Incubator Toolkit

Empowering local incubators to democratize access to entrepreneurial resources
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What 1s this Toolkit about?

Launching an incubation program for Micro, Small, and Medium Enterprises (MSMESs) requires a strategic approach to nurture and
accelerate their growth. Our Incubator Toolkit is designed to guide incubators in developing comprehensive programs tailored to the
unique needs of these MSMEs. From initial assessment to post-incubation support, this toolkit equips you with methodologies and best
practices, to foster innovation and improve their business capabilities. This toolkit empowers incubators to not only guide MSMEs towards

success but also to adapt and evolve with the ever-changing business landscape, ensuring long-lasting impact and resilience.

The Five Phases of Incubator Toolkit
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A Practical Toolkit for Building Inclusive Business Incubators

The Rise of Local Incubators

The global landscape of MSMEs is evolving rapidly, with innovation
becoming more accessible. However, disparities in resources often
hinder their growth, especially in marginalized communities. Business
incubators play a crucial role in supporting MSMEs and driving
economic development. This toolkit recognizes that local incubators
are uniquely positioned to understand and address the specific needs
of their communities. We can unlock the untapped potential of
MSMEs and create a more inclusive entrepreneurial ecosystem by
empowering these incubators with the right tools and strategies.

The Power of Local Innovation

We believe that every community, regardless of its size or location,
has the potential to nurture innovation within MSMEs. We can create a
ripple effect of positive change by equipping local incubators with the
knowledge and skills to build sustainable and impactful programs to
MSMEs. This toolkit offers practical guidance on pre-launch planning,
stakeholder engagement, program design, mentorship, and post-
incubation support, all tailored to MSME needs.

Driving Economic Growth and Social Change

This toolkit aims to empower local incubators to drive economic and
social change within the MSME sector. We believe democratizing
access to entrepreneurial resources will realized a vibrant and
inclusive ecosystem where MSMEs thrive and contribute to a more
prosperous future.

Incubated MSMEs have an 80% survival rate
after five years, compared to 50% for non-
incubated businesses.

Over 50% of incubated MSMEs developed
new products or services as a result of their
participation in incubation programs.

Venture capital investment in incubated
MSMESs has grown by 25% annually over the

past five years.



How to Use the Incubator Toolkit?

5 Phases - 29 Tools

This toolkit is divided into five parts to help you get ready to start
your incubator program. Each part has tools to help you plan, get
people involved, design your program, find mentors, and support

the businesses even after they finish the program.

Step-By-Step Guidance

Every tool has easy-to-follow steps. These steps tell you exactly

what to do, making it easy to use the tools and build your program.

Tool Overview

Each tool explains what it's about, when you should use it, and how

to use it. This overview helps you pick the right tools for each step

of your program.

Worksheets

There are worksheets for each tool. These worksheets help you

write down what you've done and keep track of your progress.

Some tools have more than one worksheet. There are examples

in each worksheet to help you use them.



What can I find in the Toolkit?
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Setup

Prepare for the launch of an incubator by focusing on gaining a deep understanding of
the incubator ecosystem and conducting leadership workshops for incubator leaders.



Understanding the Incubator Ecosystem

When? Steps

Use this tool during the initial planning stages of building an Regional Potential Assessment
incubator. It will help you assess the regional landscape and lay the

groundwork for a sustainable and impactful incubator program.

Stakeholder Mapping

What? @ MSME (Micro, Small, and Medium

Enterprises) Landscape Analysis
This tool guides you through a comprehensive analysis of your

region's entrepreneurial ecosystem. You'll identify strengths, potential
partners, and target groups to ensure your incubator aligns with local

needs and opportunities.

How?

Focus Group Discussion (FGD) is a shared space that serves as a
forum for small groups to gather views, opinions, and perceptions on
a particular topic. Participants are intentionally selected, and the

discussion is guided by a moderator.



@ Regional Potential Assessment

The assessment helps you understand your region's
economic landscape. Gather the data on key economic
indicators like GDP growth, unemployment rates, major
industries, and sector-specific trends from resources
like government reports, industry publications, and local
economic development organizations.

Conduct a  SWOT  (Strengths, = Weaknesses,
Opportunities, Threats) analysis to evaluate your
region's economic competitive advantages and
disadvantages.

Identify the key industries and sectors that drive your
regional economy. Assess their growth potential,
challenges, and opportunities for innovation.

Evaluate the availability of resources essential for
MSMEs, such as skilled talent, funding sources,
research institutions, mentors, and infrastructure like co-
working spaces and business hubs.

Consider conducting FGD (Focus Group Discussions)
with various stakeholders, including entrepreneurs,
investors, industry experts, and policymakers to gain
valuable information about the specific needs and
challenges faced by businesses in your region, which
will help you tailor your incubator's focus to address
those needs effectively.

Steps - Understanding the Incubator Ecosystem

@ Stakeholder Mapping

Stakeholder Mapping aims to identify and build
relationships with key leaders, organizations, and
communities that can support your incubator's mission
and contribute to its success.

Create a list of potential stakeholders, including
government agencies, educational institutions,
corporations, non-profit organizations, industry
associations, and successful entrepreneurs.

Analyze each stakeholder's interests, motivations,
resources, and potential roles in supporting your
incubator.

Initiate and nurture relationships with key stakeholders
through networking events, meetings, collaborations, and
partnerships.



Steps - Understanding the Incubator Ecosystem

@ MSME (Micro, Small, and Medium Enterprises) Landscape Analysis

e The analysis helps you understand the specific challenges, needs, and opportunities faced by MSMEs in your region, allowing
you to tailor your incubator's programs and services to support their growth.

e Gather data on the number and types of MSMEs in your region, their industry sectors, size, revenue, employment figures, and
growth rates. Explore government statistics, business directories, and surveys if possible.

e Conduct interviews, FGD, or surveys with MSME owners and employees to identify their primary challenges, such as access to
finance, mentorship, market access, technology adoption, or skill development.

e Explore potential areas where your incubator can provide unique value to MSMEs, such as specialized training programs,

mentorship networks, access to funding, or market access.




Focus Group Discussion

Focus Group Discussion (FGD) is a shared space that serves as a
forum for small groups to gather views, opinions, and
perceptions on a particular topic. Participants involved are
intentionally selected, and the discussion is guided by a
moderator.

Why Focus Group Discussions Matter
1. Understand the needs of your target audience

e An FGD with potential entrepreneurs, mentors, investors,
and community leaders provides invaluable insights into
their needs and expectations for an incubator. This
knowledge allows you to tailor your programs and services
to specifically address those needs, making your incubator
more relevant and impactful.

2. Identify potential partners and collaborators

e FGDs can uncover potential partnerships with universities,
businesses, government agencies, and non-profits. These
collaborations can strengthen your incubator's resources,
expertise, and network, ultimately benefiting the MSMEs
you support.

3. Build support for your incubator

e Engaging stakeholders in an FGD generates enthusiasm
and buy-in for your incubator. Their input create a sense of
ownership, paving the way for a more collaborative and
successful initiative.

When & Who to Include

An FGD is ideal as an early step to introduce the incubator concept
and gather diverse perspectives. Aim for 6-12 participants with
varied backgrounds and experiences. Choosing a skilled moderator
who is able to listen carefully to participants, stimulate questions,
and encourage active discussion while remaining neutral and
unbiased is essential to ensure a productive and insightful

discussion.
How to Prepare

1. Determine the topic or questions you want to answer in the
FGD.

e What information do you need to gather?
e What are the key issues or challenges you want to explore?

2. Identify potential participants who can provide information on
the topic.

e Consider the diversity of perspectives you need to get a well-
rounded understanding of the topic.

e Look for people with different backgrounds, experiences, and
viewpoints.

3. Select a moderator who is skilled in facilitating group
discussions.

e The moderator should be able to keep the discussion on
track, encourage participation, and ensure that all
participants have a chance to contribute.

©



Focus Group Discussion

4. Create a Terms of Reference (ToR) for the FGD.

e Develop a comprehensive Terms of Reference (ToR)
outlining the background, purpose, and specific agenda for
the FGD.

e Include a list of confirmed participants, the date, time, and
location of the meeting. The ToR serves as a guide for both
participants and the moderator, ensuring everyone is well-
prepared and aligned with the discussion's goals.

5. Send out invitations to potential participants along with the
ToR.

e Ensure participants have enough time to RSVP and prepare
for the FGD.

Possible Topics for FGD
1. Local Potential

e What are the key strengths and weaknesses of the local
economy?

e Which industries or sectors are particularly promising for
development?

2. Regional Promotion

e What strategies are being used to attract investment and
businesses?

e How can the region's potential be better showcased to a

3. Development Initiatives

e What initiatives are being undertaken by the government,
community, and private sector to develop the region's
potential?

e What are the key challenges and obstacles to
development?

4. Necessary Support

e What types of support are needed to further develop the
region's potential?

e How can these support mechanisms be best
implemented?

5. Stakeholder Involvement

e Who are the key stakeholders that need to be involved in
shaping and promoting the incubator?

e How can these stakeholders be effectively engaged and
their contributions maximized?



Stakeholder Mapping

Stakeholder mapping is a visual representation of the individuals,
groups, or organizations that have an interest in, or are affected by,
your incubator project. It involves analyzing their level of influence
on the project's outcomes and the degree to which they are

impacted by it.

Why Map Stakeholders for Your Incubator?

Mapping stakeholders is important because it helps us identify who
needs to be involved and what their contributions can be. This
mapping helps us understand the roles, interests, and influence of
stakeholders on the goals of a particular project or initiative.

When to Conduct Stakeholder Mapping

Stakeholder mapping is a dynamic process that can be used at
various stages of your incubator project:

1. Early Planning
Conduct mapping during the initial planning phase to
identify key stakeholders, understand their needs and
expectations, and inform your project's strategy and design.

1. Risk and Conflict Analysis
Use mapping to anticipate potential risks and conflicts that
could arise from different stakeholder interests. This allows
you to develop mitigation strategies proactively.

1. Communication and Engagement
Tailor your communication and engagement plans based on
the specific needs and preferences of different stakeholder
groups.

4. Impact Evaluation
Use stakeholder mapping to assess the impact of your
incubator on different stakeholders and identify areas for
improvement in future initiatives.

Incorporating stakeholder mapping into your incubator planning
and implementation can increase your chances of success, build
strong partnerships, and create a sustainable ecosystem for
entrepreneurship in i
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Stakeholder Mapping
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Incubator Champion Workshop

When?

A local champion is a person or organization that is highly respected
and influential within a specific community or region. Organize this
workshop when you're ready to empower and mobilize local
champion to your incubation initiative. This workshop is ideal for
kickstarting a new program or revitalizing an existing one.

What?

This tool is a comprehensive workshop designed to engage and
equip passionate people to become effective local incubator
champions. Through a series of interactive sessions, participants will
discover their strengths, envision a shared dream for their region, and
design actionable plans to support sustainable business
development.

How?

Gather a diverse group of young leaders in a suitable venue for the 3-
day workshop, and arrange necessary materials (metaplan sheets, art
supplies, etc.). Guide participants through the workshop in a
collaborative and inspiring environment. Provide ongoing support and
resources to help champions implement their pilot projects and
continue their leadership journey.

Steps

Kick-Off Personality Workshop &
Team Building

Capacity Building Training Program

@ Pilot Project Mentoring



Steps - Incubator Champion Workshop

@ Kick-Off Personality Workshop & Team Building

A 4

A 3-day offline workshop with young people in 4 districts, using the Appreciative Inquiry (Al) method to explore personal

strengths, personal dreams, and design collective action to realize sustainable regions.
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Stage: Discover
This introductory "River of Life" exercise helps participants uncover
their personal strengths, values, and community assets. Take a
moment to reflect on key life events, such as birth, turning points,
successes, challenges, and life changes. Mark them on a timeline.
Share your stories in a safe space to build trust and understanding

DAY 1

River of Life

within the group, creating a collaborative foundation for the
workshop. This exercise typically takes 120 minutes.




Steps - Incubator Champion Workshop

@ Kick-Off Personality Workshop & Team Building

Stage: Dream
This stage aims to create a collective vision for the incubator's
future direction. Participants will develop a clearer
understanding of their goals and the significance of teamwork
by envisioning their ideal community and working together to
bring this shared vision to life. This activity, best done when
participants are ready to build a unified vision and can be
facilitated through creative mediums like bags, cloth, or boards
to visualize their dreams.

Empty Canvas

2 Layers in Dream Stage
Personal Dream
e How do you see yourself in the year xx?
e What area do you envision in xx years from now?

Collective Dream
e What do you imagine in the year xx as a group of young
people doing something for the region?

Stage: Design
It's time to translate the shared dream into tangible actions.
Participants brainstorm and refine ideas, focusing on those that
are feasible given available resources. This stage is crucial for
transforming the collective vision into a concrete action plan.
Mind mapping or brainstorming techniques can be used to
facilitate this stage.

Program

Background Format

Program

Timeline




Steps - Incubator Champion Workshop

@ Kick-Off Personality Workshop &

Team Building

Stage: Destiny
This stage is the final phase in the workshop where
participants creatively showcase their design outcomes
through various formats like drama, presentations, or
performances. This stage encourages reflection on the positive
changes achieved, understanding the impact of their
collaborative efforts, and planning future steps to sustain the
momentum. Reflection tools can be used to guide this process
and ensure participants leave with actionable insights and a
clear path forward.

Personal Reflections

on the Workshop
Experience

Key Takeaways and
Discoveries

Individual Roles in
Moving Forward

Priority Action Items

@ Capacity Building Training Program

Capacity building classes will take place over 8 online sessions,
covering essential skills for incubator champions:

1. Pre-Class Preparation
Participants complete foundational readings and
assignments to ensure a shared baseline understanding.

1. Collaborative Community Building
Building teamwork and communication skills through
online activities and discussions.

1. Proposal Writing Workshop
Learn the essentials of crafting compelling project
proposals to secure funding and support.

1. Visual Communication
Master techniques to create engaging visuals that
effectively convey your incubator's mission and impact.

1. Becoming An Effective Local Incubator
Explore best practices in incubator management, program
development, and community engagement.

1. Public Speaking Strategies
Develop confident and persuasive communication skills to
effectively advocate for your incubator.

1. Collective Space Activation Strategies
Learn how to design and manage inclusive spaces that
encourage collaboration and innovation.

1. Graduation and Program Design Presentation

Showcase your learning and present your final incubator
program design to peers and mentors



Steps - Incubator Champion Workshop

@ Pilot Project Mentoring

In this final phase, each group of young leaders receives dedicated mentorship to carry out a pilot project. Mentors provide guidance
and support throughout the entire project lifecycle, starting from the initial design phase. This includes refining project concepts,
developing detailed action plans, and creating a comprehensive funding strategy to secure the necessary resources.

During implementation, mentors offer ongoing support, troubleshooting challenges, and ensuring the project stays on track. They also
assist with monitoring and evaluation, ensuring that the project's impact is measured and documented effectively.

Finally, mentors guide participants in creating comprehensive reports and documentation, summarizing the project's outcomes, lessons
learned, and recommendations for future initiatives. This phase equips young leaders with practical experience and the skills needed to
successfully execute community-based projects that contribute to regional sustainability.




Match Needs With Local Champion

When? Steps

Use this tool after completing the initial workshops with your local Incubator Model Identification
champions. This is the stage where you'll analyze their strengths and

match them to the needs of potential incubator participants.
Criteria Alignment

2
What- @ Local Champion Matching

This tool guides you in creating a strategic alignment between the
expertise and resources of your local champions and the specific

needs of entrepreneurs seeking support through your incubator.

How?

Review the information gathered during the local champion
workshops, focusing on their skills, networks, and resources.
Determine the key needs of potential incubator participants based on
research, surveys, or interviews. Connect the strengths of your local
champions with the identified needs of potential participants, creating

a synergistic partnership.



Steps - Match Needs With Local Champion

@ Incubator Model Identification @ Criteria Alignment

This step is designed to define the incubator's core value
proposition to help leaders determine essential aspects like
mentoring, networking, and business idea validation. Leaders can
create an environment that effectively addresses the needs of
new entrepreneurs by identifying these key criteria early on. In
that way, they are able to achieve growth and long-term success.

Recognizing that incubators vary in approach and services is
important to help leaders determine the most suitable type of
incubator for their community's needs. It's recommended to
use this worksheet before engaging local champions or
initiating capacity-building programs.

Incubator Name

Goals Program Period Incubator Name

Goals Program

Resources
Required

Potential Funding Incubator Model

Incubator Model Role Advantages Challenges




Steps - Incubator Champion Workshop

@ Local Champion Matching

It is the process of strategically aligning the unique skills and resources of identified local champions with the specific needs of
potential incubator participants. This step ensures a mutually beneficial relationship where champions can effectively contribute their
expertise to support entrepreneurs and drive the incubator's success. Creating a detailed matrix that matches champions' capabilities
with participants' needs will help you build a strong foundation for a thriving incubator ecosystem.

Skills/Expertise Need Addressed

Local Champion




Overview Of Incubators

When? Steps

Use this tool when you're first learning about business incubators. It Understanding the Concept

provides a foundational understanding of what incubators are, how

they function, and the benefits they offer.
@ Evaluating Benefits

What?

This tool provides an overview of business incubators, explaining
their purpose, the resources they offer, and their role in fostering

entrepreneurial growth.

How?

Read the information provided to gain a basic understanding of
incubators. Use this knowledge as a starting point for further

research or to evaluate which type of incubator is the right fit for you.



Steps - Overview Of Incubators

@ Understanding the Concept

Think of a business incubator as a nurturing greenhouse, but instead of plants, it cultivates micor, small and medium-sized enterprises
(MSMEs). These are the businesses that form the backbone of many economies, providing jobs, driving innovation, and contributing to
local communities. However, MSMEs often face unique challenges in their early stages, such as limited access to funding, lack of
mentorship, and difficulty navigating complex regulations. This is where incubators step in.

An incubator provides a supportive environment where MSMEs can access a range of resources and services tailored to their specific
needs. This can include:

e Physical Workspace
Affordable office space or shared co-working environments.

e Business Advisory Services
Expert guidance on business planning, marketing, financial management, and legal compliance.

e Mentorship and Networking
Access to experienced entrepreneurs and industry professionals who can offer advice and connections.

e Training and Workshops
Skill-building programs on topics relevant to MSME growth.

e Access to Funding
Connections to investors, grants, or loans.

The primary goal of an incubator is to accelerate the growth and success of MSMEs. Incubators help MSMEs overcome early-stage
challenges, increase their chances of survival, and support long-term sustainability through these comprehensive resources.



Steps - Overview Of Incubators

@ Evaluating Benefits

Joining an incubator can provide numerous advantages for MSMEs:

Increased Survival Rates
Incubator graduates have a significantly higher survival rate than businesses that don't participate in such programs.

Accelerated Growth
Incubators provide the resources and support needed to help MSMEs grow faster and achieve their goals more quickly.

Access to Funding
Incubators often have connections to investors and can help MSMEs secure funding.

Mentorship and Guidance
Experienced mentors can provide invaluable advice and support to help MSMEs navigate challenges and make informed
decisions.

Networking Opportunities
Incubators offer a platform for MSMEs to connect with other entrepreneurs, potential customers, and partners.

Credibility and Validation
Graduating from a reputable incubator can improve an MSME's credibility and attract customers and investors.

Cost Savings
Incubators often provide affordable workspace and shared resources, reducing overhead costs for MSMEs.



Type Of Incubators

When?

Use this tool when you're exploring the different incubator models
available and deciding which one is the best fit for your community or
MSMEs. It's particularly useful during the early planning stages of

establishing an incubator.

What?

This tool provides an overview of the various types of incubators,
highlighting their unique focus areas, target audiences, and the

resources they offer.

How?

Review the information on different incubator types to understand
their specific offerings and target audiences. Consider your
community's needs, resources, and entrepreneurial landscape to

determine which model aligns best with your goals.

Steps

Research Different Incubator Models

@ Identify Community Needs



Steps - Type Of Incubators

@ Research Different Incubator Models

types:

To establish an effective incubator for MSMEs, it's crucial to
understand the diverse landscape of incubator models
available. Each model caters to specific needs and offers
unique advantages. Here's a closer look at some common

Virtual Incubators

These operate primarily online, providing remote
mentorship, training, and resources. They are ideal for
MSMEs in geographically dispersed areas or those
seeking flexibility. Virtual incubators often leverage
technology platforms for communication, collaboration,
and learning.

Industry-Specific Incubators

These focus on a particular industry or sector, such as
technology, healthcare, agriculture, or manufacturing.
They offer specialized expertise, mentorship, and
networking opportunities tailored to the specific
challenges and opportunities within that industry.

Social Impact Incubators

These support MSMEs with a social or environmental
mission. They provide resources and guidance to help
these businesses create positive impact alongside
financial sustainability.

e Hybrid Incubators
These combine elements of both virtual and physical
models, offering a blend of online and in-person support.
This approach can provide flexibility while still fostering a
sense of community and collaboration.

When researching incubator models, consider factors such as:

e Target Audience
Who are the MSMEs you want to serve? What are their
specific needs and challenges?

e Resources
What resources are available in your community to
support an incubator? This includes funding, mentorship,
expertise, and physical space.

e Goals
What are your long-term goals for the incubator? What
kind of impact do you want to create in your community?

You can identify the incubator model that best aligns with your
community's unique context and the needs of your target
MSMEs by thoroughly researching different models and

considering these factors. @



Steps - Type Of Incubators

@ Identify Community Needs

Understanding the specific needs and challenges of MSMEs in To gather this information, you can employ various methods, such
your community is essential for designing an incubator that as:

truly serves them. This involves conducting a comprehensive

needs assessment to gather insights into the following: e Surveys and Questionnaires

Sectoral Needs

What are the dominant industries or sectors in your
community? Are there emerging sectors with high
growth potential? What are the specific challenges and
opportunities faced by MSMEs in each sector?

Resource Gaps

What resources are lacking in your community that
could hinder MSME growth? This could include access
to finance, mentorship, technical skills training, market
access, or regulatory support.

Entrepreneur Demographics

What are the demographics of entrepreneurs in your
community? Are there specific groups, such as women,
youth, or minority-owned businesses, that face unique
challenges?

Existing Support Systems

What support services are already available to MSMEs in
your community? Are there gaps in these services that
an incubator could fill?

Distribute surveys to MSME owners and stakeholders to
gather quantitative and qualitative data on their needs and
challenges.

e Interviews and Focus Groups
Conduct in-depth interviews or focus group discussions
with entrepreneurs, industry experts, and community
leaders to gain deeper insights.

e Data Analysis
Analyze existing data from government agencies, industry
associations, and research institutions to identify trends
and patterns.

You can tailor your incubator's programs and services to address
their specific challenges and maximize its impact by thoroughly
understanding the needs of your community's MSMEs.



Research Different Incubator Models

Description

Fit with
Community
(Y/N)

Virtual Incubator

Online-based support,
mentorship, and
resources

Low cost, flexible,
accessible to
geographically dispersed
entrepreneurs

Limited in-person interaction,
requires tech-savvy
entrepreneurs

Industry-Specific
Incubator

Focuses on a
particular industry or
sector

Tailored resources,
industry-specific expertise,
strong networks

Less diverse, limited to
specific sector

Social Impact
Incubator

Supports MSMEs with
a social or
environmental mission

Mission-driven, fosters
positive impact, attracts
socially conscious
investors

May require specialized
expertise, limited to social
enterprises

Hybrid Incubator

Combines virtual and
physical elements

Flexible, offers both online
and in-person support

May be more complex to
manage

Generalist
Incubator

Offers a broad range
of services to MSMEs
across various sectors

Caters to diverse needs,
wider reach

May lack specialized expertise
in specific sectors

(Add other models you're considering)




Identify Community Needs

Need/Challenge Category

Sectoral Needs

Specific Needs/Challenges

Lack of access to industry-specific mentors

Potential Solutions/Interventions

Connect with industry experts

Limited market access

Facilitate market linkages

Resource Gaps

Difficulty accessing funding

Provide financial education

Lack of technical skills training

Offer workshops and training programs

Entrepreneur Demographics

Women entrepreneurs facing bias

Create a supportive network

Young entrepreneurs needing guidance

Offer mentorship programs

(Add other category)

(Add other challenges)

(/dentify other solutions/interventions)




Role Of Incubators

When?

Use this tool when you want to understand the role incubators play in
supporting MSMEs. It's particularly useful for stakeholders involved
in establishing or managing incubators, as well as entrepreneurs

considering joining one.

What?

This tool provides an overview of the various roles that incubators
play in the entrepreneurial ecosystem, going beyond simply providing
space and services. It highlights their function as catalysts,

educators, connectors, and advocates.

How?

Read the information provided to gain a deeper understanding of the
diverse roles incubators play. Use this knowledge to make informed
decisions about how to best leverage the support of an incubator or
to design an incubator program that effectively addresses the needs
of MSMEs.

Steps

Understanding the Core Roles

@ Assessing the Impact



Steps - Role Of Incubators

@ Understanding the Core Roles

e List the key roles of incubators for MSMEs (e.g. catalyst,
educator, connector, advocate, or any other role you
have identified)

e For each role, describe specific actions or initiatives that
an incubator can take to fulfill that role

e Identify potential partners or stakeholders who could
collaborate with the incubator to strengthen each role.

@ Assessing the Impact

e List the key metrics you will use to measure the impact of
your incubator on MSMEs (e.g., survival rates, revenue
growth, job creation).

e Identify the sources of data you will use to track these
metrics (e.g., surveys, financial reports, government data).

e Develop a plan for collecting and analyzing data to assess
the incubator's impact over time.




Understanding the Core Roles

Description Examples of Activities How This Benefits MSMEs
Sparks innovation, encourages . . . o
P . 9 Workshops on ideation, design thinking, . . .

creativity, and helps MSMEs . ) . " Enhances creativity, fosters innovation,
Catalyst _ and innovation; pitch competitions; .

develop unique value helps MSMEs stand out in the market.

I hackathons.

propositions.

Provides training and Workshops on business planning, Equips MSMEs with knowledge and skills
Educator education programs on financial management, marketing, legal [to overcome challenges and grow their

essential business skills. compliance; mentoring businesses.

Connects MSMEs to valuable . . .

_ ) Networking events, investor pitch . .

resources, including mentors, . . Opens doors to funding opportunities,
Connector . . sessions, matchmaking programs, . .

investors, and potential . partnerships, and expert guidance.

access to industry experts.
partners.
Champions the interests of . . . .
P Lobbying for favorable regulations, Creates a supportive environment for

MSMEs and advocates for T L . - .
Advocate . , participating in policy discussions, raising [MSMEs, advocates for their needs, and

policies that support their .

awareness. facilitates growth.

growth.

Other Role (Add description) (/dentify activities) (/dentify benefits for MSMEs)




Assessing the Impact

Impact Category

Individual MSMEs

Specific Impacts

Increased survival rates

How to Measure

Track the number of incubator graduates

that remain in business after a certain
period (e.g., 3 years).

Source of Data

Incubator records

Accelerated growth (revenue,
employment, market share)

Compare the growth metrics of incubator

participants to those of similar
businesses not in incubators.

Government business registries

Financial reports

Improved business skills and
knowledge

Conduct surveys or interviews with
incubator participants to assess their
skill development.

Surveys and interviews

Increased number of new
businesses and MSMEs

Track the number of businesses
launched by incubator graduates.

Incubator records

Increased employment

Measure the number of jobs created by

Community opportunities incubator-supported businesses. Employment data
Enhanced economic activity  |Gather data on economic indicators in
(e.g., increased tax revenue, |the region before and after the Economic indicators
investment) establishment of the incubator.
gz‘/;er Impact (Add Specific Impact) (Add Impact Measurement Method) (Add source of data)
ategory




Phase 2 0of 5

01 03 04 05 Post-

Pre-Incubator | Setti n g the Bl Pre-Incubation B Incubation Bl Incubation
Setup . Phase Phase Phase
Incubation

Establish the program's core values, goals, and organizational structure. Select
target sectors and form key partnerships.



Understanding the Purpose of the Incubator

When?

Use this tool in the initial stages of planning an incubator. It helps
clarify the incubator's goals, target audience, and the specific
value it will offer to entrepreneurs and the community.

What?

This tool guides you through defining the core purpose of your
incubator. It helps you articulate the specific needs your incubator
will address, the types of support it will provide, and the desired
outcomes it aims to achieve.

How?

Reflect on the problems and challenges faced by entrepreneurs in
your community. Identify the specific resources, guidance, and
connections your incubator can offer to address these needs.
Articulate the desired outcomes of your incubator, both for
individual entrepreneurs and the broader community.

Steps

Identify Target Audience

Determine Value Proposition

@ Set Goals and Objectives



Steps - Understanding the Purpose of the Incubator

@ Identify Target Audience @ Determine Value Proposition

The first step in establishing your incubator is to clearly identify Once you've identified your target audience, you need to define
your target audience. Who are the entrepreneurs and your value proposition — the unique combination of resources,
businesses that your incubator will serve? Consider factors support, and expertise that your incubator will offer. What specific
such as industry, stage of development, size, and specific problems or challenges will you help entrepreneurs overcome?
needs. Are you focusing on technology startups, social Will you provide access to funding, mentorship, training, co-
enterprises, creative businesses, or a particular sector? working space, or networking opportunities? Clearly articulating
Understanding your target audience will shape the resources, your value proposition will attract the right entrepreneurs and
programs, and services you offer. differentiate your incubator from others.

Element Questions to Consider Element Description

our Vision What is the ultimate impact we want to have on ',I\'lae?dest Audience (I;ifst the specific ngeds, challenges, and pain points
our community? your target audience.
Our Resources List the resources, knowledge, connections, and
Our Mission What are we going to do to achieve our vision? and Expertise expertise you have to offer.
our Values What principles will guide our actions and Matching Needs |ldentify how your resources and expertise directly
decisions? with Resources address the needs of your target audience.
Our Unique What sets us apart from other incubators or Value Proposition |Craft a concise statement that summarizes the
Strengths support organizations? Statement unique value you offer to your target audience.
1. Gather your team or stakeholders. 1. Complete the first two columns based on your previous
M 2. Brainstorm responses to the questions in each element. ' analysis and brainstorming.
3. Refine and distill your responses into concise 2. Connect the dots in the third column, highlighting the
statements. alignment between your resources and your target
4. Combine the statements to form a comprehensive vision audience's needs.
statement. 3. Use this information to create a compelling value

proposition statement. @



Steps - Understanding the Purpose of the Incubator

@ Set Goals and Objectives

To measure your incubator's success, it's crucial to set clear goals and objectives. What are the specific outcomes you want to
achieve for your entrepreneurs and your community? Do you aim to increase business survival rates, create jobs, attract
investment, or foster innovation? Your goals should be measurable, achievable, relevant, and time-bound (SMART).

Use the SMART goal framework to develop specific goals and objectives for your incubator. This will provide a roadmap for your
activities and a benchmark for evaluating your progress.

Criterion Description Questions to Consider Example
Clearly define the goal in What exactly do we want to achieve? Increase the survival rate of incubated
Specific detail, leaving no room for | Who is involved? businesses to 80% within two years of
ambiguity. What are the specific actions required? program completion.
Establish concrete criteria | How will we know if we have achieved the Track the number of businesses still
\EEETCLICM  for measuring progress and| goal? operating after two years, their revenue
determining success. What metrics will we use to track progress? growth, and job creation.

Ensure the goal is realistic | Is this goal achievable given our current
Achievable and attainable given your resources, expertise, and time frame?
resources and constraints. | Are there any potential obstacles?

Consider the available funding, mentorship
capacity, and the overall economic climate.

Align the goal with the Does this goal contribute to our broader Ensure the goal is in line with your
Relevant overall mission and vision | mission of supporting entrepreneurs and incubator's focus on a specific industry or
of your incubator. fostering economic development? target audience.

Establish specific deadlines for program
Set a clear deadline for When do we want to achieve this goal? milestones, such as business plan

Time-Bound
achieving the goal. What is the time frame for each milestone? completion, funding acquisition, and market

launch.




Identifying Target Industry Sectors

When? Steps

Use this tool when revisiting your strategic focus. It helps clarify
the industry sectors your incubator will prioritize, allowing for
targeted resource allocation and tailored support for MSMEs.

Conduct Market Research

What?

Analyze Internal Capabilities

This tool guides you through a structured process for identifying

and selecting the most promising industry sectors for your .

, 9 P g Industry ory Prioritize and Select
incubator to focus on. It helps you consider key factors like local

needs, market trends, available resources, and your incubator's

strengths.

How?

Begin by conducting thorough market research and stakeholder
consultation. Analyze potential sectors, evaluating their growth
potential, alignment with your incubator's mission, and the
availability of resources to support them. Ultimately, prioritize
sectors where you can add significant value and foster a thriving
community of MSMEs.



Steps - Identifying Target Industry Sectors

@ Conduct Market Research

Begin by gathering comprehensive data on industry trends, growth projections, and local economic needs. Utilize resources like
industry reports, government publications, and market analysis tools. Identify sectors experiencing growth, innovation, or facing
challenges that your incubator can address. Assess the local market landscape, including the presence of similar businesses and the
availability of skilled talent. The goal is to gain a deep understanding of the market's dynamics and identify sectors with high potential

f

Growth Potential

Alignment with

Incubator Mission

Local Market Demand

Available Talent

Renewable High (increasing | Strong (aligns with | Moderate (growing Limited (need for Potential for government

Energy demand for our focus on interest, but limited specialized skills) incentives and partnerships.
clean energy sustainability) infrastructure)
solutions)

Agritech Medium (steady | Moderate (aligns High (large agricultural Moderate (skilled Potential for collaborations with
growth, but with our focus on | sector with need for workforce local farmers and agricultural
dependent on food security) innovation) available) organizations.
weather

) patterns)

E-commerce High (rapid Weak (not directly | High (strong online High (abundance of | May not be a priority focus
growth, driven by | aligned with our shopping culture) tech talent) unless aligned with broader
changing mission) mission goals.
consumer
behavior)

(Add other sector if needed)

1. List potential industry sectors in the first column (replace the examples with sectors relevant to your region).
2. Research and rate each sector based on the criteria provided (high, medium, low).
3. Add any additional notes or observations in the last column.




Steps - Identifying Target Industry Sectors

@ Analyze Internal Capabilities

Capability

Expertise Level

Relevance to Sectors

Potential Value-Add

Next, evaluate your incubator's unique strengths, expertise, resources, and network. Identify areas where you have a competitive
advantage or a deep understanding of specific sectors. Assess your mentor network, access to funding, and any specialized programs
or services you offer. The goal is to determine which sectors your incubator is best equipped to support and where you can create the

to industry associations
and government agencies)

Agritech

collaborations, and access
to regulatory support.

Mentorship High (extensive network of | Renewable Energy, Provide guidance on Can connect MSMEs with
experienced Agritech market entry, scaling, and | industry experts and
entrepreneurs) sustainable practices. investors.

Funding Medium (access to seed Renewable Energy, Offer financial support for | Need to explore additional
funding and angel Agritech early-stage development funding sources for later-
investors) and pilot projects. stage growth.

Networking High (strong connections | Renewable Energy, Facilitate partnerships, Can organize events and

workshops for knowledge
sharing.

Technical Support

Low (limited in-house
expertise)

Renewable Energy, E-
commerce

Partner with external
organizations to provide
technical training and
assistance.

Need to build internal
capacity or establish
partnerships.

(Add other capability)




Steps - Identifying Target Industry Sectors

@ Prioritize and Select

Based on your market research and internal assessment, prioritize the sectors that offer the most promising opportunities for both your
incubator and the MSMEs it serves. Consider factors like growth potential, alignment with your mission, market demand, available
talent, and your incubator's strengths. Aim for a balance between specialization and diversification, selecting a few sectors where you
can create a significant impact while mitigating risks associated with over-specialization.

Market Research Score Internal Capabilities Overall Priority

(out of 12) Score (out of 12) (average score)

Renewable Energy 9 9 9 (High) Strong alignment with
mission, high growth
potential, and good
internal support.

Agritech 8 7 7.5 (Medium-High) Good market demand,
moderate growth
potential, and decent
internal support.

E-commerce 7 4 5.5 (Medium-Low) High market demand but
low alignment with
mission and limited
internal expertise.




Finding the Right Legal Partners

When? Steps

Use this tool when you need guidance on selecting and
establishing a relationship with legal partners for your incubator.
This is especially crucial in the early stages of incubator
development to ensure legal compliance and risk mitigation.

Identify Your Legal Needs

Research Potential Legal Partners

What?

This tool provides a framework for evaluating and choosing legal @ Select The Best Fit
partners that align with the unique needs of your incubator. It

emphasizes the importance of expertise, experience, reputation,
communication, and cost-effectiveness in the selection process.

How?

Assess your incubator's legal needs by identifying the areas of
law where you require expertise (e.g., intellectual property,
contracts, corporate governance). Research potential legal
partners based on their experience with MSMEs, reputation, and
fees. Interview shortlisted candidates to assess their
communication style, responsiveness, and understanding of the
challenges faced by early-stage companies. Choose the partner
that best meets your incubator's needs and establish a clear
working relationship based on trust and mutual understanding.



Steps - Finding the Right Legal Partners

@ Identify Your Legal Needs

Before searching for legal partners, it's crucial to understand the specific legal needs of your incubator. This involves identifying the
areas of law where you'll require expertise and support. Common legal areas relevant to incubators include intellectual property rights
(patents, trademarks, copyrights), contracts (with MSMEs, mentors, investors), corporate governance (structure, bylaws, board
matters), and fundraising (compliance with securities regulations). Knowing your specific legal needs will help you narrow down your
search and find a partner who specializes in relevant areas.

Importance
(High/Medium/Low)

Area of Law Expertise Needed (Yes/No)

Intellectual Property Rights

Contracts

Corporate Governance

Fundraising

Employment Law

Tax Law

Real Estate Law

Litigation

Other (specify)




Steps - Finding the Right Legal Partners

@ Research Potential Legal Partners

Once you have a clear understanding of your incubator's legal needs, you can start researching potential legal partners. Leverage your
network, online directories, and legal associations to identify firms or individual lawyers specializing in relevant areas. Consider their
experience with MSMEs and incubators, as they'll be familiar with the unique challenges and legal landscapes you face. Look for
testimonials, case studies, or client references to gauge their reputation and expertise. Don't forget to factor in their fees and billing

Law Firm/Lawyer : Experience with :
Name Area(s) of Expertise MSMEs (Years) Hourly Rate Client References

List the names of potential legal partners you've identified through your research.
Note their main areas of expertise (based on your needs from Step One).
Indicate their experience working with MSMEs or incubators.

Fill in their hourly rate (or fee structure) if available.

Request and record client references to verify their reputation and service quality.
Add any additional notes or observations in the last column.

o s wn -

This worksheet will help you compare and contrast different legal partners based on relevant criteria, enabling you to create a shortlist

of the most promising candidates.



Steps - Finding the Right Legal Partners

@ Select The Best Fit

The final step involves interviewing your shortlisted legal partners. This is your chance to assess their communication style,
responsiveness, and understanding of your specific needs. Prepare a list of questions to gauge their knowledge of relevant legal areas,
experience working with MSMEs, and approach to problem-solving. Pay attention to how they interact with you and whether they seem

Law Firm/Lawyer = Communication Responsiveness Understanding of  Cultural Fit Overall Impression
Name Needs

3 = Excellent 3 = Excellent 3 = Excellent 3 = Excellent 2 - 3 = Excellent

2 = Good 2=Good 2 = Good 2 =Good 1-1.75 = Average
1 = Average 1 = Average 1 = Average 1 = Average 0-0.75 = Poor

0 = Poor 0 = Poor 0 = Poor 0 = Poor

1. After each interview, rate the candidate's communication skills, responsiveness, understanding of your needs, and cultural fit with
your team.

2. Provide an overall impression of the candidate based on your interaction.
3. Compare the ratings and impressions of different candidates to determine the best fit for your incubator.
This worksheet serves as a structured evaluation tool, helping you make an informed decision based on your interactions with potential

legal partners.



Establishing Organizational Governance

When?

Utilize this tool during the initial setup or when reevaluating the
operational structure of your incubator. Establishing strong
organizational governance is essential for ensuring transparency,

accountability, and sustainable growth.

What?

This tool provides a framework for building effective governance
within your incubator. It focuses on three key aspects: defining your
organizational structure, implementing an internal vetting mechanism,
and setting Objectives and Key Results (OKRs) to track progress and

ensure accountability.
How?

Assess your current organizational structure to identify any gaps or
inefficiencies. Develop an internal vetting mechanism to ensure the
quality and integrity of your team and processes. Set clear OKRs to
align your team's efforts with the incubator's goals and measure

progress effectively.

Steps

Assess Your Organizational Structure

Establish An Internal Vetting Mechanism

Set And Track Objectives And Key Results

(OKR)



Steps - Establishing Organizational Governance

@ Assess Your Organizational Structure

The first step in establishing organizational governance is to assess your current or planned structure. This involves mapping out the
roles, responsibilities, and reporting relationships within your incubator. Consider the size and complexity of your organization, as well
as your strategic goals. Identify any gaps or overlaps in responsibilities and ensure that decision-making authority is clearly defined. A
well-defined structure promotes accountability, streamlines communication, and enables efficient operations.

Responsibilities

Reporting to

Executive Director

Overall leadership, strategic planning,
fundraising

Board of Directors

Program Manager

Program development, MSMEs selection,
mentorship

Executive Director

Marketing and Communications Manager

Brand building, marketing strategy,
community outreach

Executive Director

Finance Manager

Financial management, budgeting,
reporting

Executive Director

Other (specify)
1. List all the key roles within your incubator.
2. Define the primary responsibilities of each role.
3. Indicate who each role reports to.
4. If necessary, add more roles to the table.
5. Review the completed table to ensure clarity and alignment with your strategic goals.



Steps - Establishing Organizational Governance

@ Establish an Internal Vetting

Mechanism

An internal vetting mechanism (IVM) is a process to evaluate
people involved in your incubator, including staff, mentors, and
potential investors. The goal is to ensure the quality and
integrity of your team and mitigate any potential risks. This can
involve background checks, reference checks, interviews, and
assessments of relevant skills and experience. A robust IVM
builds trust among stakeholders, protects your incubator's

Vetting Step Description

Background Check Verify employment history, education,
criminal records

Reference Check Contact references to assess character,
skills, and experience

Interview Conduct in-person or virtual interviews to
assess cultural fit and motivation

Skills Assessment Evaluate relevant skills through tests or
practical exercises

1. List the steps you will include in your internal vetting
mechanism.

2. Provide a brief description of each step.

3. Consider the specific needs of your incubator and adjust
the steps accordingly.

4. Implement and document the IVM for consistent
application.

@ Set and Track Objectives and Key
Results (OKRSs)

Objectives and Key Results (OKRs) are a goal-setting framework
that helps organizations define measurable goals and track
progress. Objectives are qualitative statements of what you want to
achieve, while Key Results are quantitative metrics that measure
progress towards those objectives. Setting clear OKRs for your
incubator aligns your team's efforts with your strategic goals,
fosters accountability, and provides a transparent way to track
progress and success.

Objective Key Result

Launch a new incubator program | Secure funding for the program by
Q3

Increase MSMEs success rate 50% of MSMEs achieve product-
market fit within 6 months

Expand community partnerships | Establish partnerships with 3 new
organizations by year-end

Enhance brand awareness and Increase social media followers
community engagement by 25%

1. Define 3-5 high-level objectives for your incubator.

2. For each objective, set 2-3 measurable key results.

3. Ensure that your OKRs are specific, measurable, achievable,
relevant, and time-bound (SMART).

4. Track progress regularly and adjust OKRs as needed.



Identifying Target Participants

When?

Utilize this tool during the initial planning phase of your incubator
program to ensure it effectively caters to the needs of your target
audience. Understanding participant needs is crucial for designing a
program that delivers maximum impact and relevance.

What?

This tool provides a framework for identifying and understanding the
needs of your target participants. It emphasizes the importance of
conducting thorough needs assessments through various methods
like surveys, interviews, and focus groups. The insights gained will
inform the design and delivery of your incubator program, ensuring it
addresses the specific challenges and aspirations of your target
audience.

How?

Conduct a needs assessment using a combination of methods like
interviews, focus groups, and surveys to gather data on participant
needs and expectations. Create empathy maps to visualize and
understand the emotional and psychological aspects of participant
needs. Develop a stakeholder map to identify key stakeholders and
their interests in the program'’s success.

Steps

Conduct A Needs Assessment

Create Empathy Map

@ Develop A Stakeholder Map



Steps - Identifying Target Participants

Conduct A Needs Assessment

Often, we rely on our own perspectives and observations to understand the needs of entrepreneurs, but it is important to actively listen
to their voices. A thorough needs assessment is crucial for tailoring your incubator program to address the specific challenges, goals,
and expectations of your target participants. This involves gathering data from potential participants to understand their pain points,
aspirations, and what they hope to gain from participating in the program. You can gain valuable insights that will inform the design
and delivery of a relevant and impactful program by asking the right questions and listening carefully.

Does achieving this target require collaboration

What is your target in the next 3 years?
with others?

What challenges are faced in achieving this target?

In th h . ded? In your opinion, what is the most effective form of
n the next year, what support is most needed? mentoring or support?




Steps - Identifying Target Participants

@ Create Empathy Map

An empathy map is a collaborative tool that helps you gain a deeper understanding of your target audience or users. It is a visual
representation of their thoughts, feelings, needs, and behaviors. You can develop more empathetic and user-centered solutions by
putting yourself in their shoes and exploring their perspectives.

1. Draw a large circle or square on a piece of
paper or whiteboard. Divide it into four
quadrants.

Thlnks 2. Label each quadrant: "Says," "Thinks," "Does,"
and "Feels."

3. In the "Says" quadrant, write down direct
quotes or statements your target audience has
made.

4. In the "Thinks" quadrant, capture their

thoughts, beliefs, and opinions.

5. In the "Does" quadrant, describe their actions
and behaviors.

6. In the "Feels" quadrant, list their emotions and
feelings.

7. Analyze the map to identify patterns and

insights that can inform your design or

solution. @



Steps - Identifying Target Participants

@ Develop A Stakeholder Map

A stakeholder map is a visual tool that helps you identify and analyze the individuals or groups who have an interest in or will be
affected by your project, initiative, or solution. It is used to understand their perspectives, interests, and influence levels, and to develop

strategies for engaging them e]ffectwely
Involvement

Stake ‘

holder

1. Brainstorm and list all stakeholders who have an
interest in or will be affected by your
project/decision.

2. Draw a horizontal axis labeled "For" (supportive)
on one end and "Against" (opposed) on the other

3. Draw a vertical axis labeled "Involvement" (low to
high)

4. Represent each stakeholder with a circle, its size
indicating their influence. Position based on
their support and involvement level.

5. Draw lines between stakeholders, thickness

Stake showing relationship strength.

holder 6. Look for clusters, strong ties, and potential

conflicts or alliances.  Consider each

stakeholder's position and influence on your
project.

Stake
holder

Stake
v holder

Stake

holder

< ->

Against For @



Designing The Programme Structure And Duration

When?

Use this tool during the early planning stages of your incubator
program. It's designed to help you define the framework of your
program, making it easier to communicate your vision to potential
partners, investors, and MSMEs.

What?

This tool focuses on structuring your incubator program. You'll
define the length of the program and the key components that will
guide MSMEs through their development journey. This includes
determining the core activities, milestones, and support
mechanisms that will be offered.

How?

Bring together key stakeholders involved in the incubator's
planning. Discuss the goals you have for your MSMEs. What
milestones do you want them to achieve by the end of the
program? Based on your discussions, outline the key activities
and milestones that will make up your program. Decide on the
overall length of the program. This will depend on your goals and
the typical development timeline for MSMEs in your chosen
industry or focus area.

Steps

Create a Term of Reference (ToR)

@ Develop a Mastersheet



Steps - Designing The Programme Structure And Duration

@ Create a Term of Reference (ToR)

Section

Program Name

Description

A clear and memorable name for your incubator
program.

The Term of Reference (ToR) document is the foundation for your incubator program. It serves as a guiding document that outlines the
overall goals, target audience, and desired outcomes. This helps to ensure that everyone involved in the program has a shared

Example

The MSME Collective Incubator

Mission Statement

A concise statement that summarizes the
purpose and overarching goal of the program.

Empower early-stage MSMEs to validate their
ideas, build sustainable businesses, and scale
globally.

Target Audience

A detailed description of the types of MSMEs the
program is designed to support (e.g., industry,
stage, etc.).

Pre-seed and seed-stage MSMEs in the fields of
waste management.

Program Goals

Specific, measurable objectives that you want the
MSMEs to achieve by the end of the program.

- Validate product-market fit for at least 80% of

participating MSMEs.
- Secure seed funding for at least 50% of
participating MSMEs.

Key Performance
Indicators (KPIs)

Metrics that will be used to evaluate the success
of the program (e.g., number of MSMEs launched,
funding raised).

- Number of customer acquisitions per enterprise.
- Amount of funding raised by each enterprise.

®




Steps - Designing The Programme Structure And Duration

@ Develop a Mastersheet

The Mastersheet provides a detailed breakdown of the program's structure and timeline. It divides the program into distinct phases
or modules, each with its own set of objectives, activities, deliverables, timelines, and resource requirements. This helps to create a
roadmap for both the MSMEs and the incubator team.

Section Description Phase/ Objectives Activities/ Timeline Resources

Module Deliverables Needed

Phase/ The name or title of the specific stage in Idea Validate Customer 4 weeks Mentors,
Module the program (e.g., Idea Validation, Product Validation problem- discovery market
Development, Go-to-Market). solution fit and | workshops, research tools,
o g . define target market itch coaches.
Objectives The specific goals that MSMEs should aim malrket g research P!
to achieve during this phase. ’ mentoring
Activities/ The key activities, workshops, mentoring gitchldeck ;
Deliverables sessions, or other interventions that will be cvelopment.
provided during this phase. Product Build a Technical 8 weeks | Technical
Timeline The estimated duration of this phase (e.g., Development \T;r;lr::rrgduct ;Vr%rcli(jztops' rsr:)eii?vtvc;rrsé
number of weeks or months). (MVP). development development
Resources The resources required to deliver this sprints, tools.
Needed phase (e.g., mentors, funding, workspace, prototype
software). testing.

Go-to-Market | Develop and Marketing 12 weeks | Marketing
execute a workshops, mentors,
marketing and | sales training, investor
sales strategy. | investor pitch network

preparation, access.
demo day.




Identifying the Scope of Target Participants

When?

Use this tool during the early planning stages of your incubator
program, before you begin actively recruiting MSMEs. It's
designed to help you clarify your ideal participant profile, ensuring
your recruitment efforts are focused and effective.

What?

This tool focuses on defining the criteria you'll use to select the
most promising MSMEs for your program. It helps you consider
various factors beyond just business potential, such as the
diversity and social impact of the ventures.

How?

Gather your team and brainstorm the ideal characteristics of the
MSMEs you want to support. Research your local ecosystem to
understand the types of businesses that could most benefit from
your program. Based on your brainstorming and research, define
specific, measurable criteria for selection. Organize your criteria
into a clear framework. This could be a table, checklist, or scoring
rubric that helps you evaluate each application consistently.

Steps

Research The Ideal Characteristics Of
MSMEs

Define Specific Criteria For Selecting
Participants

@ Create A Curation Framework



Steps - Identifying the Scope of Target Participants

@ Research The Ideal Characteristics Of MSMEs

This initial step involves gathering insights and information to understand your ideal target participants. Brainstorming with your team
helps to align everyone's vision for the program. Researching your local ecosystem provides a deeper understanding of the needs and

. pNae ~Tal~Tala \ /| \/l N 0 aYallala

Activity Description

Internal Brainstorming - What types of MSMEs do we want to support?
- What impact do we want to see?

- What are our unique strengths as an incubator?

Ecosystem Research - Research local MSME demographics and needs.
- Identify industry trends and gaps.

- Analyze competitor incubator programs




Steps - Identifying the Scope of Target Participants

@ Define Specific Criteria For Selecting Participants

Based on your brainstorming and research findings, you'll now translate those insights into concrete criteria for selecting

Criterion

Industry Sector

Description

What industries are you
prioritizing? (e.g., technology,
agriculture, manufacturing)

Why is it Important?

Focus your efforts and

expertise on specific sectors
where you can add the most
value.

Example

MSMEs with a focus on waste
management.

Stage of Development

What stage of development are
you targeting? (e.g., idea stage,
early traction, growth stage)

Ensure that your program is
tailored to the specific needs of
MSMEs at a particular growth

stage.

Businesses with a minimum
viable product (MVP) and initial
traction.

Team Composition and
Experience

Assess the team's size, skill
sets, and relevant experience.

A strong, experienced team is
crucial for successful execution
and growth.

Teams with at least 2-3
members with diverse skill sets
(e.g., technical, business,
marketing).

Business Model

Evaluate the viability and
scalability of the business
model.

A sound business model is

essential for sustainability and
growth potential.

Subscription-based models or
businesses with recurring
revenue streams.

Potential for Growth/Impact

Assess the potential for the
business to grow and create
positive economic, social, or
environmental impact.

Align with your incubator's
mission and prioritize
businesses that can make a
significant difference.

Businesses addressing social
or environmental issues with a

scalable solution.




Steps - Identifying the Scope of Target Participants

@ Create A Curation Framework

The final step is to create a structured framework that you'll use to evaluate applicants against your defined criteria. This could be a
rubric. The goal is to ensure a fair and transparent evaluation process.

Criterion Scoring Guide (Example)

table, checklist, or scoring

Industry Sector 20% 1-5 (5 being high alignment with priority sectors)

Stage of Development 15% 1-5 (5 being strong alignment with target stage)

Team Composition and Experience 25% 1-5 (5 being highly experienced and diverse team)

Business Model 20% 1-5 (5 being highly viable and scalable business model)
Potential for Growth/Impact 20% 1-5 (5 being high potential for growth and/or positive impact)
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Understanding Approaches to Business Owners

When?

Use this tool during the pre-incubation phase of your MSME
program, as you begin interacting with potential participants. It
aims to help you tailor your communication and support based on
the specific needs and motivations of different types of business
owners.

What?

This tool focuses on identifying and understanding the different
types of business owners you might encounter. It helps you
recognize their unique characteristics, challenges, and goals,
allowing you to tailor your approach to each type.

How?

Review the different types of business owners. For each type,
describe their key characteristics, motivations, pain points, and
goals. Based on the identified characteristics, create a tailored
approach for each type. This might include specific
communication styles, topics of training, types of mentorship, or
resources to offer.

Steps

Identify The Different Types Of Business

Owners

Define The Key Characteristics Of Each
Type



Steps - Understanding Approaches to Business Owners

Business Owner Type

Aspiring Entrepreneur

@ Identify The Different Types Of Business Owners

Description

Entrepreneurs with innovative ideas but limited business experience or knowledge.

This initial step involves recognizing and defining the different types of business owners you are likely to encounter in your MSME

Early-Stage Founder

Entrepreneurs who have recently started a business and are seeking guidance and support.

Established Business Owner

Entrepreneurs who have been operating for some time and may be looking to scale or pivot
their business.

Social Entrepreneur

Entrepreneurs driven by a social or environmental mission, aiming to create positive impact
alongside financial returns.

Other (specify)

Add any other relevant business owner types specific to your region or industry.

1. Review the list of business owner types provided.
v 2. Brainstorm and add any additional types that are relevant to your target audience or region.

3. Briefly describe the characteristics of each type.



Steps - Understanding Approaches to Business Owners

@ Define The Key Characteristics Of Each Type

Business
Owner Type

Key Characteristics

Motivations

Pain Points

Aspiring Limited business - Turn their idea into a reality | - Lack of business - Gain foundational business

Entrepreneur | experience, strong - Achieve financial knowledge knowledge
passion for their idea, | independence - Difficulty accessing - Develop a viable business plan
often resource- - Make a positive impact funding - Secure initial funding
constrained. - Uncertainty about next

steps

Early-Stage Recently launched - Validate their business - Limited resources - Achieve profitability

Founder their business, facing | model - Difficulty attracting - Increase customer base
challenges with initial | - Gain market traction customers - Secure follow-on funding
growth and - Build a strong team - Lack of experience in - Build a sustainable business
operations. - Secure additional funding scaling operations model

A 4

Established Has been operating - Increase revenue and - Stagnant growth - Achieve sustainable growth

Business for some time, may be | profitability - Difficulty adapting to - Diversify revenue streams

Owner looking to scale, pivot, | - Expand into new markets changing trends - Maintain a competitive edge
or adapt to new - Innovate and stay - Challenges with employee | - Build a strong company culture
market conditions. competitive retention

Social Driven by a social or - Solve a pressing social or - Balancing social impact - Achieve measurable social or

Entrepreneur | environmental environmental problem with financial sustainability | environmental impact
mission, prioritizing - Create positive change - Measuring and - Build a financially sustainable
impact alongside - Build a sustainable and communicating impact business model
financial returns. impactful business - Attracting impact-focused | - Attract impact-focused funding

investors - Scale their impact
Add other (specify)

This step involves going deeper into each business owner type and understanding their specific characteristics, motivations, pain
points, and goals. This information will be crucial in tailoring your communication, training, and support to address their unique needs

@



Preparing Community Activation

When? Steps

Use this tool during the pre-incubation phase, ideally before
formally launching your program. It's designed to build
relationships with local stakeholders, create awareness, and
foster a supportive ecosystem for your incubator.

Research Potential Local Champions And
Partner Organizations

Develop Communication Materials

What?
@ Draft MoUs And Build Relationships

This tool provides a framework for engaging the local community
and establishing collaborations with key stakeholders. It focuses
on building relationships, sharing information, and formalizing
partnerships to ensure a strong launch and ongoing support for
your incubator.

How?

Research and identify key persons, organizations, and community
leaders who can influence and support your incubator. Create
informative and visually appealing flyers and roadshow templates
to communicate your program's value proposition. Draft MoUs
(Memorandum of Understanding) to outline collaboration terms
with local champions and organizations. Track and manage
relationships with key stakeholders in a centralized database.



Steps - Preparing Community Activation

@ Research Potential Local Champions And Partner Organizations

Stakeholder
Type

)

Expertise/Influence

Contact Information

This initial step involves identifying key persons, organizations, and community leaders who can significantly influence and support
your incubator program. These may include successful entrepreneurs, business associations, government agencies, educational
institutions, and non-profit organizations. Researching their background, expertise, and network will help you understand their

Notes

Associations

commerce, industry associations, or
business networks relevant to your
incubator's focus)

opportunities, Access to
resources and
information

Successful (List names of successful local Business acumen, (Email addresses, (Note any specific areas of

Entrepreneurs [entrepreneurs who have experience Industry knowledge, phone numbers, social [expertise or connections they
building and scaling businesses) Mentoring/advising media handles) might have, e.g. focus on SDG)

Business (List names of local chambers of Advocacy, Networking (Website, email (Note any upcoming events or

addresses, phone
numbers)

initiatives they are involved in)

Organizations

on supporting MSMEs,
entrepreneurship, or economic
development in your community)

Social impact focus,
Access to underserved
communities

Government (List relevant government departments |Funding opportunities, (Website, email (Note any specific programs or

Agencies or agencies responsible for supporting [Policy advocacy, addresses, phone initiatives that align with your
MSMEs or economic development) Regulatory guidance numbers) incubator's goals)

¥ Educational (List universities, colleges, or vocational [Research capabilities, (Website, email (Note any existing partnerships

Institutions schools with entrepreneurship Student talent pool, addresses, phone with the business community or

programs or relevant expertise) Expertise in specific numbers) entrepreneurship programs)
fields
Non-Profit (List non-profit organizations focused |Community outreach, (Website, email (Note any specific programs or

addresses, phone
numbers)

initiatives they offer to MSMEs)

Other

(Add any other relevant stakeholders,
such as media outlets, community
leaders, or influential people)

Amplify your message,
Reach a wider audience,
Build credibility

(Website, email
addresses, phone
numbers, soclial media
handles)

(Note any specific ways they can

activation efforts)

contribute to your community
©



Steps - Preparing Community Activation

@ Develop Communication Materials

Organizer Name and/or Logo

Main Partner Name and/or Logo (if applicable)

Event Name (if applicable)

Event Title/Program Title

Subtitle: Main Discussion Topic

Photos, names, positions, and institutions of the speakers and moderators
Event/Program Date, Day and Time (including timezone)
Event/Program Location

If online, application used/name of public live-streaming account

If offline, complete address (or just the city if information is limited)
Registration Link

Contact Information for Inquiries

Community/Media Partner Logos (if applicable)

Additional Information (if applicable): language to be used during the event,

information on foreign language/interpretation services, etc.

This step focuses on creating visually appealing and informative materials that clearly communicate the value proposition of your

incubator program. Flyers and roadshow templates should be concise, engaging, and tailored to your target audience.
Flyers can be created to invite people for community activation. Provided below is

the template that should be incorporated into the flyers:
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Steps - Preparing Community Activation

@ Develop Communication Materials

1.

© N oW

Program Summary

Brief Description of the Incubator
Roadshow Activity Details

Event Title

Event Schedule

Event Day and Date

Event Location

Target Participants

Event Speakers Details

. Speaker Scope
11.
12.
. Contact Person
14.

Activity Timeline
Rundown and List of Potential Questions

Speaker Remuneration (if applicable)

A well-structured roadshow template will help you plan and execute successful roadshows that raise awareness of your incubator

program.
ToR (Terms of Reference) for Roadshow Event

Presentation Content

Slide 1: Title Slide
e Engaging image representing your incubator program
e  Program name, tagline, and logo

Slide 2: Introduction
e  Brief overview of the incubator's mission, vision, and values
e Highlight the problem your incubator addresses and the need for supporting
MSMEs

Slide 3: Program Details
e Target audience: Types of MSMEs eligible for the program
e  Curriculum: Key topics covered, workshops, mentoring, resources
e  Timeline: Duration of the program, key milestones
e Benefits: Tangible outcomes participants can expect (funding, growth, network,
etc.)

Slide 4: Success Stories
e (Case studies or testimonials from previous incubator participants
e Highlight their achievements, growth, and impact
e Use visuals like charts or graphs to showcase results

Slide 5: Call to Action
e Encourage audience participation (apply, learn more, visit website, etc.)
e Provide contact information (email, phone, website, social media)
e  Offer a special incentive for those who sign up at the roadshow (e.g., priority
application review)

Slide 6-10: Q&A and Discussion
e Allocate ample time for audience questions and open discussion
e  Prepare answers to common questions in advance
e Facilitate a dynamic and interactive conversation



Steps - Preparing Community Activation

@ Draft MoUs And Build Relationships

This final step involves formalizing collaborations with key stakeholders through MoUs (Memorandum of Understanding). This
document outlines the terms of the partnership, including the roles, responsibilities, and expectations of each party. Building strong

relationships with these stakeholders is essential for the long-term success of your incubator.
Below are the points that you can incorporate into an MoU:

e Incubator Logo and Stakeholder Partner Logo

Place and date of MoU creation
Letter Number 2. Tailor the MoU to each specific partner

1. Draft an MoU template that clearly outlines the

terms of the collaboration.

Brief explanation, purpose, and objectives of the MoU organization, addressing their unique needs and
Party One: Representative from the Incubator (name, contributions.

position, institution name, address)

Party Two: Representative from the partner (name, position,

institution name, address)
Definition of two entities 4. Maintain open communication and regular

3. Review and finalize the MoU with each partner

organization before signing.

Article 1: Intent and Purpose updates with partners throughout the
Article 2: Scope collaboration.

Article 3: Implementation (Implementation Team or

Representative/Contact Person)

Article 4: Dispute Resolution

Article 5: Financing

Article 6: Duration

Article 7: Other Provisions

Article 8: Conclusion

Signatures of Party One and Party Two (with stamps)




Conducting MSMESs Screening

When?

Use this tool after your community activation efforts have
generated interest from potential participants. It's designed to
streamline the selection process, ensuring you choose the most
promising MSMEs that align with your program's goals and
resources.

What?

This tool provides a structured framework for evaluating and
selecting MSMEs for your incubator program. It includes a
registration form to collect initial information and an assessment
sheet to evaluate applicants based on key criteria like innovation,
market potential, team capabilities, and commitment.

How?

Share the registration form widely through your website, social
media, events, and partner networks. Use the assessment sheet
to evaluate each application based on your pre-defined criteria.
Select a shortlist of the most promising candidates. Invite
shortlisted candidates for interviews or pitch sessions to further
assess their potential and fit for the program.

Steps

Develop An Assessment Sheet

@ Conduct Interviews or Pitch Sessions

Create And Distribute A Registration Form



Steps - Conducting MSMESs Screening

@ Create And Distribute A Registration Form

This initial step involves creating a registration form to gather essential information from potential applicants. This form will serve
as the first point of contact between your incubator and interested MSMEs. It's designed to collect basic information about the
Section Fields Instructions
Company - Company Name - Provide the official name of your business.
Informatio | - Industry - Select the industry that best describes your business.
n - Stage of Development (Idea, Prototype, Early Revenue, - Indicate the current stage of your business development.
Growth) - Share your website and social media links (if applicable).
- Website/Social Media Links - Provide your business address.
- Business Address - Specify the legal structure of your business.
- Legal Status (Sole Proprietorship, Partnership, Limited
Liability Company, etc.)
Team - Founder(s) Name(s) - List the names of the founders and co-founders.
Informatio | - Contact Information (Email, Phone Number) - Provide accurate contact information for each team member.
n - Team Size - Indicate the number of employees or team members.
- Key Skills/Experience (e.g., Technical, Marketing, - List the key skills and experience that each team member brings to
\ 4 Finance, Operations) the business.
Business - Problem Statement - Clearly articulate the problem that your business addresses.
Idea - Solution/Product/Service - Describe your product or service in detail.
- Value Proposition - Explain what sets your solution apart from competitors.
- Target Market - Define your ideal customer profile.
- Impact Model - Social problem they aim to address along with its solution
- Revenue Model - Explain how your business generates revenue
Additional | - Funding History (Amount raised, sources, etc.) - - Share your funding history (if applicable).
Informatio | Milestones Achieved (Key accomplishments) - Highlight significant milestones or achievements of your business.
n - Reasons for Applying to the Incubator (What are you - Explain why you are interested in joining the incubator and what you
hoping to achieve?) hope to gain from the program.

O,
71




Steps - Conducting MSMEs Screening

@ Develop An Assessment Sheet

Once you have received the registration forms, the next step is to evaluate each applicant based on your predefined criteria. The
assessment sheet helps you to objectively score and rank the applicants based on their potential for success and alignment with your

ASSESSMENT METRICS

Assessment

2

3

B;?c:)nlzgn and Solutions; Clearly :I%%Ig;c\?v?:hs i(;lse:gll{lgggne the social problem they aim to address Not Mentioned Weak Good Excellent
IMPACT | Achieved Impact Applicants measure the impact that has been achieved to date. Not Mentioned Weak Good Excellent
:)rg;;?ﬁ)t Metrics (Range & (Aape%;f]?nts measure impact quantitatively (range) and qualitatively Not Mentioned Weak Good Excellent
Product-Market Fit (Strong and | Applicants demonstrate product-market fit by showing strong and .
Positive Revenue Trajectory) positive revenue. Not Mentioned Weak Good Excellent
Financials (Healthy and Applicants can demonstrate that the business has positive
BUSINESS | Profitable Cash Flgw) profitability (e.g., EBITDA) and generates revenue from the applied Not Mentioned Weak Good Excellent
business model.
Achievements (Publicity and Applicants have gained exposure through media and have .
Exposure) achievements (e.g., winning business competitions). Not Mentioned Weak Good Excellent
c | i bilities toward Applicant describes profile of team background. The background of
bl?;?npegsngega:lr']sg apiities to education or experience in each team member is supposed to be Not Mentioned Weak Good Excellent
diverse and compliment each others abilities.
Applicant describes profile of team background. The background of
TEAM ; ) :
:[I;r:;krﬁztr:r?tr)gr(st;ackground of education or experience in each team member is supposed to be Not Mentioned Weak Good Excellent
acknowledged by formal or informal institutions.
Governance (Organization Applicant defines role of team member clearly (e.g. mentioning role in .
structure is clearly defined) company) Not Mentioned Weak Good Excellent
Growth Applicants mention current and future growth. Not Mentioned Weak Good Excellent
SCALABILIT | Financial Projections Applicants mention current and future financial positions. Not Mentioned Weak Good Excellent
Y
. Applicants can mention potential targets in numbers and understand .
Market Potential the characteristics of the target market. Not Mentioned Weak Good Excellent/‘

7



Steps - Conducting MSMESs Screening

@ Conduct Interviews or Pitch Sessions

This final step involves inviting the top-ranked applicants for in-person or virtual interviews or pitch sessions. This allows you to go
deeper into their business ideas, assess their communication and presentation skills, and explore their passion and commitment.

IMPACT

Section Questions

How do you measure the social or environmental
impact generated by your business so far?

Can you provide specific examples of how you
measure impact quantitatively and qualitatively?

BUSINESS

How do you prove the fit of your product with the
target market, and can you further explain your
business revenue?

What are the competitive advantages of your product
or service in the market?

TEAM

Can you provide concrete examples of how the
educational background or experience of each team
member complements each other?

What is the organizational structure of your team,
and what are the roles of each team member within
it?

SCALABILITY

What is your business growth plan, and how do you
project finances for the future?

What concrete steps have you taken to expand the
market and reach potential targets?

PLANS FOR THE INCUBATOR

What makes you interested in joining this incubator
program?

What are your expectations after joining this
incubator program?

What do you hope to achieve if you are accepted into
this incubator program?

Select the top-ranked
applicants based on their
assessment sheet scores.
Schedule interviews or pitch
sessions with these
applicants.

Use the questions provided as
a guide for the interview or
pitch session.

Take notes on each
applicant's responses and
overall impression.

Make final selection decisions
based on a combination of the
assessment sheet scores and
the interview/pitch session
performance.

®



Preparing MSMEs for the Incubation Phase

When?

Use this tool after you have selected the MSMEs for your
incubator program, but before the official start of the incubation
phase. It's designed to ensure a smooth onboarding process and
set participants up for success during the program.

What?

This tool focuses on assessing and preparing the selected
MSMEs for the incubator phase. It helps you gauge their current
knowledge and skill levels, identify areas where they need
additional support, and tailor the onboarding and mentorship
process accordingly.

How?

Administer assessments (surveys, interviews, or tests) to
evaluate each MSME's understanding of key business concepts,
skills, and areas where they need support. Review the assessment
results to identify common strengths and weaknesses among the
participants. Based on the assessment results, create a
personalized onboarding plan for each MSME, addressing their
specific needs and knowledge gaps.

Steps

Q
®
©

Create A Formal Agreement With
Selected MSMEs

Onboard MSMEs Into The Program

Conduct A Detailed Analysis Of Each
MSME

Develop Tailored Onboarding Plans



Steps - Preparing MSMEs for the Incubation Phase

@ Create A Formal Agreement With Selected MSMEs

Establishing a formal agreement through a Memorandum of Understanding (MoU) with selected Micro, Small, and Medium
Enterprises (MSMEs) is a crucial initial step in the program. This MoU serves as a binding document that outlines the roles,
responsibilities, and expectations of both the MSMEs and the program administrators. It ensures that both parties are aligned in
their objectives and sets the foundation for a collaborative partnership. The MoU typically covers key aspects such as the scope of
work, resource commitments, timelines, and confidentiality agreements. Formalizing the relationship will mitigates
misunderstandings and encourage a sense of commitment, paving the way for a successful onboarding process and program

MSME Name LG E AT Date MoU Sent Date MoU Signed
Contact
MSME 1 01/06/2024 05/06/2024 10/06/2024 MoU signed without
issues
MSME 2 03/06/2024 07/06/2024 12/06/2024 Awaiting final review
 Z Add other MSME

1. Identify and list the selected MSMEs.

2. Draft the MoU covering key areas such as objectives, roles, responsibilities, timelines, consent for publication, termination of
agreement and confidentiality.

3. Ensure both parties review and sign the MoU.

4. Record the status of each MoU in the worksheet.

®



Steps - Preparing MSMEs for the Incubation Phase

@ Onboard MSMEs Into The Program

The onboarding process is essential to integrate the selected MSMEs into the program seamlessly. This step involves familiarizing the
MSMEs with the program's objectives, resources, and processes. It typically includes an orientation session where the MSMEs are
introduced to the program's structure, key contacts, communication channels, and support mechanisms. Additionally, onboarding
provides the MSMEs with necessary tools and access to platforms they will use throughout the program. Effective onboarding
ensures that the MSMEs are well-prepared, informed, and ready to actively participate, thereby enhancing their engagement and the
overall success of the program.

Session Name Program Onboarding

To welcome new participants, provide essential information about the program, and set expectations

Objective . k .
for a successful incubation experience.

- Introduction among program participants
Key Topics Covered - Program overview, resources, communication
- Rights and Responsibilities

\’ Resources Provided - Program Handbook
- Welcoming Package

Onboarding Session Date EYAVYPpZ}

1. Schedule and conduct onboarding sessions with all MSMEs. Make sure all MSMEs are able to attend.
2. Provide access to necessary resources.
3. Record the completion of the onboarding session.



Steps - Preparing SMEs for the Incubation Phase

@ Conduct A Detailed Analysis Of Each MSME

The first step involves a comprehensive assessment of each selected MSME's current knowledge and skill level in key business areas.
This could include areas like marketing, finance, operations, leadership, and communication. The assessment helps identify individual
strengths and weaknesses, enabling you to create personalized onboarding and mentorship plans that address specific needs.
Section Assessment Areas Score  Analysis Results
Impact Understanding Of 4 Demonstrates a good understanding of their impact but could improve measurement
Social/Environmental Impact methods.
Alignment With SDGs 3 Aligns with some SDGs but could further integrate them into their business model.
Measures To Track/Improve 3 Tracks some impact metrics but could implement more rigorous systems.
Impact
Business Market Analysis 4 Good understanding of the market, but could conduct more in-depth competitor
analysis.
Financial Literacy 3 Basic financial knowledge but needs support with financial projections and forecasting.
M Marketing And Sales Strategies 5 Strong marketing and sales plan with evidence of successful implementation.
Team Diversity Of Skills 4 Team has a good mix of skills but could benefit from additional expertise in impact
measurement.
Leadership 4 Clear leadership roles, but could improve decision-making processes.
Scalability Potential For Growth 5 Large market with high demand and potential for expansion.
Adaptability 4 Demonstrates flexibility and willingness to adapt to changing market conditions.
Systems And Processes 3 Basic systems in place, but need to develop more robust processes to support future
growth.

f
©,




Steps - Preparing SMEs for the Incubation Phase

Develop Tailored Onboarding Plans

hall ha

Based on the results of the assessment, develop tailored onboarding plans for each MSME. These plans should clearly outline the
specific knowledge and skills each MSME needs to acquire. Mentorship guidelines should be established to guide mentors in

h orship pro

Area for
Analysis Results Action Plan Resources/Support
Improvement
Demonstrates a good - Develop and implement more rigorous impact - Impact measurement training workshops or
Impact understanding of their impact but | measurement tools and methodologies online courses.
could improve measurement - Establish clear baselines and targets for impact - Consultation with impact measurement
methods. metrics. experts or consultants.
- Conduct a comprehensive competitor analysis,
Good understanding of the including SWOT (Strengths, Weaknesses, Opportunities, . . .
o ; Mentoring or coaching from business
market, but could conduct more | Threats) and track key competitors' strategies, product strateqy experts
in-depth competitor analysis. offerings, and pricing. gy experts.
- Develop strategies to differentiate from competitors
Business
. ) . . - Financial modeling software or templates.
v o _ - Develop detailed financial models to project revenue, - Online courses or tutorials on financial
Basic financial k|.10w_ledge.but expenses, and cash flow.
needs support with financial - Regularly review and update financial projections based management for MSME.
projections and forecasting. guiarly P pro) - Financial mentorship programs or
on actual performance.
workshops
Clear leadership roles, but could | gqtapjish a structured decision-making framework with | Facilitation support for complex decision-
Team improve decision-making | | d ibiliti Ki
processes. clear roles and responsibilities. making processes.
Basic systems in place, but need | - ldentify key processes that need to be scaled (e.g.,
. roduction, marketing, customer service). . .
Scalability to develop more robust P ) g ) - Business process improvement consultants.
processes to support future - Develop standardized procedures and workflows for
growth. these processes.
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Setting Up The Incubator Infrastructure

When?

This tool is essential during the early planning stages of setting
up an incubator program. It helps you analyze the practical
logistics of delivering your program and identify the resources and
partners you'll need to make it a success.

What?

The tool focuses on establishing the infrastructure for your
incubator program. This includes deciding on your delivery
method (online, offline, or hybrid), assessing the technology and
accessibility needs of your participants and team, and identifying
potential partners and equipment required for your program.

How?

Choose the most suitable delivery method based on your
resources, target audience, and program content. Evaluate if you
have the necessary equipment and software. Brainstorm potential
partners who can provide expertise, resources, or space for your
program. Make a comprehensive list of all the equipment you'll
need, considering your delivery method and program activities. Fill
out the worksheets with the information you've gathered.

Steps

Choose Delivery Method

Assess Available Resources

@ Identify Potential Partners



Steps - Setting Up The Incubator Infrastructure

@ Choose Delivery Method

Delivery Method

Online

Advantages

Cost-effective, accessible to
a wider audience, flexible
scheduling

Challenges

Requires reliable internet
access, potential for lower
engagement, technical
difficulties

Your Considerations

- Do participants have reliable internet?

- Is the program content suitable for online delivery?
- Does your team have the necessary online facilitation

skills?

The first step in establishing your incubator infrastructure is choosing how you will deliver your program. This decision will
significantly impact the resources and tools you need. Will your program be primarily online, with virtual classes and workshops? Will
it be entirely offline, with face-to-face meetings and events? Or will you prefer a hybrid approach, combining both online and offline
components? Each method has its advantages and challenges, so carefully consider your target audience, budget, and the nature of
your program content before making your choice.

Offline (Face-to-Face)

Higher engagement,
opportunities for networking
and collaboration, hands-on
learning

Requires physical space and
resources, limited by
geographic location, may be
more expensive

- Do you have access to suitable meeting spaces?
- Can you afford the costs associated with offline
delivery?

- Is the location convenient for participants?

Hybrid

Combines the best of both
worlds, flexibility for
participants, allows for
diverse learning experiences

Requires careful planning and
coordination, can be more
complex to manage

- Does your program content lend itself to a mix of
online and offline activities?

- Do you have the resources to manage both delivery

methods?

1. Carefully review the advantages and challenges of each delivery method.
2. Consider your target audience, budget, program content, and resources.
3. Based on your analysis, select the delivery method that best suits your incubator program.



Steps - Setting Up The Incubator Infrastructure

@ Assess Available Resources

Resource

Reliable internet
access
(if online/hybrid)

Description

A stable internet connection is crucial for seamless online sessions and
to avoid disruptions, or poor audio/video quality. Consider having backup
internet options or offline materials in case of connectivity issues.

Once you've chosen your delivery method, it's time to assess the resources you have available to support your program.. If you
identify any gaps, you'll need to address them before launching your program. This might involve providing training or upgrading

Availability Status Condition

(Yes/No)  (Own/Borrowed) (Paid/Free) Al

Laptops/computers
with webcam

Ensure the laptop has a camera so that facilitators and participants can
see each others’ face. When conducting classes, make sure your
background is tidy, such as an empty wall, bookshelf, or using virtual
background

Headset / Earphones

Headsets need to be used so that the audio is clear and crisp. Also, make
sure you are in a quiet room.

Video conferencing
software
(if online/hybrid)

Video conversation software is an essential tool to have. The most
popular ones are Zoom (flexible and paid) or GMeet (free if you have a
Gmail email address).

Classroom Assistant
Software

When conducting classes, we usually need software support to present
the face-to-face class experience on the computer screen. Google

Classroom helps organize classes and assignments. Jamboard or Miro
helps with sticky notes and whiteboards. Doodle helps with scheduling.
Google Drive is a place to store documents needed to conduct classes.

Quiet and comfortable
workspace
(if offline/hybrid)

The place where you conduct online classes should be quiet and not
disturbed by others so that your voice is clear and you are not distracted
by noise or other people.

Audiovisual equipment
(if offline/hybrid)

For offline or hybrid programs, use good quality audiovisual equipment,
including a projector, speakers, microphone, and screen. Test the
equipment beforehand to ensure it functions properly. Consider having
spare equipment or a technician on standby in case of technical
difficulties.
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Steps - Setting Up The Incubator Infrastructure

w Identify Potential Partners

The final step is identifying potential partners for the equipments you need. Partners can provide valuable expertise, resources, or space
for your program. This could include co-working spaces, universities, industry experts, or other organizations aligned with your mission.
Equipment needs will vary depending on your delivery method and program activities. This could include cameras, microphones,

projectors, whiteboards, or other tools specific to your program. Primary Partners

Individuals or organizations that are closest to you, personally,
professionally, and in terms of vision and mission. Primary
Partners are those who will not hesitate to provide support in the
form of funding, providing space or items that can be used for free
or in exchange for other benefits. Primary Partners can also be
individuals who can serve as instructors in the program and can be
compensated at a friendly rate.

Your
Organization

Secondary Partners

Individuals or organizations that are quite close to you, personally,
professionally, and in terms of vision and mission. Secondary
Partners are those who can provide support with more friendly
terms.

Secondary Partners Tertiary Partners
Individuals or organizations whose vision and mission align with
yours or your organization's, but who can provide support in a

limited and less flexible manner compared to Primary or Secondary

Partners.



Providing Physical Space and Resources

When?

Use this tool during the planning phase of your incubation
program, before the training sessions begin. It helps you assess
and secure the physical spaces and resources needed to deliver
your program effectively.

What?

This tool guides you through identifying suitable venues and the
necessary resources to create a conducive learning environment
for UMKM founders participating in your incubation program.

How?

Start by listing potential venues where you can host your training
sessions. Then, assess each venue based on capacity, amenities,
accessibility, and cost. Once you've selected a venue, list the
specific resources you'll need to equip it for your program.

Steps

List and Evaluate Potential Venues

Create A Detailed List Of The Resources
Needed



Steps - Providing Physical Space and Resources

@ List and Evaluate Potential Venues

The first step is to identify all possible locations where your incubator program's training sessions could be held. This could include
traditional spaces like classrooms or conference rooms, as well as more unconventional options like co-working spaces, community
centers, or even outdoor venues. Consider factors like capacity, amenities, accessibility, and cost as you brainstorm. Once you have
a list of potential venues, evaluate each one based on several key criteria.

Accessibility Cost overall Ratin

Venue Name Capacity Amenities (Transportation, (Rent, Additional (1-5) 2
Parking) Fees)

Wi-Fi, projector,
Example: whiteboard, Public . .
Co-working | 50 pax breakout rooms, transportation, $200/day 4 ngzlr?(l)lro::t‘uv\?;,kr:]odern design,
space kitchen, paid parking 9 9

coffee/tea
Add other venue




Steps - Providing Physical Space and Resources

@ Create A Detailed List Of The Resources Needed

Based on your evaluation, select the venue that best meets your program's needs and budget. Once the venue is chosen, create a
detailed list of the resources you'll need to equip it for your training sessions. This could include furniture, audiovisual equipment,

whiteboards, markers, refreshments, and any other materials required to deliver vour program effectively.
Resource Quantity Description Notes

Laptops/computers

Projector
Whiteboard/Flipchart

Markers/Pens

Notepads
Sticky Notes

Microphone

Speakers

A4 Extension cords

Refreshments

Add other resource




Mentoring & Coaching Support

When? Steps

This tool is designed to be used during the incubation phase of an
MSME's development, specifically when entrepreneurs need
guidance and support in various aspects of their business. It can
be implemented as a structured program within the incubator or
as an ongoing resource for entrepreneurs to access as needed. Mentor and Coach Matchmaking

What?

Assess The Mentoring And Coaching
Needs Of Each MSME

@ Facilitate Structured Engagement

This tool f idi hensi tori d
is tool focuses on providing comprehensive mentoring an Between Mentors and MSME

coaching support to MSMEs in incubators. It aims to connect
entrepreneurs with experienced mentors and coaches who can
provide valuable guidance, expertise, and support in areas such
as business strategy, marketing, finance, operations, and
leadership development.

How?

Assess the specific mentoring and coaching needs of each
MSME in the incubator through individual consultations or
surveys. Connect MSMEs with mentors and coaches who have
relevant experience and expertise in the areas identified. Create a
structured program or platform for regular interactions between
MSMEs and their mentors/coaches, including one-on-one
meetings, workshops, and group sessions. Track the progress
and impact of the mentoring and coaching relationships through
regular feedback and evaluations.



Steps - Mentoring & Coaching Support

@ Assess The Mentoring And Coaching Needs Of Each MSME

The first step in providing effective mentoring and coaching support is to gain a comprehensive understanding of each MSME's unique
challenges and aspirations. This involves conducting individual consultations or group workshops to assess their specific needs in
various areas of business development, such as business strategy, marketing, finance, operations, and leadership. Understanding these
needs will allow for the identification of appropriate mentors and coaches who can provide targeted guidance and support.

MSME Name:
Business . . Priority Level
Area Analysis Results Action Plan (High/Medium/Low)
Impact Demonstrates a good understanding of - Develop and implement more rigorous impact
their impact but could improve measurement tools and methodologies High
measurement methods. - Establish clear baselines and targets for impact
metrics.
Business Good understanding of the market, but - Conduct a comprehensive competitor analysis,
could conduct more in-depth competitor [including SWOT (Strengths, Weaknesses,
) analysis. Opportunities, Threats) and track key competitors' Medium
strategies, product offerings, and pricing.
- Develop strategies to differentiate from competitors
Add other points

1. Prioritize the areas where MSMEs need the most support based on an assessment of their existing knowledge and skills.
2. Use the information to identify appropriate mentors and coaches who have the relevant expertise and experience to address
these needs.



Steps - Mentoring & Coaching Support

@ Mentor and Coach Matchmaking

The second step involves carefully matching each MSME with mentors and coaches who possess the specific expertise and
experience required to address their identified needs. This requires a thorough understanding of the mentors' and coaches'
backgrounds, skillsets, and areas of specialization. It's crucial to ensure a good fit between the MSME and the mentor/coach to
foster a productive and mutually beneficial relationship.

Priority Level Mentor/Coach

MSME Name Area of Need Expertise/Experience

(High/Medium/Low) Name

(MSME 1) Impact High (Mentor Name) 15+ years of experience in impact measurement
and reporting

Business Medium (Coach Name) 10+ years of experience in operations
management and business strategy

Add other points

Review the completed needs assessment worksheets (Step 1) for each MSME.

Identify mentors and coaches who have the relevant expertise and experience to address the identified needs.

Consider factors such as industry experience, personality fit, and availability when making matches.

If possible, provide MSMEs with a choice of mentors/coaches to ensure a good fit.

Communicate the matches to both MSMEs and mentors/coaches, providing them with each other's contact information and
scheduling an initial meeting.

a s N



Steps - Mentoring & Coaching Support

@ Facilitate Structured Engagement Between Mentors and MSME

The third step involves creating a structured framework for regular interactions between MSMEs and their mentors/coaches. This may
include scheduling one-on-one meetings, group mentoring sessions, workshops, or online forums. It's also important to establish clear
expectations and goals for the mentoring/coaching relationship. Regular monitoring and evaluation of the progress and impact of
these relationships are crucial to ensure their effectiveness and identify areas for improvement.

MSME Name Mentor/Coach Frequepcy of Formgt of Goals of the Relationship Progress Tra}cklng &
Name Meetings Meetings Evaluation
MSME 1 Mentor Name Bi-weekly Online coaching Develop a comprehensive impact Bi "
sessions measurement system i-weekly progress reports
MSME 2 Mentor Name Monthly Group mentoring | Conduct a comprehensive competitor
sessions analysis and develop strategies to Monthly progress reports
differentiate from competitors
Add other points
) 1. Create a personalized engagement plan for each MSME and their mentor/coach.
2. Specify the frequency and format of meetings based on the needs and preferences of both parties.
3. Set clear and measurable goals for the relationship.
4. Establish a system for tracking progress and evaluating the impact of the mentoring/coaching relationship.
5. Regularly review and adjust the engagement plan as needed.
6. Encourage open communication and feedback between MSMEs and their mentors/coaches.



Assessing Investment Readiness

When? Steps

Use this tool when an MSME is considering seeking external
investment to fuel its growth. It's a valuable resource to assess
the MSME's current state of preparedness for investment and to the Business
identify areas that may require further development.

Create Comprehensive Information About

@ Create a List of Funding Providers
What?

This tool focuses on gathering essential information about the
MSME's structure, financial health, and growth potential. It also
helps identify potential funding sources that align with the
MSME's stage of development and needs.

How?

This tool is a guided worksheet. The MSME will complete each
section, providing accurate and up-to-date information. The
incubator can then review the completed worksheet to assess the
MSME's investment readiness and guide them toward suitable
funding options.



Steps - Assessing Investment Readiness

@ Create Comprehensive Information About the Business

Mission Statement

A brief statement of your social enterprise's purpose
and primary objectives

Providing detailed business information helps investors understand the enterprise's value proposition, market position, and impact

potential. You can help the MSMEs to show their readiness for investment and its potential for sustainable growth.

Our mission is to empower rural women through sustainable, fair-trade crafts
production and sales.

Vision Statement

A description of what your social enterprise aims to
achieve in the long term.

Our vision is to create a global marketplace for rural artisans, providing
economic independence and preserving cultural heritage.

Value Proposition

The unique value your social enterprise offers to
customers and beneficiaries.

We offer high-quality, handmade crafts that support fair wages and community
development in rural areas.

Business Model

Explanation of how your social enterprise makes
money and sustains its impact.

We operate a direct-to-consumer online platform selling crafts, with 70% of
profits reinvested into community projects.

Market Analysis An overview of your target market, including size, The global market for handmade crafts is growing, with increasing consumer
growth potential, and key trends. interest in ethically produced goods. Our target market includes ethically
conscious consumers in North America and Europe, with a projected market
v size of $2 billion by 2025.

Financial Summary of your social enterprise's financial health, | Our annual revenue is $250,000, with a profit margin of 15%. We have seen a
Performance including key metrics. 20% revenue growth year-over-year, and our crafts support 50 artisans.

1. Fill out each section with accurate and detailed information about MSMEs.

2. Use the example provided as a guide for the type and level of detail required.

3. Ensure all information is up-to-date and reflects your current business status.

4. Create a pitch deck that includes all information, complemented with relevant images, graphs, and infographics to attract

understanding and engagement.




Steps - Assessing Investment Readiness

@ Create a List of Funding Providers

Funding Provider

Type of Funding

Criteria for Application

Contact Information

This step involves identifying and listing potential funding sources that align with your MSME's needs and growth goals. You can
streamline the process of seeking investment by researching and compiling a list of investors, venture capitalists, grants, and other

Application Deadline

business models and strong market
presence.

+222-333-4444

Microfinance Bank Microloan MSMEs with less than $500,000 in annual | contact@microfinancebank.com, Rolling
revenue. +123-456-7890

Local Business Government MSMEs operating within the state, grants@localbusiness.gov, +987- March 31

Grant Grant focusing on innovation and job creation. 654-3210

Community Angels Angel Investment | Early-stage MSMEs with innovative info@communityangels.com, +555- Quarterly
products and proof of concept. 123-4567

SME Growth Fund Venture Capital Growth-stage MSMEs with scalable applications@smegrowthfund.com, June 30

Industry Association
Fund

Grant

MSMEs in specific industries such as
tech, agriculture, or manufacturing.

apply@industryassociationfund.org,
+111-222-3333

September 15

Add other funding provider




Assessing Market Readiness

When? Steps

Use this tool when MSMEs need to assess the readiness of their
products or services for the market, ensuring they understand
customer needs and market dynamics.

Define Research Objectives and Questions

Conduct Primary Research

What?

This tool helps MSMEs conduct comprehensive market research @ Analyze Secondary Data

to gauge the demand, competition, and potential for their
offerings, enabling informed business decisions.

How?

Use this Worksheet to guide MSMEs through systematic data
collection, analysis, and interpretation, to help them identifying
market opportunities and mitigating risks effectively.



Steps - Assessing Market Readiness

@ Define Research Objectives and Questions

In this step, MSMEs clarify the purpose of their market research by defining specific objectives and formulating relevant research
questions. Clear research objectives help focus data collection efforts and ensure that the obtained information addresses the
business's key concerns. Outlining the scope and goals of the research will help MSMEs to effectively guide their market analysis
towards actionable insights that support informed decision-making.

Objective Research Questions

Identify target market segments e  What are the demographics of potential customers?
e  Where are potential customers located?
e  What are the psychographic characteristics of potential customers?

Assess market demand and size e  What is the current size of the target market?
e How has the market demand trended over the past year?
e  What are the projected growth rates for the market?

Understand customer needs and preferences e  What are the key factors influencing customer purchasing decisions?
\4 e How do customers perceive the quality and value of existing products/services?
e  What channels do customers use to seek information about products/services?

Competitor Analysis e  Who are the primary competitors in the market?

e  What are the strengths and weaknesses of each competitor?

e How do competitors differentiate themselves in terms of product/service
offerings?

e List the main objectives of your market research.
e Formulate specific research questions that will help achieve each objective.

e Ensure that each question is clear, relevant, and directly related to the corresponding objective.



Steps - Assessing Market Readiness

@ Conduct Primary Research

In this step, MSMEs gather firsthand information directly from their target market through various primary research methods such as
surveys, interviews, focus groups, or observation. Engaging with potential customers and stakeholders will provide MSMEs with
vaIuabIe insights into consumer preferences behaviors, and needs. Prlmary research enables MSMEs to collect data tailored to their

Primary
Research Description Target Market Questions List
Method
Surveys Structured Small business owners in e  What challenges do you face in technology adoption?
questionnaires the technology sector e How do you currently source technology solutions?
distributed to e  What are your future technology needs and priorities?
respondents
Interviews One-on-one discussions | Start-up founders e  What sustainability practices are important to you?
with targeted interested in e How do you integrate sustainability into your business?
respondents sustainability
v Focus Groups Group discussions to Young adults aged 18-25 e  What are your favorite fashion brands and why?
explore opinions and interested in fashion e How do you discover and purchase new fashion items?
attitudes
Observation Direct observation of Families with young e  What activities do children engage in at the park?
customer behavior children at a local park e How do families interact with each other and the
space?
e Select the primary research method(s) that align with your research objectives, target audience, and market segment.
e Design appropriate survey questions or interview scripts tailored to gather relevant information from the identified target market.
e Implement the chosen primary research method(s) to collect data from your target market.
[

Ensure the data collection process is conducted ethically and respects respondents’ privacy and preferences.



Steps - Assessing Market Readiness

@ Analyze Secondary Data

In this step, MSMEs gather and analyze existing information and data sources related to their industry, market, and target audience.
Secondary data sources may include industry reports, market studies, academic publications, government statistics, and online
databases. Examining secondary data helps MSMEs to gain insights into market trends, competitor strategies, and consumer
behavior, supplementing their primary research findings and providing a broader context for decision-making.

Secondary Data  Description Report Name Insights from Report
Source
Industry Reports | Comprehensive analysis of Tech Industry Trends e Increased demand for Al solutions in tech sector
market trends and industry 2023 e  Growing market share of cloud computing services
dynamics
Market Studies Research studies focusingon | Sustainable Fashion e  Rising consumer interest in eco-friendly fashion
specific market segments Consumer Behavior e  Preference for brands with transparent supply
chains
Academic Scholarly articles and journals | Journal of Small e Importance of digital marketing for SMEs
) Publications providing industry insights Business Economics e Factors influencing entrepreneurial success
Government Official data collected and U.S. Census Bureau e  Population demographics and trends
Statistics published by governmental e  Regional economic indicators
agencies
1. Identify relevant secondary data sources that provide information relevant to your research objectives.
2. Collect and compile secondary data from credible sources
3. Analyze the gathered secondary data to extract key findings, trends, and insights relevant to your market research objectives.
4. Cross-reference secondary data findings with primary research results to validate and enrich your understanding of the market

landscape.



Access to Funding and Investor Networks

When?

This tool is designed to be used during the incubation phase when
MSMEs are actively seeking funding and investment
opportunities. It can also be used as an ongoing resource to help
MSMEs build and maintain relationships with potential investors
and stakeholders in the financial ecosystem.

What?

This tool focuses on providing MSMEs with the resources and
guidance needed to access funding and investor networks. It
includes a worksheet for mapping out potential investors and
stakeholders, as well as strategies for building relationships and
preparing for investor pitches.

How?

Research and identify potential investors and stakeholders who
align with the MSME's industry, stage of development, and
funding needs. Use the worksheet to map out existing
relationships with investors and stakeholders, as well as potential
connections that could be made.

Steps

Identify Potential Investors And
Stakeholders

Map Out Existing and Potential
Relationships



Steps - Access to Funding and Investor Networks

@ Identify Potential Investors And Stakeholders

The first step in accessing funding and investor networks is to identify potential investors and stakeholders who align with the MSME's
specific needs and goals. This requires thorough research into various types of investors, such as venture capitalists, angel investors,
private equity firms, banks, and government agencies. Understanding their investment preferences, focus areas, and stage of
investment will help MSMEs target the right investors and increase their chances of securing funding. Additionally, identifying other
stakeholders like industry experts, mentors, and advisors can provide valuable guidance and support throughout the fundraising

pr Investor/Stakeholder Name Investment Stage of Contact Notes
Type Focus Investment Information

National Agency

Venture Capital Firm | ABC Ventures Renewable Seed to Series B| Link to LinkedIn | Strong track record in renewable energy
energy Profile industry
Angel Investor Joe Smith E-commerce | Seed to Early Email address Active in local MSMEs community
businesses Stage
Private Equity Firm Beta Capital Growth-stage | Series B and Phone number Focus on sustainable businesses
Partners companies beyond
Bank DEF Bank Small All stages Website link Offers government-backed loan programs
business
loans
Government Agency | SME Grants for Varies Email address Supports specific industries
Development MSMEs

Add other type

a s N =

Research different types of investors and stakeholders relevant to your MSME's industry and stage of development.
Use online resources, industry reports, and networking events to identify potential investors and stakeholders.

Gather information about their investment focus, stage of investment, and contact information.

Make notes on any relevant details, such as their track record, areas of expertise, or connections to other stakeholders.
Prioritize the most promising investors and stakeholders based on their alignment with your MSME's needs and goals.



Steps - Access to Funding and Investor Networks

@ Map Out Existing and Potential Relationships

Once potential investors and stakeholders have been identified, the next step is to map out existing relationships and identify
potential connections that can be leveraged. This involves visualizing the network of people and organizations that can provide
access to funding and support. It can be helpful to create a visual map or diagram to illustrate these relationships. This step helps
MSMEs understand their current network and identify gaps where new connections need to be made.

SME Development
National Agency

1. Place your MSME in the center of the diagram

2. Add the names of identified investors and
stakeholders around the MSME

3. Use straight lines to indicate existing relationship
between MSME and investors/stakeholders

4. Use dotted lines to indicate potential connections
that can be made between MSME and
investors/stakeholders

5. Identify any gaps in your network where new

2 connections need to be made

ABC Ventures

Venture Capital
Firm

Government Agency

Joe Smith DEF Bank

Angel Investor




Networking and Collaboration Opportunities

When?

This tool is designed to be used throughout the incubation phase
to foster a collaborative environment and encourage networking
among MSMEs, mentors, industry experts, and potential
investors. It is especially valuable during the early stages when
businesses are seeking to build relationships, gain exposure, and
access resources.

What?

This tool provides a framework for creating and facilitating
networking and collaboration opportunities for MSMEs within the
incubator ecosystem. It aims to connect entrepreneurs with
potential partners, customers, suppliers, and mentors, enabling
them to share knowledge, exchange ideas, and explore
collaborative ventures.

How?

Assess the specific networking and collaboration needs of each
MSME in the incubator through individual consultations or
surveys. Plan and host various networking events, such as
workshops, seminars, pitch competitions, and social gatherings,
to facilitate interactions between MSMEs and relevant
stakeholders. Connect MSMEs with potential partners, customers,
suppliers, and mentors based on their needs and interests.

Assess The Networking And
Collaboration Needs

Create Investor and Partner Database
Organize Diverse Networking Events And
Activities

Follow Up Interaction from Networking
Opportunities



Steps - Networking and Collaboration Opportunities

@ Assess The Networking And Collaboration Needs

The initial step in facilitating networking and collaboration opportunities involves gaining a comprehensive understanding of each
MSME's unique networking goals and interests. This can be achieved through individual consultations, surveys, or group discussions.
By identifying their specific needs and preferences, incubators can tailor networking events and activities to ensure maximum
relevance and impact. This step sets the foundation for effective networking strategies that align with the MSMEs' business

MSME Name Specific Interests Desired Outcomes

(MSME 1) Connecting with businesses in the waste Gain insights into the waste management industry, build relationships
management industry, learning about industry with potential partners or collaborators, identify new business
trends and best practices, finding potential opportunities in the industry
partners for collaborations

(MSME 2) Finding reliable suppliers of plastic waste, Secure reliable suppliers, increase sales and revenue, establish
expanding customer base in Java and Bali, strategic partnerships with key players in the supply chain
building relationships with key stakeholders in the
waste management supply chain

M (MSME 3) Connecting with potential investors who are Raise capital, attract investment, gain exposure to the investor

interested in impact-driven businesses, pitching  |community, receive feedback on business ideas
business ideas, securing funding

(Add other points)




Steps - Networking and Collaboration Opportunities

@ Create Investor and Partner Database

In this step, a comprehensive database of potential investors, partners, and other relevant stakeholders is created. This database
should include contact information, areas of interest, investment preferences (for investors), and partnership capabilities. This

serves as a valuable resource for connecting

Investor Name

Green Impact Ventures

Contact

Information

(email protected)

Investment Stage

Early-stage

MSMEs with suitable collaborators.

Investment Focus

Circular Economy, Waste
Management

Investment Range

$100,000 - $1M

Additional Notes

Focus on Indonesia

CleanTech Partners

(email protected)

Growth-stage

Sustainable Technologies

$500,000 - $5M

Experience in Southeast Asia

Social Impact Fund

(email protected)

Seed-stage

Social Enterprises

$50,000 - $500,000

Strong network in Java and Bali

Add other investors name

Partner Name

Waste Management
Association of Indonesia

Contact
Information

(email protected)

Industry/Sector

Waste Management

Expertise/Capabilities

Industry knowledge,
networking events

Partnership Interests

Collaborations on
projects, advocacy

Additional Notes

National reach

Plastic Recycling
Indonesia

(email protected)

Recycling

Processing of plastic waste,
technical expertise

Supply of recycled
plastic, joint ventures

Focus on PET and HDPE

Bali Waste Cycle

(email protected)

Waste Collection

Expertise in Bali, community
engagement

Collection of plastic
waste, education
programs

Strong network in Bali
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Steps - Networking and Collaboration Opportunities

@ Organize Diverse Networking Events And Activities

The second step involves organizing a wide range of networking events and activities to cater to the diverse needs and interests of the
MSMEs in the incubator. These events can take various forms, such as workshops, seminars, pitch competitions, industry meetups,
social gatherings, and online forums. The key is to create a vibrant and engaging environment where MSMEs can connect with each
other, industry experts, potential partners, customers, suppliers, mentors, and investors.

Event/Activity Type of Event  Target Audience Date Time Location Description

Name

Industry Networking MSMEs in the waste |15June  [10.00- Coworking Informal gathering for MSMEs to connect

Meetup event management industry |2024 17.00 Space with each other, share experiences, and
discuss industry trends

Pitch Pitch event MSMEs seeking 12 10.00 - Hall Opportunity for MSMEs to pitch their

Competition funding and investors [November |15.00 business ideas to potential investors and

2024 receive feedback
Mentor Speed |Networking MSMEs seeking 9 February (10.00 - Office Structured event where MSMEs have short
Dating event mentorship and 2025 14.00 one-on-one meetings with multiple mentors
v experienced mentors to explore potential mentoring relationships
Social Mixer Social event All MSMEs in the 7 April 10.00 - Meeting Informal gathering for MSMEs in the
incubator 2025 14.00 Room incubator to socialize, network, and build

relationships

Add other event/activitiy

Plan a variety of events and activities throughout the incubation period.
Consider the different networking needs and interests of the MSMEs.

Choose appropriate formats and venues for each event.
Track attendance and gather feedback to evaluate the effectiveness of the events.

N =



Steps - Networking and Collaboration Opportunities

@ Follow Up Interaction from Networking Opportunities

The final step involves actively facilitating introductions and collaboration between MSMEs and relevant stakeholders. The incubator
can also play a role in facilitating partnerships or other forms of collaboration between MSMEs. By actively fostering collaboration, the
incubator can create a thriving ecosystem where MSMEs can leverage each other's strengths and resources to achieve their goals.

Stakeholder Type of
MSME Name P Date of Introduction Follow-up Actions Outcomes
Name Stakeholder
MSME 1 (Investor Name) | Potential Investor |12 November 2024 |Scheduled a follow-up meeting | Investor expressed interest in
to discuss investment further due diligence
opportunity
MSME 2 (Business Partner)| Potential Partner |7 April 2025 Explored potential Identified a potential co-creation
collaboration opportunities product opportunity, further
discussions in progress
Add other points
) 1. Keep track of all introductions made between MSMEs and stakeholders.
2. Note the type of stakeholder and the date of introduction.
3. Document any follow-up actions taken, such as meetings, calls, or emails.
4. Track the outcomes of the introductions, such as new partnerships, investments, or collaborations.
5. Use the information to identify successful strategies and areas for improvement.



Monitoring and Evaluation of MSMEs

When?

This tool is designed for business owners or mentors who are
guiding mentees through the process of starting or growing a
business. It's particularly useful during the early stages when
consistent monitoring and evaluation are crucial for success.

What?

This is a monitoring and training worksheet that helps track the
progress of a mentee's business. It includes sections to list
mentors, log business progress, and record monitoring and
evaluation findings. This provides a structured way to document
the mentoring process and assess the business's development.

How?

Begin by listing the mentors involved in the process. Then,
regularly update the business progress log with key milestones
and achievements. After each mentoring session or evaluation
period, fill out the monitoring and evaluation log with
observations, feedback, and action plans. This will create a
comprehensive record of the business's journey and the guidance
provided.

Steps

Q
®
©

List All Mentors Involved

Regularly Update The Business
Progress Log

Regularly Update The Monitoring And
Evaluation Log

Conduct Satisfaction Surveys



Steps - Monitoring and Evaluation of MSMEs

@ List All Mentors Involved

The first step is to clearly identify people who will be involved in the mentoring process. This may include experienced
entrepreneurs, industry experts, or business consultants. Having a diverse group of mentors can provide the mentee with a wide

range of perspectives and expertise.

Title/Area of Expertise Contact Information

Mentor Name

(Mentor 1 Name) (Expertise) (Email/Phone)

(Mentor 2 Name) (Expertise) (Email/Phone)

(Mentor 3 Name) (Expertise) (Email/Phone)

1.  Fill in the names of all mentors who will be providing guidance and support to the mentee.

2. Include their title or area of expertise to provide context for their involvement.
3. Make sure to include their contact information (email and/or phone number) for easy communication.




Steps - Monitoring and Evaluation of MSMEs

@ Regularly Update The Business Progress Log

Regularly tracking the business's progress is essential for identifying successes, challenges, and areas for improvement. This log

serves as a historical record of the business's journey and provides valuable insights for both the mentee and the mentors.
MSME Name Date Analysis Results  Action Plan Current Progress Next Steps

MSME 1 15/06/2024 | Demonstrates a Develop and - Conducted research on best - Identify metrics tied to
good implement more detail | practices in impact Theory of Change of the
understanding of | impact measurement measurement enterprise
their impact but tools and - Drafting Theory of Change of
could improve methodologies the enterprise
measurement
methods.

Add more log

1. Inthe "Preparing SMEs for Incubation" phase, you have assessed each MSME's current knowledge and skill levels, documented

v in the "Analysis Results" column. Based on this analysis, a tailored action plan was developed for each MSME, outlining specific
steps to be taken in preparation for the incubation phase. These action plans are detailed in the "Action Plan" column.

2. During each mentoring session, document MSME's progress in the "Current Progress" column and decide the next actionable
step they will take in the “Next Steps” column. This step should align with their overall action plan and current progress.




Steps - Monitoring and Evaluation of MSMEs

@ Regularly Update The Monitoring And Evaluation Log

This step involves regular meetings or check-ins between the mentee and the mentors to assess progress, provide feedback, and
develop action plans. These evaluations help to ensure that the business is on track and that the mentee is receiving the necessary
guidance and support.

Mentor Name:

MSME Name Observations Feedback Next Steps

MSME 1 15/06/2024 The enterprise currently Identify metrics tied to Theory of Change
tracks basic financial The enterprise needs to of the enterprise
metrics but lacks a identify and define key metrics

comprehensive system | that directly measure the
to measure the social or | progress towards achieving

environmental impact the outcomes outlined in the
outlined in its Theory of | Theory of Change.
Change.

Add more log

1. Document mentor observations about the enterprise's current practices in the "Observations" column

2. Provide constructive feedback based observations, highlighting areas where the enterprise can improve its processes in the
"Feedback" column.

3. Develop actionable next steps to address the feedback and strengthen the enterprise's ability to track its progress towards
achieving the goals in the Next Steps" column.



Steps - Monitoring and Evaluation of MSMEs

Conduct Satisfaction Surveys

This step involves gathering feedback from MSMEs about their experience in the program through satisfaction surveys. The survey
should cover various aspects, such as the quality of mentorship, the relevance of training materials, and the overall impact on their
business. This feedback is crucial for evaluating the program'’s effectiveness and making necessary improvements.

Question Rating (1-5) Comments/Suggestions

How satisfied are you with the quality of
mentorship you received?

How relevant were the training materials
and resources to your business needs?

How has the program impacted your
business growth and development?

What aspects of the program did you find
\’ most valuable?

What suggestions do you have for
improving the program?

Create a survey questionnaire that covers key aspects of the program and elicits both quantitative and qualitative feedback.

Send the survey to MSMEs at the end of the program or at regular intervals throughout the program.
Review the survey responses to identify trends, areas of strength, and areas for improvement.

Use the feedback gathered to make necessary adjustments to the program to improve its effectiveness and impact.

HonNn -
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Preparing Market Day and Demo Day

When? Steps

This tool is designed to be used during the planning and
execution of Market Day/Demo Day events. It is particularly useful
when the event aims to showcase MSMEs to potential investors,

partners, and customers, and when there's a need to secure @ Identify And Analyze Potential Partners
funding or establish collaborations. For Supporting MSMEs

Prepare The Event Objectives And
Logistics

What?

This tool includes guidelines for organizing an exhibition/demo
day and partnership mapping to help incubator operators
systematically prepare for the event and identify potential
partners to support MSMEs growth.

How?

Start by using the guideline for Exhibition/Demo Day to plan the
event's key aspects, followed by the partnership mapping
worksheet to identify and evaluate potential partners. Ensure each
detail, from participant selection to event promotion, is carefully
documented and managed.



Steps - Preparing Market Day and Demo Day

@ Prepare The Event Objectives And Logistics

Details Notes

Item
The initial step involves clearly

articulating the goals of the Market Event (Briefly describe the purpose and
Day/Demo Day event. These goals could Description | format of the event)
include attracting investors, securing ]

. . - Event - Attract (Number) investors
partnerships, generating leads, or raising o . }

> Objectives interested in (Industry/Sector)

awareness for the participating MSMEs. - Secure (Number) partnerships
Defining the target audience, whether it's with (Types of partners)

- Generate (Number) leads for
participating MSMEs
- Raise awareness for (Number)

angel investors, venture capitalists,
potential customers, or industry partners,

will help tailor the event's content and MSMEs in the (Industry/Sector)
format to resonate with the intended
attendees. Target - Angel investors

Audience - Venture capitalists

- Industry experts
- Potential customers

M - Media
List of - (Name) - Title/Expertise Confirm speaker availability
Speakers - (Name) - Title/Expertise
- (Name) - Title/Expertise
Event - (Time) - Registration and
Agenda Networking

- (Time) - Opening Remarks
- (Time) - Keynote Speaker
- (Time) - Business Pitches

- (Time) - Panel Discussion
- (Time) - Networking Reception 115>




Steps - Preparing Market Day and Demo Day

@ Prepare The Event Objectives And Logistics

The initial step involves clearly articulating Item Deta s Notes
the goals of the Market Day/Demo Day Logistics - Venue: (Name, Address) Coordinate with venue
event. These goals could include attracting Preparation | - Date: (Date) manager
investors, securing partnerships, generating - Time: (Time) _
leads, or raising awareness for the 'Cate””g- (Provider) .
o o - AV Equipment: (Provider)
participating MSMEs. Defining the target - Registration: (Process)
audience, whether it's angel investors,
venture capitalists, potential customers, or Visual - Event Website: (URL) Design and print

Material - Social Media Graphics: (Description) | materials
- Pitch Deck Templates: (Available)
- Promotional Video: (Link)

industry partners, will help tailor the event's
content and format to resonate with the Preparation
intended attendees.

Event - Social Media Campaigns: Start promotion two
Promotion (Platforms, Hashtags) months prior

- Press Releases: (Outlets)
- Email Marketing: (List)

- Paid Advertising: (Budget)

Funding - Sponsorships: (List of potential Identify and approach
sponsors) potential sponsors

- Ticket Sales: (Pricing)

- Grants: (Potential sources)

(Add other items)




Steps - Preparing Market Day and Demo Day

@ Identify And Analyze Potential Partners For Supporting MSMEs

Partner Type

Industry
Associations/Networks

Potential Partners

(Industry Association Name)

Value Proposition

- Industry knowledge, networking
opportunities, advocacy

Alignment with MSME Needs

- Connecting with industry players,
learning best practices,
collaborating on projects

Waste Management

(Company Name)

- Expertise in waste collection and

- Expanding customer base in

potential for fair trade
partnerships

Companies management, community Java and Bali, learning about
engagement waste management practices
Suppliers (Supplier Name) - Access to local waste streams, - Diversifying supply of plastic

waste, building relationships with
local communities

Customers/Off-takers

- Recycled product manufacturers

- Demand for recycled plastic
materials

- Expanding customer base for
recycled products

- Retailers, e-commerce platforms

- Access to consumers, potential
for sustainable product
partnerships

- Increasing sales of recycled
products, raising brand awareness

Impact Investors

(Investor Name)

- Investment in circular economy
and waste management

- Securing funding, access to
investor network

Government Agencies

(Government Agency Name)

- Regulatory oversight, policy
development

- Understanding regulations,
potential for public-private
partnerships

(Add other partner type)

1. Brainstorm a list of potential partners based on the needs of the participating MSMEs and the overall goals of the incubator

or ecosystem.

aprLN

Categorize the partners into different types (e.g., investors, mentors, service providers, corporate partners).

Research each potential partner to understand their value proposition, areas of expertise, and resources they can offer.
Assess the alignment between each partner's offerings and the specific needs of the MSMEs.

Prioritize partners based on their potential impact and relevance to the enterprise’s growth.

O




Steps - Preparing Market Day and Demo Day

@ Identify And Analyze Potential Partners For Supporting MSMEs

Customers Community
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Follow-up Support

When?

This tool is designed to be used during the post-incubation phase,
immediately after MSMEs have completed an incubation
program. It's also valuable for ongoing evaluation of the
program's effectiveness and to provide continuous support to
alumni.

What?

This tool comprises a Follow-up Survey Form to evaluate the
effectiveness of support programs and a Roadmap Support
worksheet to help MSMEs plan and track their progress towards
specific goals after the incubation phase.

How?

Start by using the Follow-up Survey Form to collect feedback from
incubator alumni about their experiences and needs. Then, use
the Roadmap Support worksheet to assist MSMEs in developing
and following a structured plan for their post-incubation growth.

Steps

Gather Feedback From Incubator
Alumni

Analyze Survey Responses For
Improvement

Develop Roadmaps To Guide Post-
Incubation Growth.



Steps - Follow-up Support

@ Gather Feedback From Incubator Alumni

The initial step in the post-incubation phase involves collecting comprehensive feedback from MSMEs that have recently graduated
from the incubator program. This is achieved through a detailed survey designed to gauge their satisfaction with various aspects of the
program, identify areas where they need further support, and assess the overall impact of the incubation experience on their business.
The feedback collected serves as a valuable resource for evaluating the program's effectiveness and identifying areas for
improvement.

Question Rating (1-5) Comments/Suggestions

Overall, how satisfied are you with the
incubation program?

How satisfied are you with the quality of
mentorship provided during the program?

How helpful were the workshops and
training sessions in developing your
business?

How satisfied are you with the
networking opportunities provided during
the program?

How well did the program prepare you for
the challenges of running your business
post-incubation?

What specific areas of your business do
you need further support with? (e.g.,
funding, marketing, operations)

What suggestions do you have for
improving the incubation program?

Add other question




Steps - Follow-up Support

@ Analyze Survey Responses For Improvement

The second step involves a thorough analysis of the survey responses collected from the incubator alumni. This analysis aims to
identify patterns and trends in the feedback, highlighting the program's strengths and weaknesses. By understanding the areas where
the program excelled and where it fell short, incubator operators can make data-driven decisions to improve the program's
effectiveness and better meet the needs of future participants.

Question Average Rating Key Themes/Findings

Overall satisfaction

Mentorship quality

Workshop/training relevance

Networking opportunities

Post-incubation preparedness

Areas needing further support

Suggestions for improvement

1. Calculate the average rating for each survey question.

2. Review the comments and suggestions to identify recurring themes or common issues raised by the alumni.

3.  Summarize the key findings in the table, highlighting areas where the program performed well and areas that need
improvement.

4. Based on the analysis, prioritize actions for improving the program in the most impactful areas.



Steps - Follow-up Support

@ Develop Roadmaps To Guide Post-Incubation Growth.

The final step involves creating customized roadmaps for each enterprise to guide their growth and development beyond the
incubation program. These roadmaps outline specific goals, strategies, and action steps tailored to the individual needs and
aspirations of each enterprise. A structured roadmaps help MSMEs navigate the challenges of post-incubation life and increase
their chances of long-term success.
MSME Name:
Area Goals Strategies Timeline Resources Needed
Funding Secure (Amount) in funding by - Apply for grants/loans - (Start Date) - (End Date) |- Financial projections -
(Date) Business plan
- Pitch to investors - (Start Date) - (End Date) |- Pitch deck
Marketing Increase brand awareness by - Develop marketing plan |- (Start Date) - (End Date) |- Marketing budget -
(Percentage) in (Timeframe) Marketing
team/consultant
- Launch social media - (Start Date) - (End Date) |- Social media platforms
campaigns
Sales Increase sales by (Percentage) in |- Expand into new markets |- (Start Date) - (End Date) |- Market research
M (Timeframe) - Develop new sales - (Start Date) - (End Date) |- Sales team/consultant
channels
Partnerships Establish (Number) strategic - Identify potential partners |- (Start Date) - (End Date) |- Networking events
partnerships by (Date) - Attend industry - (Start Date) - (End Date) |- Travel budget
conferences

—_—

Meet with each MSME to discuss their post-incubation goals and challenges.

2. Work with each MSME to develop a personalized roadmap that outlines their specific goals, strategies, timelines, and
resources needed.
3. Schedule regular check-ins with MSMEs to review their progress, update their roadmaps as needed, and provide ongoing
support and guidance.



Alumni Network

When? Steps

Use this tool after MSMEs complete the incubation program to Define P Roles. And E i Of

build and maintain a robust alumni network that facilitates € |ne. urpose, Roles, And Expectations
Alumni Network

ongoing collaboration, resource sharing, and business
development opportunities.

What?

This tool is designed to be used as soon as the first cohort of
MSMEs graduates from the incubator program. It is an ongoing
process that helps establish and maintain a thriving alumni
network.

How?

Develop and distribute the Terms of Reference to all alumni
members, ensuring they understand the objectives, expectations,
and benefits of participating in the network. Use this framework to
guide the activities and governance of the alumni network.



Steps - Alumni Network

@ Define Purpose, Roles, And Expectations Of Alumni Network

The first step involves clearly outlining the expectations for alumni participation in the network. This includes defining their roles as
mentors, advisors, speakers, or potential investors for future cohorts. Additionally, it specifies their responsibilities, such as attending

Section
Objectives of the Alumni e Create a space for alumni to connect, share experiences, and collaborate
Network e Encourage the exchange of insights, expertise, and best practices among alumni
e  Offer access to resources, mentorship, and networking opportunities for alumni and incubator
participants

e Showcase alumni success stories and raise awareness of the incubator's impact

Scope of Cooperation e Providing guidance and support to current incubator participants

e  Offering expertise and insights on specific business challenges

e Sharing experiences and knowledge at incubator events

e Potentially investing in promising enterprises from future cohorts

e Provide feedback to the incubator on program effectiveness and areas for improvement
e  Promote the incubator and its programs to their networks

Benefits for Alumni e Access to ongoing mentorship, business advice, and resources from the incubator

e  Connect with fellow alumni, mentors, investors, and industry partners

e Access to workshops, webinars, training programs, and funding opportunities

e  Opportunities to showcase their businesses and achievements through the incubator's platforms
e  Be part of a supportive community of like-minded entrepreneurs

Communication Channels e  Regular newsletters and updates on events and opportunities via email
e Adedicated WhatsApp group for alumni to connect and share information.
e Updates and engagement on the incubator's social media channels.




Monitoring and Evaluation of The Program

When? Steps

Use the post-program survey tool immediately after the
completion of the incubation program to gather feedback from
participants while their experience is fresh in their minds, ensuring
accurate and relevant data for program evaluation.

Develop The Post-Program Survey

Distribute The Survey

What? @ Analyze The Responses To Identify Key
Findings

The post-program survey tool is designed to gather structured
feedback from participants after they have completed an
incubation program. It aims to evaluate the effectiveness of the
program, identify areas for improvement, and ensure that future
programs meet the needs of MSMEs.

How?

Distribute the post-program survey to participants immediately
after the completion of the incubation program. Encourage honest
feedback by assuring anonymity if necessary. Collect and analyze
the responses to assess overall satisfaction, whether the program
met expectations, likelihood of recommendation, suggestions for
improvement, and beneficial learning experiences.



Steps - Monitoring and Evaluation of The Program

@ Develop the Post-Program Survey

This step involves crafting a thoughtful and comprehensive questionnaire that will capture the essential feedback from your incubator
program participants. The goal is to design questions that elicit both quantitative (measurable) and qualitative (descriptive) data to
gain a holistic understanding of the program's impact and areas for improvement.

Question Type Example Question Purpose

Overall Satisfaction (Quantitative) [On a scale of 1-5, how satisfied are you with the overall To gauge overall participant satisfaction.
incubator program experience?

Expectations Met (Quantitative) Did the incubator program meet your expectations? To assess alignment between expectations and
(Yes/No/Somewhat) program delivery.

Recommendation Likelihood How likely are you to recommend this program to a fellow |To measure the program's perceived value and

(Quantitative) entrepreneur? (Scale of 1-10) potential for attracting future participants.

Suggestions for Improvement What are your suggestions for improving the incubator To gather specific feedback for program

(Qualitative) program in the future? improvement.

Most Beneficial Learning What was the most valuable learning experience you To identify the program's most impactful

\d (Qualitative) gained from the program? elements.

1. Begin by brainstorming a wide range of questions across different categories (satisfaction, expectations, recommendations,
improvements, impact).

2. Select the most relevant and impactful questions, ensuring a balance between quantitative and qualitative data.

3. Organize the questions logically and consider using a combination of rating scales, multiple-choice, and open-ended
questions.

4. Conduct a pilot test with a small group of participants to refine the survey's clarity and effectiveness.



Steps - Monitoring and Evaluation of The Program

@ Distribute The Survey

Question Type

Overall
Satisfaction
(Quantitative)

Example Question

On a scale of 1-5, how
satisfied are you with the
overall incubator program
experience?

Once your post-program survey questionnaire is finalized, the
next step is to efficiently distribute it to all program participants.
The timing of distribution is crucial;, aim to send the survey as
soon as possible after the program's conclusion while their

Purpose

To gauge overall
participant satisfaction.

Expectations

Did the incubator program

To assess alignment

Met meet your expectations? between expectations
(Quantitative) | (Yes/No/Somewhat) and program delivery.
Recommendati | How likely are you to To measure the

on Likelihood recommend this program | program's perceived
(Quantitative) | to a fellow entrepreneur? value and potential for

(Scale of 1-10)

attracting future
participants.

Suggestions for
Improvement
(Qualitative)

What are your suggestions
for improving the incubator
program in the future?

To gather specific
feedback for program
improvement.

Most Beneficial
\ Learning
(Qualitative)

What was the most
valuable learning
experience you gained
from the program?

To identify the
program's most
impactful elements.

Key Findings

Analyze The Responses To Identify

The final step involves analyzing the data gathered from your post-
program survey to extract meaningful insights. This analysis will
help you identify the program's strengths, weaknesses, and areas
where improvements can be made.

Analysis Type

Quantitative Data
Analysis

Example

Calculate average
satisfaction ratings,
percentage of
participants who
would recommend the
program, etc.

Purpose

To quantify the overall
program impact and
identify trends.

Qualitative Data
Analysis

Identify common
themes, sentiments,
and suggestions
mentioned in open-
ended responses.

To gain deeper
insights into
participant
experiences and
gather specific

feedback.
Comparative Analysis [Compare responses |To identify any
across different variations in

participant groups
(e.g., by industry,
experience level).

experiences and tailor
future programs
accordingly.

©



Incubator Toolkit - Edition 1.0 (2024)

The Incubator Toolkit results from a collaborative partnership between the Koalisi Economy Membuni (KEM) members, the
SEED Indonesia Hub host Instellar and SEED. The Toolkit was co-created throughout a multi-step process building on the
lessons learned and inputs from the co-creation partners. The Toolkit is built on an approach and methodology coined by

SEED. It is designed to guide incubators in developing comprehensive programs from initial assessment to post-incubation
support tailored to the unique needs of MSMEs.

Toolkit License

This toolkit was co-created by members of the Koalisi Economy Membuni (KEM) and Instellar with the
support of SEED. It is provided under the Creative Commons License CC BY-SA. This license enables
reusers to distribute, remix, adapt, and build upon the material in any medium or format, so long as
attribution is given to the creators. The license allows for commercial use. If the user remixes, adapts, or
builds upon the material, the user must license the modified material under identical terms.
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