-term – 12 months) 

• Engage with online marketing company to explore social media solutions for the 

company (immediate) 

• Etc.  
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Suggested Action Plan Layout 

What Who When How 

Develop Business Plan with 

specific focus on sales & 

marketing function including 

key hires & online marketing 

activity 

Owner / 

Manager 

2 weeks Share initial draft with Trainer 

using excel model from Module 6 

and Business Plan template from 

Module 1 

Develop summary Business 

Plan and Pitch Deck (including 

Company Valuation) for 

investors  

Owner / 

Manager 

4-6 

weeks 

Share initial draft with Trainer 

using templates from Module 6 

using graphics expert when 

content is agreed 

Approach state (for 

employment grants) and 

private investors (equity) for 

key hires and marketing 

actions 

Owner / 

Manager 

&  

Trainer 

6-8 

weeks 

Promoter to approach state bodies 

for grant aid and trainer to make 

introductions to investors 

 
 
 

Etc.   Etc. 
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6. FOLLOW-UP AND OUTPUTS 

 

Following the implementation of the Action Plan, it is necessary to monitor the development of 

the entrepreneur / business on a regular or ongoing basis, i.e. compare the company / 

entrepreneur needs against their actual achievements. The Roadmap worksheet of the Diagnostic 

Tool will have established some KPIs for the entrepreneurs / business including: 

 

1. I understand / know the topic quite well (on a scale of 1 to 5 with 1 being at a poor 

level of knowledge and 5 being at a very good level of knowledge). 

2. I feel I can immediately work on what was discussed.  

3. I now believe this learning / knowledge can contribute significantly to my work. 

4. I believe I can implement / do this learning / knowledge within my job. 

 

Furthermore, it will have summarised the areas which the entrepreneur needs to work on, while 

the Action Plan will have elaborated upon the work to be undertaken by the entrepreneur / 

business and the Outputs section (examples below) will determine actual progress against the 

planned activities. Note: this element is challenging for trainers /mentors / coaches as the needs 

of each entrepreneur will vary, and so the Outputs will be different for each entrepreneur. The 

Outputs can be presented in the form of a table (see below) with the Action Plan (Section 5 above) 

providing the basic template for the Outputs summary. 

 

Outputs complete (example). 

• State grant acquired to develop MVP and employ two staff 

• Business Plan developed with accurate costings around HR requirement  

• Summary Business Plan and Pitch Deck developed 
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Outputs to be completed (example). 

• Company valuation not completed 

• Job and Person Specifications for Sales Manager and IT Manager to be developed 

• Induction and Personal Development Plans, with clear Roles and Responsibilities 

laid out for new employees, (short-term – 3 months) to be developed using related 

templates 

• Develop Employee Engagement and Performance Evaluation systems to be 

developed using templates with expert input (medium-term – 6-12 months)  

• Engage with online marketing company to explore social media solutions for the 

company – not yet done 

• Etc. 

 

At subsequent follow-up meetings the trainer can further support the entrepreneur in achieving 

agreed tasks, or, where relevant, they can suggest alternative courses of action. 
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What Who When Outcomes 

Develop Business Plan with 

specific focus on sales & 

marketing function including 

key hires & online marketing 

activity 

Owner / 

Manager 

2 weeks DONE 
• Business Plan developed with 

accurate costings around HR 
requirement  

TO DO 

• Engage with online marketing 
company to explore social 
media solutions for the 
company – not yet done 

 

Develop summary Business 

Plan and Pitch Deck (including 

Company Valuation) for 

investors  

Owner / 

Manager 

4-6 

weeks 

DONE 
• Summary Business Plan and 

Pitch Deck developed 
TO DO 

• Company valuation not 
completed 

 

Approach state (for 

employment grants) and 

private investors (equity) for 

key hires and marketing 

actions 

Owner / 

Manager 

&  

Trainer 

6-8 

weeks 

DONE 

• State grant acquired to develop 
MVP and employ two staff 

TO DO 

• Job and Person Specifications 
for Sales Manager and IT 
Manager to be developed 

• Induction and Personal 
Development Plans, with clear 
Roles and Responsibilities laid 
out for new employees, (short-
term – 3 months) to be 
developed using related 
templates 

• Develop Employee Engagement 
and Performance Evaluation 
systems to be developed using 
templates with expert input 
(medium-term – 6-12 months)  

• Etc. 

Etc.   
• Etc. 

 

  



BIC FOR SME – TRAINERS MANUAL 

 

 

25 

7. KEY TERMS 

 

The following are Key Terms which appear throughout the Entrepreneur and Trainer versions of 

the BIC for SME Training Materials. 

 

Key Term Description 

Action Plan A detailed plan outlining actions needed to reach one or more goals. 
A business action plan is an internal business document that lists the 
actions you must take within a certain timeline, while running your 
business, to achieve a goal. 

Agile Method  Agile software development, which refers to a group of software 
development methodologies based on iterative development, where 
requirements and solutions evolve through collaboration between 
self-organizing cross-functional teams 

APAC Geographical designation for Asia Pacific, for Southeast Asia. 

ATR Free circulation certificate. An ATR document allows goods to benefit 
from tariff preferences on imports and exports between countries. 
Full information on ATRs can be found in Customs Notice 812 

Augmented 
Reality 

The technology of combining real word images, video, etc. with 
computer-generated information and/or imagery. 

Balance Sheet Balance sheet is a statement of the assets, liabilities, and capital of a 
business or other organization at a particular point in time. 

Big Data Analytics The often complex process of examining large and varied data sets, 
or big data, to uncover information such as hidden patterns, 
unknown correlations, market trends and customer preferences. 

Bill of Landing Loading policy. A bill of lading is a legal document between the 
freight forwarder and the courier specifying the type, quantity and 
destination of the goods transported. The bill of lading also serves as 
a shipping receipt when the goods are delivered to the specified 
destination.  

BRICS  BRIC is an acronym used to jointly define developing nations: Brazil, 
Russia, India and China - countries that are believed to be the 
dominant future suppliers of manufactured goods, services and raw 
materials by 2050. China and India will become the world's leading 
suppliers of manufactured goods and services, respectively, while 
Brazil and Russia will become equally dominant as suppliers of raw 
materials. Starting in 2010, South Africa joined the group, which is 
now called BRICS. The term that originated from the previous BRIC, 
later BRICS, now includes the addition of Turkey, hence the acronym 
BRICST. 
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Business Budget A spending plan for your business based on your income and 
expenses. It identifies your available capital, estimates your 
spending, and helps you predict revenue. 

Business Canvas 
Methodology 

This is a graphic representation of key elements within a business 
and how they relate to each other and how changes in one of these 
elements can have an impact on the others. 

Business 
Intelligence (BI) 

It includes a set of strategies, processes, applications, data, 
technologies and technical architectures used by companies to 
support the collection, analysis of data, presentation and 
dissemination of business information. 

Business Plan A document which establishes a business strategy for the enterprise 
which will be important when seeking key stakeholder support.  

Business Plan 
Execution  

The ability to achieve results / deliver on key milestones. 

Buyer Utility Map A tool to help managers think from a demand-side perspective. It 
outlines all the levers companies can pull to deliver exceptional 
utility to buyers as well as the various experiences buyers can have 
with a product or service. It has two dimensions: The Buyer 
Experience Cycle (BEC) and the Utility levers. 

CEI Call for expressions of interest. 

Call for Proposals Request for proposals. Unlike the call for tenders, through a call for 
proposals institutions initiate a selection process and can select 
several relevant projects in a specific field and, in certain countries, 
offer them a grant. This grant covers only part of the eligible costs. 

Call for Tender Notice of competition. "Tenders are procedures applied to generate 
bids from competing companies for works, supply or service 
contracts in public procurement". Institutions publish tenders when 
they have to select a service provider for a specific mission. The 
selected provider will receive a fee corresponding to the amount of 
the mission, including a profit margin. 

Cash Flow 
Statement 

A financial statement that summarizes the amount of cash and cash 
equivalents entering and leaving a company. 

Cashflow, Profit & 
Loss & Balance 
Sheet  

These are key elements in preparing financial projections for a 
business whether at start-up stage or scaling up. 

CCG From the English Gulf Cooperation Council (GCC) is a political 
organization that includes the countries of a specific geographical 
area: Bahrain, Kuwait, Oman, Qatar, Saudi Arabia and United Arab 
Emirates. 

Chart A visual representation of data, metrics or measures, where data 
points are characterized by graphical symbols. These representations 
may take the form of bar charts, line charts, or pie charts. A chart can 
display various data types such as numeric, actions or functions or 
qualitative information.  
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Collaborative BI Collaborative BI refers to the collaboration between colleagues, 
clients or organisations where applications that distil data such as 
Dashboards and Reports are typically used to collectively share 
knowledge and insights. The aim of collaborative BI is to improve 
decision making and business processes. 

Competencies Combined knowledge, abilities and expertise of an individual or even 
an organization. 

Conscious 
Consumerism 

Purchase decisions that have a positive social, economic, 
environmental, and political impact. 

CRM Customer Relationship Management (CRM) is a term used to 
describe all the systems that help you manage interactions and 
relationships with customers. Typically, this would include software 
that covers areas such as sales, support, marketing, and customer 
services. 

Cybersecurity A practice of defending computers, servers, mobile devices, 
electronic systems, networks, and data from malicious attacks. 

Data Analytics Data Analytics is collective term that covers the field of data 
interpretation using various methods of data, such as, mathematics, 
predictive modelling and statistical analysis. Numerous 
methodologies may run in parallel along with technologies to help 
discover patterns and insights in data. 

Data Privacy and 
Safety 

Data privacy defines who has access to data, while data protection 
provides tools and policies to actually restrict access to the data. 

Data Warehouse Data Warehousing is used to describe the method and process of 
amalgamating data from a series of sources into a single central store 
for reporting and analysis, a data repository. 

Decision Making An ability to make decisions in a conscious way, weighing the various 
solutions and consequences of our choices. In short, it is the thought 
process of selecting a logical choice from the available options. When 
we have to make a decision, we must consider the positive and 
negative sides of each option and weigh all the alternatives. For an 
effective decision making process we must also be able to predict the 
outcome of each option. Based on all these factors, we will be able 
to determine which option is best for a particular situation. 

Dafault Risk Also called the risk of insolvency, is the risk that the debtor does not 
fulfil, even partially, its obligations to repay the principal or to pay 
interest to its creditor. Also known as the "probability of default" (PD, 
or default rate). 

Design Thinking A human-centered approach to innovation that draws from the 
designer’s toolkit to integrate the needs of people, the possibilities of 
technology, and the requirements for business success. 

Digital Marketing Using of the Internet, mobile devices, social media, search engines, 
and other channels to reach consumers. 
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Disruptive 
innovation 

A process of improving or enhancing products for the same target 
group; rather, it involves the technologies used to make them easy to 
use and available to the larger, non-targeted market. 

Employment law Employment law is the state and federal laws that protect worker 
rights, prevent discrimination, and promote safe work environments. 

The Enterprise 
Europe Network  

An European organization that helps companies innovate and grow 
on an international scale. It is the world's largest support network for 
small and medium-sized enterprises (SMEs) with international 
ambitions. The network is active in over 60 countries around the 
world. It brings together 3,000 experts from over 600 member 
organizations, all renowned for excellence in business support. 

EU Single Market The European Single Market allows the free movement of goods, 
services, capital and people without internal borders. In the 
definition of the EU, "The Single Market refers to the EU as a territory 
without internal borders or other regulatory obstacles to the free 
movement of goods and services. A functioning Single Market 
stimulates competition and trade, improves efficiency, increases 
quality and helps to reduce prices. The European Single Market is 
one of the EU's greatest achievements. It has fuelled economic 
growth and simplified the daily life of European businesses and 
consumers". 

Financial 
statements 

Written records that convey the business activities and the financial 
performance of a company. 

FDI Foreign Direct Investments. These are investments made by a 
company or person in one country with commercial interests in 
another country, in the form of business transactions or acquisition 
of business assets in another country, such as ownership or control 
of interests in a foreign company. Foreign direct investments are 
distinguished from portfolio investments in which an investor simply 
buys shares of companies based abroad. The key characteristic of 
foreign direct investment is that it is an investment made that 
establishes effective control or at least substantial influence on the 
decision-making process of a foreign company. 

Freight Transport cost, a fee paid for the transport of goods by air, land or 
sea. A colloquial term for the transport fee. Goods may be 
transported on a prepaid or collected freight basis: if the freight is 
paid for by the shipper (as per C&F and CIF terms), the goods remain 
the property of the shipper until delivery is taken by the consignee 
upon their arrival at destination and payment of the shipper's 
invoice. If the transport is paid by the consignee (as per FOB terms), 
the goods become the property of the consignee when they are 
delivered to the courier against a bill of lading. 
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GAFTA  From the English Greater Arab Free Trade Area - Enlarged Arab Free 
Trade Area. Not to be confused with GAFTA - Grain and Feed Trade 
Association. GAFTA is attended by all States of the Gulf Cooperation 
Council (GCC see) and is controlled and managed by the Economic 
and Social Council (ESC) of the Arab League. 

GATT General Agreement on Tariffs and Trade - GATT - The agreement was 
formed shortly after the end of World War II. The GATT was a trade 
treaty implemented to promote economic recovery. The main 
purpose of the GATT was to increase international trade through the 
elimination or reduction of various tariffs, quotas and subsidies while 
maintaining significant regulations. The GATT became law on January 
1, 1948, once it was signed by 23 countries. The GATT was refined 
over decades and eventually led the 123 countries to create the 
World Trade Organization (generally known as the WTO - World 
Trade Organization) on January 1, 1995. 

Globalization The worldwide movement towards economic, financial, commercial 
and communications integration. Globalization implies opening local 
and nationalistic perspectives to a broader perspective of an 
interconnected and interdependent world with the free transfer of 
capital, goods and services across national borders. However, it does 
not include the free movement of labour and, as suggested by some 
economists, it can damage smaller or fragile economies if applied 
indiscriminately.  

Graph A mathematical illustration which depicts the relationship between 
two or more sets of data points, metrics, measurements or KPIs. 
Graphs in performance management are most often used to depict 
trend over a given period. 

Human Resource 
Development 

A strategic process, supporting employees in developing their skills, 
knowledge, and abilities in accordance with organisational goals. 

Immersive 
Technologies 

An overall term used to cover technologies such as 360-degree 
filming and augmented and virtual reality, which are used to create 
unique storytelling experiences that blur the line between the digital 
world and the physical world.  

Inbound 
Marketing 

The new, more progressive way marketing, where the customers find 
you, mostly through social media and various paid and natural search 
engine marketing efforts. 

Income Statement An income statement is one of the three important financial 
statements used for reporting a company's financial performance 
over a specific accounting period. It is primarily focuses on the 
company’s revenues and expenses during a particular period. 

Industrial Law The laws governing industrial enterprises. These can include a wide 
range of legal topics, from employment laws to environmental 
concerns, contracts, industrial relations, and worker safety 
regulations. Industries vary widely and the policies for each is as 
unique as the business to which it relates. 



BIC FOR SME – TRAINERS MANUAL 

 

 

30 

Industry 4.0 The current trend of automation and data exchange in 
manufacturing technologies, including cyber-physical systems, the 
Internet of things, cloud computing and cognitive computing and 
creating the smart factory. 

Innovation  A process by which a domain, a product, or a service is renewed and 
brought up to date by applying new processes, introducing new 
techniques, or establishing successful ideas to create new value. 

Insights The term used to describe the knowledge obtained from data 
tracking and visualization in the context of performance monitoring 
and decision making. Insights can be obtained from analysis, data 
visualization or alerting from various tools and applications. 

Intellectual 
Property Rights 

The rights given to persons over the creations of their minds. They 
usually give the creator an exclusive right over the use of his/her 
creation for a certain period of time. 

Joint Venture New company formed to achieve specific objectives of a partnership 
as a temporary agreement between two or more companies. JVs are 
advantageous as a risk reduction mechanism in penetrating new 
markets and pooling resources for large projects. However, they 
present unique problems in equity ownership, operational control 
and profit (or loss) distribution. Research indicates that two out of 
every five JV agreements last less than four years and dissolve 
acrimoniously.  

Kanban Production  based on customer demand and not on the traditional 
"pull" practice of making products and trying to sell them on the 
market. It is also called “Just in time” model. 

KPI A Key Performance Indicator is a type of measurement that is 
designed to evaluate an organisations progress towards a specific 
business goal, target or objective. KPIs can help condense large 
amounts or performance data into a smaller more manageable 
number of key indicators. 

Knowledge 
Management 

A system of creating, sharing, using and managing the knowledge of 
an organisation. 

KOLs KOLs stand for Key Opinion Leaders and are considered experts on 
certain topics. They're often regarded as trustworthy and authentic. 
Their authenticity enables them to have influence on the opinions 
and preferences of audiences in their domain of expertise. 

KRA Key Responsibility Area or KRAs are relative to the job description or 
responsibilities of a user. They stipulate specific KRA that the 
employee is assigned to perform as part of their overall performance 
expectations. For example, as a line manager, a KRA would be to 
ensure that the quality of the produced units is up to a certain 
standard. 
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Lagging KPI Lagging Indicators are almost universally geared towards output. The 
historic nature means they are easy to measure but difficult to 
influence. For example, the number of customer complaints in a 
month are easily tracked, however reducing that number involves 
investigation and implementing a strategy to influence future 
behaviour. 

Lean A process to map entrepreneurs hypotheses about business model 
and test them with customers in the field use an iterative and 
incremental development methodology to build the Minimal Viable 
Products. 

Legal Issues Legal issues in business will arise when you are not in line with 
certain laws. There are certain legal standards that you need to 
uphold as a business, which is all clearly outlined by governmental 
laws. 

Letter of Credit A promise from the buyer's bank to the seller/exporter's bank that 
the bank will honor the invoice submitted by the exporter on the due 
date and make payment, provided that the seller/exporter has 
complied with all the requirements and conditions set out by the 
importer in the above letter of credit or buyer's purchase order and 
has produced documentary evidence to demonstrate compliance, 
together with the necessary shipping documentation. 

License 
Agreement 

A written agreement entered into by the contractual owner of a 
property or business that authorizes another to use that property or 
to engage in an activity in connection with that property. The 
property involved in a license agreement may be real, personal or 
intellectual property. 

Management 
Control  

A process of steering an organization toward its strategic objectives 
and competitive advantage. It involves management accounting, 
resource allocation decisions and is therefore related to and requires 
contribution from economics especially managerial economics and 
communication. 

Market Validation Market validation is the process of presenting a concept for a 
product to its target market and learn from those prospective buyers 
whether or not the idea is worth pursuing. This process typically 
takes place early-on in the conception stage, before any significant 
investment has been made in developing the product. 

Marketing 
Analytics 

The practice of measuring, managing and analysing marketing 
performance in order to maximise its effectiveness and optimise 
return on investment. 

Meta Data Secondary data that provides information on the main data set, this 
data can be used for identification, the data structure or other 
information relating to file type, access privileges or other technical 
information. 

Mixed Reality An advancement of augmented reality (AR) – a “hybrid” 
environment, interactive virtual objects can be mapped to the 
physical environment, blending the real and the virtual. 
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MVP A Minimum Viable Product (MVP) is that version of a new product 
which allows a team to collect the maximum amount of validated 
learning about customers with the least effort. In general, the 
purpose of this product is to test the demand. 

One Page Business 
Plan  

A simple summary / ‘snapshot’ of the overall business plan designed 
to attract interest from potential contributors to the enterprise 
(stakeholders). 

Open Procedure In an open procedure, any company can submit a bid. The minimum 
deadline for submission of tenders is 35 days from the date of 
publication of the tender notice. If a notice has previously been 
published, this time limit can be reduced to 15 days. 

Outbound 
Marketing 

Traditional outbound marketing is what you’ll be most used to, TV 
adverts, radio commercials, billboards, print advertisements 
etc.  Outbound is very much the old-fashioned way of doing things, 
where a company initiates the conversation and sends the message 
out to its audience. 

Personas Fictional characters, created based upon market research in order to 
represent the different user types that might use a service, product, 
site, or brand in a similar way. 

Pitch Slide Deck  A PPT presentation of 10/12 slides which acts as a selling document 
to potential investors, helps to convince grant aiding authorities and 
financial institutions to assist the project and establishes a business 
strategy for the enterprise. 

Predictive 
Analytics 

Amalgamates huge inflows of data with historical records to forecast 
activity, behaviour and trends in the future. 

Price Corridor of 
the Mass 

A tool managers can use to determine the right price to unlock a 
critical mass of target buyers. When pricing, managers must evaluate 
the trade-offs that buyers consider when making their purchasing 
decision, as well as the level of legal and resource protection that will 
block other companies from imitating their offering. 

Product Life Cycle An amount of time a product goes from being introduced into the 
market until it's taken off the shelves. 

S.M.A.R.T S.M.A.R.T is an acronym for Specific, Measurable, Achievable, 
Relevant and Time orientated. It is used to describe the philosophy 
of creating KPIs and metrics to achieve measurable goals and 
strategic business objectives through a guided process. 

SAM Serviceable Available Market, the segment of the TAM targeted by 
your products and services which is within your geographical reach. 

Scorecard Scorecards are performance management tools or report aligned to 
the scorecard methodology of weighting KPIs and metrics by 
importance to the overall strategic aims of the business. 

SCRUM A process in which a set of best practices are regularly applied to 
work collaboratively as a team to get the best possible outcome from 
a project. These practices support each other, and their selection is 
based on a study of the way highly productive teams work. 
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Self Service 
Analytics 

An ability of business professionals to analysis data and generate 
dashboards and reports without the need to involve internal IT 
support. Normally this is serviced through Business analytics tools 
and applications that are easy to implement and use. 

SMEs Small and medium-sized enterprises (SMEs) - The abbreviation is 
used mainly in the European Union and in international organizations 
such as the World Bank, the United Nations and the WTO. In other 
countries the abbreviation SMB, "Small or Medium-sized Business", 
is used. Small and medium-sized enterprises (SMEs) are defined in 
the EU Recommendation 2003/361. The main factors that determine 
whether an enterprise is an SME are: 1. number of staff members; 2. 
turnover or balance sheet total. 

Sovereign Risk Risk of suspension of payment of a loan by foreign borrowers (those 
who take out a loan) due to the interference of a foreign sovereign 
government. The term also refers to the risk of default (see) of a 
foreign government on a loan issued (or guaranteed) by the same 
government. It is also called country risk. 

Stakeholders  People / organisations which can impact upon your business or 
whom your business can impact upon (investors, banks, partners, 
suppliers, customers, etc.).  

Statistical 
Analytics 

The science of collecting data and uncovering patterns and trends. 

Strategic 
Customers 

A strategic customer can represent the target audience for a product 
/ service, possessing an outstanding reputation in their field. 

Strategic Design Strategic design is a holistic process that delivers long-lasting, 
scalable value to an organization and utility and emotional 
connection to its customers, through converging disciplines and co-
creation involving diverse points of view. 

Subscription 
Business Model 

The way revenue is made so that a single customer pays multiple 
payments for prolonged access to a good or service. 

Talent 
management 

A strategic process, supporting the acquisition of the right kind of 
knowledge for a company. 

Talent/HR 
Analytics 

Gathers insights into a company’s current workforce and potential 
employees. 

TAM Total Available Market, the total market demand for a product or 
service. 

Target Customers The type of person that a company wants to sell its products / 
services to.  You need the right product to satisfy the needs of your 
target customer.  

Tax Law Tax laws are the rules and regulations that stipulate how, when, and 
how much must be paid in taxes to local, state, and federal 
authorities. 

Tech-enabled 
Personalisation 

Personalization is the practice of creating personal interactions and 
experiences for existing and prospective customers through the use 



BIC FOR SME – TRAINERS MANUAL 

 

 

34 

of digital marketing technologies to grow these customers into your 
best customers. 

Unified Commerce The practice of providing flexibility, continuity and consistency across 
digital and physical channels to deliver a superior customer 
experience. This consistency includes multiple phases of the 
customer’s buying journey, including when a customer is searching, 
browsing for, transacting, acquiring and consuming a product or 
service. 

Virtual Reality An artificial environment that is created with software and presented 
to the user in such a way that the user suspends belief and accepts it 
as a real environment. 

Web Analytics The collection, reporting, and analysis of website data. 

World Trade 
Organization 

The World Trade Organization is the only international organization 
that deals with global trade rules among nations. The WTO is based 
on WTO agreements signed by most trading nations in the world; its 
main function is to help producers of goods and services, exporters 
and importers to better protect and manage their businesses. The 
WTO is essentially a mediating entity that helps with international 
trade rules between nations; however, the WTO has become a 
driving force behind the establishment of globalization and has had 
both positive and potentially negative effects on the world. WTO 
efforts have positively increased trade expansion globally, but as a 
side effect it has had a negative impact on local communities and 
human rights. 
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