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1. What criteria is business plans assessed on?

Business plans will be assessed by an independent Selection Jury. Our criteria aim to reflect the assessment criteria of potential investors, like banks, microfinance institutions, venture capitalists, Business angles, local business people, etc…the overriding criterion being fundability and likelihood of actually becoming a viable business. The assessment criteria for grading are:

1. Personal Qualities and Entrepreneurial Background – (Personal motivation, entrepreneurial qualities and commitment to start the business, demonstrated knowledge of the product and experience in the sector) – 30%

2. Strategic relevance of the business idea - (Feasibility, market analysis, the potential for the idea, spin-off effects for local economy) – 30%

3. Profitability and (financial) sustainability – (Efficiency, revenues, innovativeness, payback period, existing buyers and business partners) – 30%

4. Social impact – Spin-offs on Local Economy – (Contribution to local job creation and local knowledge and skills) – 10% 
* SPARK recommends the partners not accept business plans that involve in;

· Production or trade in any product or activity deemed illegal under Rwandan laws or regulations or international conventions and agreements. 

· Production or trade in weapons and munitions, radioactive materials, products containing polychlorinated biphenyls (group of highly toxic chemicals) or ozone depleting substances subject to international phase out

· Activities involving harmful or exploitative forms of forced labor/child labor.

· Gambling, casinos and equivalent enterprises.
2. On which group should we focus promotion?

The target groups of the project are potential and existing entrepreneurs, women, youths, and other marginalised groups (ethnic minorities, refugees, etc.). The goal of the BPC is to filter the best entrepreneurs with the most viable business plans. So it is not only important to reach as many people as possible, but to reach the right people. It will be a challenge to reach these people, and we should use our partners and other organizations (business networks, Chambers of Commerce, Universities, youth networks etc) to do so. During the promotion, potential and existing entrepreneurs, women and vulnerable groups (ethnic minorities, youth) need to be motivated to consider becoming entrepreneurs. Partners are encouraged and supported to identify those targets that are most likely to start up.
3. How do we organize Selection? 
a. How to form the Selection Committee Jury?
· The jury will consist of 4 to 6 members: 

· All members should have extensive experience with assessing business plans and should have adequate knowledge about the local market(s).

· Examples of jury members could be successful entrepreneurs or former entrepreneurs (who owned successful business(es) in the past); loan officers at (microfinance) banks that get to judge business plans on their feasibility and expected profitability almost every day; venture capitalists; people that work for SME supporting organizations (but they need practical experience with working with SMEs, not so much expertise on SME policy); Try to keep the number of civil servants involved in the Jury as low as possible or even zero.
.
· Also on the Jury the partner is encourage to interest some local Business Angels (i.e. local business people) who is prepared to invest or co-invest in one of the business if they are of sufficient quality. 

· Each Jury member involved needs to sign a Jury Contract that includes a Declaration of Confidentiality. 

· The Jury should receive (if funding allow it) a symbolic remuneration or a gift to as a form of appreciation of the time input and travel or other expenses made. In principle the Jury members invest their time on a voluntary basis. The amount of the remuneration is decided upon with the potential and existing entrepreneurs, women and vulnerable groups (ethnic minorities, youth). Other forms of rewards, such as free promotion, putting company logos on the INES-BIC website in case the jury member is the owner of a company, could also be considered. Try not pay so much just a little appreciation that the incubation can afford.
· Prevention of conflict of interest: In case of the jury members is also working for the BDC/BIC as a coach/consultant clear agreements should be made. A jury member cannot evaluate plans that he/she advised in his/her role as coach/consultant. When this jury member is selected by one or more participant as a coach/consultant, this jury member should agree NOT to evaluate those plans in which he/she has been involved as a coach/consultant, OR step out of the jury.

· For transparency reasons SPARK advise to present the Jury members (and their background) on the INES BIC and SPARK websites. 
b. How will the Selection Committee assess plans?

· Jury member should be given a copy of the plan at least 1 week in advance. It is of course the best if each jury member reads all plans. When this is not possible, e.g. during time constraints, 2 or more teams can be formed. Each plan will be read by (a minimum of) 3 jury members. 
A day selected for the Business Plan Competition. 

· At least 3 days prior to the BPC day, the applicants/trainees to compete are given a short training on how to deliver an elevator pitch to prepare them to deliver on the day. 

· On the day, after an opening ceremony, each entrepreneur is given 5 minute to deliver their elevator pitch about their business and there is an additional 4 minutes for questions by the Jury. 

· SPARK partners will provide the jury members with evaluation sheets, where they can fill in the scores of each plan (from 1 - very poor, to 5 - excellent). The evaluation sheet needs to be signed by the Jury member and delivered to the BIC office (in person, by post or fax).

· The Partners and SPARK representatives calculates the final scores based on all Jury scores. The best plans are invited for a presentation/interview with the jury consisting of a presentation and the evaluation (marking)
· After each presentation/interview the Jury will evaluate the interviewed participant with a Score from 1.0 – 5.0 and formulate their feedback and advice to the participant. Scores up to 1 decimal are allowed to guarantee enough distinction between business plans.
· 1.0 - Very Poor

· 2.0 - Poor 

· 3.0 - Average

· 4.0 - Good

· 5.0 - Excellent 

· The partner and SPARK representatives are responsible for calculating final scores of all participants after the Jury interviews are finished. The final score is the average of the score of the business plan and the score of the interview/evaluation, i.e. (score business plan + score interview) / 2. (e.g.: (4.1 + 3.9) / 2 = 4.1).
c. How to define and announce winners?

· The BIC will define the winners on the basis of the final average scores of the Jury. Reward is made according to these guidelines.
· Final scores need to be approved with an external check on the procedure and calculation of winners).
· After officially announcing the winners, final scores are communicated to all participants, as well as the written feedback and advice of the Jury. This feedback may be very useful for participants once they start up their business or participate again in next year’s BPC. INES BIC partners are advised to only publish average scores, and not individual jury scores of each plan (keeping individual jury scores confidential may help to avoid jury members being harassed by (family members and friends of) BPC participants during the jury evaluation process!)
· Do not enter into too much discussion with participants about why 1 plan is better than the other. BIC partners simply calculate average scores, the evaluations have come from an independent Jury, guided by an ISO certified business plan procedure. 

· Important: When a participant receives a lower score for the interview then for the business plan the average final score will drop. It can happen consequently that the final score turns out lower than the score of a participant that has not been interviewed. It can (theoretically) happen that participants that have not been interviewed enter the top class. It should in that case be clear that:
· Business advice vouchers will NOT be awarded to non-interviewed/evaluated persons.

· Loans: the best business plans (of the final rating) should be referred to the bank. Exact details of the loan will then have to be agreed bilaterally between the participant and the bank. 

4. How do we guarantee confidentiality?
· All members of the BPC Selection Jury that are exposed to the business concepts or business plans in whatever phase of the competition will sign a “declaration of confidentiality” as part of their contract (as Annex 3). The template of the declaration of confidentiality can be viewed by participants on the website. A signed version can be requested from the SPARK Partner office by a participant.
· All SPARK staff (representatives) has signed a Code of Conduct in which they promise not to leak insider information to third parties or endanger the good reputation of the partners. In conclusion this means that SPARK staff will not pass on information about business concepts or plans to third parties without express written consent of the owner (an email is also written consent). Signed Codes of Conduct of SPARK staff is published on the SPARK website.
· Store and file emails or letters in which consent is given by participants to pass on confidential information to third parties. 

5. How do we evaluate the BPC?

The BPC is evaluated by means of an online survey for participants and a BPC evaluation report.

· The Survey is executed after the announcement of the winners
· The BPC questionnaire form should be given to participants.
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Annex 1 - Terms & Conditions 
Terms & Conditions

Business Plan Competition

Article 1 - The objectives of the competition

a. The Business Plan Competition (BPC) aims to encourage entrepreneurship among potential and existing entrepreneurs, women and vulnerable groups in Musaze Ruhengeri Rwanda. 

b. The BPC contributes to achieving the objective mentioned under 1.a. by stimulating young people in the process of creating and evaluating new business ventures and by supporting the best entrepreneurs with the best plans in starting their business.
Article 2 - Participants

a. Participants must be citizens of Rwanda and residents of Rwanda.

b. Each participant is bound by these terms and conditions. The applicant is bound by these terms and conditions if the concept or plan is submitted by a team.

Article 3 – Participation 

a. Participants compete for the best business plan. 

b. Participants who enter the competition must submit a complete business plan according to the guidelines published at the website of INES BIC and SPARK, before the deadline as published on the website of potential and existing entrepreneurs, women and vulnerable group. The BPC Selection Jury (see Article 7 below) does not evaluate business plans that have been submitted after the deadline. 

c. Participants must agree with the terms and conditions of the competition, and declare to have read them and explicitly agree with them via the business plan form. 

d. By participating in the BPC, participants allow INES BIC and SPARK to present their executive summary including a photo, on the website of INES BIC and SPARK, after the deadline of the BPC. 

e. Participants may submit only one business plan. Additional submissions, even if submitted before the deadline, will not be evaluated by the BPC Selection Jury.

f. Participation in the BPC free of charged some fee  
g. INES BIC and SPARK Selected Jury at all times reserve the right to disqualify a participant, without the obligation to state the reasons. 

Article 4 – Submissions

a. Participants must submit a complete business plan (including financial plan and annexes). The plan should include all necessary ingredients of a business plan, as defined in the INES-BIC training material canvas
b. Submissions should have commercial value. A commercial concept provides self-sustainability of the business in the long term. The BPC Selection Jury will decide on the commercial value. Additional information on the main selection criteria will be published on the website of BIC and SPARK.

c. Participants will not break any applicable international property or patent law by a submitting their business concept or plan.

d. Participants shall indemnify BIC and SPARK and responsible partner against any third-party cause of action based on the claim that ideas, names, and/or knowledge used by the participant himself infringe an intellectual or industrial property right.

e. Persons or organizations that have contributed directly to the development and/or implementation of the submitted concept/plan must be named in the respective submissions.

Article 5 - Privacy

a. The BPC Selection Jury (see Article 7 below) that are contracted during the BPC and are exposed to the business concepts or business plans will sign a contract in which they declare to treat all information in concepts and plans confidential. The template of the declaration of confidentiality can be viewed on the website. It will be signed by all members of the selection Jury as an annex to their contract. 
b. All SPARK staff has signed a Code of Conduct upon their employment for SPARK. In this Code is stated that they will not make improper use of insider (confidential) information and will not risk or bring any damage to the good reputation of SPARK. In conclusion SPARK staff will treat business concepts and business plans confidential and will only pass on information to third parties after express written consent of the owner. Signed Codes of Conduct of SPARK staff can be downloaded from SPARK website.
c. Persons signing the “declaration of confidentiality” will take the utmost care in handling the submissions, and will guarantee the utmost confidence. However, INES BIC and SPARK does not accept liability for misuse, theft, the annulment or the loss of the submissions, except in the case of gross negligence. 

d. Submissions remain the property of the participant. Participants agree to accept that submissions will not be returned to them and accept that their personal data will be available for statistical purposes

e. BIC will destroy submissions only after a written request from the participant.
f. Winners commit themselves to cooperate with the INES BIC and SPARK for the purpose of a press conference regarding the awards. Each participant of the second round should be available to write a short summary for publicity purposes. 
Article 6 - Organization of the Business Plan Competition 

a. The BPC Selection Jury reserves the right to exclude submissions that do not meet the terms. 

b. INES-BIC retains the right to postpone or change the length of procedures and deadlines for submissions.

c. The selected business plans will be sent to the awarded accordingly. (refer to Article 8)
Article 7 - Evaluation of submissions 

a. An independent BPC Selection Jury, consisting of business development experts, is fully and solely responsible for the selection of winning business plans.

b. The BPC Selection Jury will evaluate all submissions against criteria, which will be established by  INES-BIC and communicated to participants at the beginning of each round and published  
c. The best business plans will be invited to present their business plans in person to the BPC Selection Jury. By participating in the BPC, participants agree to respond positively to such an invitation.

d. All participants will be notified of their evaluation and comments from the BPC Selection Jury.

e. The BPC Selection Jury retains the right to not award any of the participants. Such a decision will be followed by a communiqué to all participants explaining the reasons for such a decision. 
Article 8 - Prize 

a. Business advisory services from carefully selected business advisers through voucher system will be awarded to the selected best Business plans and the best plans are eligible to receive loan funds upon meeting all criteria saturated in the Rwanda guarantee funds terms of reference micro-credit 
b. Selected best Business plans will receive free Desk/ office space in the Incubation as recommended by the jury  

c. Winning participants must appear in person for the award ceremony. They will be notified of the date of this ceremony in due time.

Article 9 – Liability and Conflicts

a. INES BIC and SPARK will not be liable for any claims regarding the procedure or selection of the winning business plans. 

b. INES BIC and SPARK will not be responsible or liable for any perceived (loss of) business plans that may occur. 

c. Both, the participants and INES BIC, SPARK will try to settle any possible dispute by mutual agreement. If impossible, the dispute will be settled by the competent court.

Article 10 – Exclusion criteria

a. All participants must subscribe to the terms and conditions of the competition before the submission of their plan.

b. A participant will be excluded from the competition and further participation if she/he:
1. Is under 18 years old.

2. Does not meet the criteria for participation as described in Article 2.

3. Does not have a valid identification document.

4. Has been guilty of grave professional misconduct proven by any means the organization can justify.

5. Has been convicted of an offence concerning his professional conduct by judgment which has the force of res judicata.

6. Is guilty of serious misinterpretation in supplying information under the terms and conditions of this contest, such as withholding of information or the giving of false or misleading information which results in a misrepresentation of facts regarding his/her participation in the BIC Business Plan Competition.
7. Directly or indirectly offers promises, gives or demands a bribe or other undue advantage in order to obtain or retain business or other improper advantage. Participants will not be solicited or expected to render a bribe or other undue advantage. 
8. Participants that have previously been awarded in a Business Plan Competition organized by SPARK. 
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Annex 2 - Business plan Guidelines
Business plan guidelines

Business Plan Competition for participants 
Important: In order to write a complete and professional business plan, we advise you to include the below business plan ingredients. The explanations and questions are meant to guide you, you’re not obliged to answer every question and follow the same order. 

· Feel free to write in your own style; the business plan should reflect your abilities and ambitions! 

· Don’t forget to add the form with your personal details and key business information (Annex 1) 

Business plan ingredients:
1.
Executive Summary of Your Business Plan (1-2 pages)

a. The business: Briefly describe your Product/Service; why is your product special? Who will buy your product/service? 

b. The entrepreneur: Introduce yourself. Why do you want to start this business? What are your expectations between now and 3 years from now? Explain how you will make this business successful.

Important: By participating in the SPARK Business Plan Competition you allow SPARK to present your executive summary including a photo, on the website of SPARK, after the deadline of the BPC. 

2.
The Product/Service (2 pages)

a. Business proposition: Describe your product/service and describe what value it will create for customers. 

b. Production: How will you produce your product/service? Where will your production take place? What (raw) materials do you need?  Describe the machinery and equipment that you need. How will you obtain those materials and equipment? 
3.
Market Overview (2 pages)

a. Who are your customers?: What type of people will buy your product/service? What is their age? Where do they live? What do they earn? What do they want/need? Why will they buy your product/service? Describe where your costumers are located (e.g. towns, provinces, beaches, taxi stands, public markets etc). What are the best places to sell you product?  

b. How big is your market? What is the amount of potential customers? To calculate this, use the number of people within the area or community and estimate the percentage of the population that can really buy your product/service (make a conservative estimate, don’t overestimate!)

c. Innovativeness and Competitiveness: Is your product/service new? Do similar products/services already exist? What is their success? What makes your product/service innovative? Why is it different than others? How will you make sure that people will buy your product/service instead of other similar products?

4.
Marketing and Sales (2 pages)

a. Marketing plan: How will your customers know about your product/service? What means will you use to reach your customers? (Promotion, media, advertisements, billboards, etc.) How many people will you reach through your marketing and what percentage of that will buy your product/service?

b. Distribution: Who will do the actual selling of the products? Will you sell and deliver directly to buyers? Or will you use retailers or wholesalers? If so what does it cost to sell and distribute your product/service?

c. Price breakdown: At what price will you sell your products/services? Make a breakdown of the product sales price, including the cost of production, distribution, promotion, sales margin, etc.

d. Sales: What will be your profit margin? How many products/services will you sell in the first and second year? 
5.
Company structure (1 page)

a. Management team: Will you set up the business yourself or will you work with others? What will be your role in the business? If you have team members, what will be their role? Explain how you will make this business a success.
b. Human resources: What type of expertise, competencies and skills are required for the business? How will you acquire this expertise and skills? Will you need to hire appropriately skilled people to make your business a success?
c. Legal status: Under what type of legal status will your product/service be commercialized? (e.g. limited liability company, sole proprietor etc.). What licenses or permits do you need and how will you obtain them?

6. 
Success and risk factors (1 page)

a. Success factors: What do you need (besides money) to make your business successful? (e.g. business partners, advice, coaching, network etc) 
b. Risks: Use the SWOT Analysis to map opportunities and risks (Strength, Weakness, Opportunities, and Threats). Please analyze (i) the source of the risk, (ii) the probability of it happening, (iii) the effect of it happening and (iv) What measures you can take to avoid it / to lower the impact.
7.
 Financial plan and Investment plan (5-6 pages)

a. Investment plan: Make a calculation of how much money you need to start-up your business. You can calculate your investment required by adding up the amount of money you need for:

a. Land, buildings, vehicles, machinery, furniture, office equipment, computers, etc. (called: fixed assets)
b. Registration fees and licenses, training costs, cost of preparing business plan, trips to raw material and equipment suppliers, etc. (called: Pre-operating expenses) 

c. The amount of money you continuously need on-hand to keep the business operating while you are waiting full payment for the products/services that you sold to customers (called: working capital)

If you need a template, find an example in ANNEX 2

b. Financial Plan: Please describe your projections on production forecasts, expected turnover and how you will get to them (please specify your assumptions, as this is the basis of your business plan and your numbers).

· Production and Sales Forecast

· Cash flow

· Profit and loss account

· Balance sheet

If you need a template, find examples in ANNEX 3
8.
Annex (max. 10 pages)

· You are invited to include photos of your product/prototype/location; results of a market research etc. Anything that underpins or supports your business plan. 

· Please include at least 1 separate photo; this photo will be used for the presentation of the summary of your business plan on the website of SPARK (this can be a photo of your product, your logo, a photo of yourself etc.)

· Annex 1 is obligatory; you must include your personal information, key business information and agree with the Terms and Conditions of the competition.

ANNEX 1: Personal information, key business information terms and conditions
A. Personal Information

(Delete what is not applicable)

	Name
	Gender: 

Female  /   Male  
	 Occupation 

	
	
	

	Email Address
	Mobile Number 
	Date of birth

	
	
	

	Province 
	District 
	Sector

	
	
	

	Highest Completed Education Degree
	Secondary School  / Bachelor /   Master   / Doctorate

	Have you ever had a business before?
	Yes /  No

	Do you currently have a business?
	Yes /  No

	How did you hear about this competition?
	Promotion Team  / Email /   Flyer   /  Poster /  TV /  Radio /Newspaper /  Friend   /  SMS /  Other, namely: 

	If you work in a team, list your team members (max. 4) and their contact details (email/telephone number)

	1. 
	3. 

	2. 
	4. 


B. Key business information

	Title of your business:
	

	In what sector will your business operate? (Tick or choose appropriately) 
	Agriculture    /    Building and Construction    /   Culture and Media     /    

ICT and Telecommunications   /   Training and Education    /   

Clothing, fashion and textiles   /  Trade, Transport & Logistics   /   Healthcare  /    Tourism   / Finance   /    Water, Sanitation, Waste Management    /   Energy    /    Small industry    / Retail   /  Sports   /   Services  /  Other, namely: 


	Where will your business be located? 

Region (province, district and sector):  
	

	Exact place (town / village) within the region:  
	

	How many persons will you employ in the first two years?
	None  /  1-5  /  6-10   /  10-15   /   More than 15

	What is your Investment Need?* (retrieve data from your investment plan)
	Less than €1.000    /      €1.000 - €5.000     /     €6.000 - €10.000      /    

  €11.000 - €25.000   /    More than €25.000 




C. Terms and conditions

By checking the box, I, the participant, declare that I have read the Terms and Conditions and that I fully agree with the Terms and Conditions of the Business Plan Competition of Business Advisory Centre. I allow SPARK to publish the executive summary of my business plan including a photo, on the SPARK website after the deadline of the competition. I also agree that all information in this business plan is true and is my sole work and/or team member’s work, with which I agree to compete in the open Business Plan Competition.

	
	I agree with the Terms and Conditions


Place an X in this box
Name: 

………………………………………..

Signature 

………………………………………..

ANNEX 2: investment plan, 
	INVESTMENT PLAN

	INVESTMENT NEED
	AMOUNT
	SOURCES OF FUNDING

(Own/Friends, Family//Bank/Other)

	Fixed Assets
	
	

	Machine A
	
	

	Machine B
	  
	 

	Machine C
	
	

	
	  
	 

	Furniture
	
	 

	Equipment
	  
	  

	Vehicles
	
	

	
	
	

	Land
	
	

	Buildings
	
	

	
	
	

	Subtotal:
	  
	  

	
	
	

	Pre-operating expenses
	
	

	Licenses
	
	

	Registration fees
	  
	 

	Other pre-operating expenses
	
	

	
	
	

	Subtotal:
	  
	  

	
	
	

	Working Capital
	
	

	
	
	

	
	 
	 

	Subtotal:
	 
	   

	
	
	

	GRAND TOTAL:
	 

 
	 

 

 


ANNEX 3: production and sales forecast 
Production and Sales Forecast

	SALES

Specify the products/services and quantities that you currently produce (per year):

	
	Kind of product/service
	Price
	Quantity
	Price x quantity

	A.
	
	
	
	

	B.
	
	
	
	

	C.
	
	
	
	

	D.
	
	
	
	

	E.
	
	
	
	

	Total Sales:
	

	COSTS OF SALES

Specify the direct costs* for producing the above mentioned products:

	1.
	Materials:
	Costs

	
	
	

	
	
	

	
	
	

	2.
	Energy (or other direct cost)
	

	
	Kind of energy used:
	

	3.
	Salaries and benefits 
	

	
	Number of staff:
	

	Total Costs:
	

	
	

	Total Margin:
	


Cash Flow

	
	Real (year 0)
	year 1
	year 2
	year 3

	
	 
	 
	 
	 

	Beginning Cash Position 
	 …
	 
	 
	 

	
	 
	 
	 
	 

	Revenues
	 
	 
	 
	 

	Cash IN
	 
	 
	 
	 

	
	 
	 
	 
	 

	Costs
	 
	 
	 
	 

	Fixed asset purchases
	 
	 
	 
	 

	Cash OUT
	 
	 
	 
	 

	
	 
	
	
	

	Subtotal
	 
	 
	 
	 

	
	 
	
	
	

	In
	 
	
	
	

	Loans received
	 
	 
	 
	 

	External share capital paid in
	 
	 
	 
	 

	Out
	 
	 
	 
	 

	Loan Repayment (not interest payments)
	 
	 
	 
	 

	Dividend payments 
	 
	 
	 
	 

	
	 
	 
	 
	 

	Subtotal
	 
	 
	 
	 

	
	 
	 
	 
	 

	Cash flow per year
	 
	 
	 
	 

	
	 
	
	
	

	Ending cash position
	 
	 
	 
	 


Profit and loss account

	
	First Year
	Second Year
	Third Year

	1. Sales
	
	
	

	
	
	
	

	2. Costs of sales
	
	
	

	    I.   Materials
	
	
	

	    II.  Energy (or other direct cost)
	
	
	

	    III. Salaries and benefits
	
	
	

	
	
	
	

	3. Margin (1-2)
	
	
	

	
	
	
	

	4. Other costs
	
	
	

	    Maintenance
	
	
	

	    Transport
	
	
	

	    Office expenses
	
	
	

	    Marketing expenses
	
	
	

	    Other energy
	
	
	

	    Rent
	
	
	

	    Other expenses
	
	
	

	    Depreciation
	
	
	

	    Bank charges
	
	
	

	    Interest
	
	
	

	
	
	
	

	5. Profit before tax (3-4)
	
	
	

	
	
	
	

	6. Tax
	
	
	

	7. Profit after tax (5-6)
	
	
	

	
	
	
	

	8. Cash flow (7 + depreciation)
	
	
	


Redemption capacity based on Investments needed

	
	First Year
	Second Year
	Third Year

	8. Cash flow (7 + depreciation)
	
	
	

	9. Installments 
	
	
	

	10. Discretionary Cash flow (8-9)
	
	
	


Balance sheet

	
	First Year
	Second Year
	Third Year

	Assets

	Cash on hand
	
	
	

	Cash in bank
	
	
	

	Receivables
	
	
	

	Stocks
	
	
	

	Transport means
	
	
	

	Machines
	
	
	

	Land and building
	
	
	

	Cash on hand
	
	
	

	Total Assets
	
	
	

	Liabilities/Equity

	Short term loans
	
	
	

	Payables
	
	
	

	Long term loans
	
	
	

	Equity
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Annex 3 - Jury Guidelines 

Judging Criteria and Guidelines

SPARK Business Plan Competition 

Our judging guidelines aim to guide you in selecting those business plans that are most likely to be developed into a successful enterprise. Hence, we ask you to judge the overall: 

· Viability of the business plan;

· Vision and personal qualities of the participant/team to turn this business plan into a successful business;

Confidentiality

You will assess the business concepts autonomously. All Business Plans should be treated 100% confidentially, and cannot be shared with any external party without the explicit consent of the participant. A Declaration of Confidentiality will be signed as part of the Jury Contract by all Jury Members enforcing this rule, and other rules and codes of conduct.  

Criteria

We ask you to screen and score the Business Plans according to the following criteria:

1. Personal/Team Qualities and Entrepreneurial Background (30%)

· Personal motivation to start the business 

· Entrepreneurial qualities and role in the business

· Demonstrated knowledge of the product and experience in the sector

2. Market potential of the business plan (30%)

· Feasibility of the business plan
· Market analysis and potential; is there a local market/demand for the product/service?; does the participant convincingly show that people will buy the product service?

· Competitiveness of the product/service

· Have potential buyers already been identified?

3. Profitability and financial sustainability (30%)

· Are the financial plan and investment plan realistic?

· Is this business concept likely to attract sufficient investment for the plan?

4. Spin-offs on Local Economy (10%)

· Contribution to local job creation and local knowledge and skills; will the business improve knowledge and skills of its employees or customers? 

· Will the business create new jobs (directly and indirectly)?;

· Innovativeness and potential for growth

Scoring business plans

Based on the above criteria, please assign scores (ranging from 1 to 5) to each Business Plan, where: 

1 stands for "Very poor"; 


4 stands for "Good";


2 stands for "Poor";


5 stands for "Excellent";

3 stands for "Average";

Submitting your scores
Please evaluate/mark the Business plan and fill your scores in the Jury Evaluation Form (Excel sheet provided or on the business plan printed out for you). Please also provide short comments and advice for each Business Plan, they are valuable as feedback to the participants. 
For each Business Plan, INES BIC will calculate the average score of all scores received from the Selection Jury members. The participants with the best applications will be invited for a live presentation/interview/pitching with the Jury . 
You will rate the interviewed participant with a Score from 1.0 – 5.0 and write up your feedback and advice towards the participant. Scores can be given up to 1 decimal (e.g. 4.2 ):

1.0 - Very Poor

2.0 - Poor 

3.0 - Average

4.0 - Good

5.0 - Excellent 

Both the score of the business plan and score for the interview/pitching make up 50% of the final score.

INES BIC will calculate the final scores of all participants after the Jury interviews are finished.

Final Score = (Score business plan + Score interview) / 2  

Example: Final Score participant X: (4.3(business plan marking + 3.9(live pitching)) / 2 = 4.1

INES BIC and the jury will announce winners on the basis of the final scores of the Jury.
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Annex 4 - Jury Evaluation Form 
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Jury Contract including Declaration of Confidentiality

Business Plan Competition

Selection Committee Membership Contract
Signed Beween:

Institut d’Enseignement Supérieur de Ruhengeri (INES-RUHENGERI) located at Ruhengeri in Rwanda, Contracting Authority represented by .................................................. 

And 

Selection Committee Member:

Mr. /Ms. XXXXX, hereafter Jury member

Born: <date of birth> in <place of birth>, <Country>

ID-card number: <number>, issued by <Institution>

Address: <Street and no.>, <town>, <Country>

Phone: <number>

Mobile Phone: <number>

Email: <email address>

The Purpose of the Contract:

Mr. /Ms. XXXXX will perform as a Jury member in the Selection Jury for the Business Plan Competition in 2011 (hereafter the Competition), organised by INES BIC 
Requirements:

By signing this contract, the Jury member declares to meet the requirements to successfully fulfill the position of Jury member in the Selection Jury. This implies that the Jury member is expected to:

· Have extensive experience with assessing business plans;

· Have adequate knowledge of local and regional markets and business opportunities.

· Sign a declaration of confidentiality 
Tasks and responsibilities

The responsibilities and tasks of the Jury member include:

· Evaluation and rating of the Business Concepts received as a part of Round I of the Competition;

· Interviewing (during live pitching) the best candidates of Round I and deciding on the winners on the basis of consensus with the other members of the Jury;

· To be present at a maximum of 2 meetings convened to decide on the winners of Round I of the Competition;

· Evaluation and rating of the Business Plans as part of Round II of the Competition;

· Interviewing the best candidates of Round II and deciding on the winners on the basis of consensus with the other members of the Jury;

· To be present at a maximum of 2 meetings convened to decide on the winners of Round II of the Competition;

· To be present at the Award Event at the end of Round I and Round II to hand over a prize to the winners;

· Evaluating the competition with the INES BIC  and give recommendations for improvement.

The evaluation of the Competition is done on the basis of criteria provided by INES BIC
Selection Procedure and Timeframe

The Jury member will be engaged during one cycle of the Business Plan Competition, which consists of 2. 

The Business plans are eligible business advisory services from carefully selected business advisers through voucher system will be awarded to the selected best Business plans and the best plans are eligible to receive 
Loan funds of upon meeting all criteria saturated in all terms of reference micro-credit recommendation of the Selection Jury and Spark-Rwanda bank partners. 
Selected best Business plans will receive free Desk/ office space in the Incubation as recommended by the jury  
The Jury will consist of 5-6 members and will be divided in teams if needed. Each Jury should assess all of the applications. On the basis of the assessment, the participants with the best applications will be invited for a live presentation/interview with the Jury. Winners are selected by the jury on the basis of consensus after all presentations/interviews are finished.

Remuneration:

The Contracting Authority will pay the Contracted jury member a token of appreciation of his/her time to support the initiatives. A token of as prepared by INES BIC in cash or gifts given upon delivery of the entire under articles 2 and 7 mentioned product or service and evidence of the reward shall be presented. 
Further stipulations

Contracting Authority has no obligations concerning social and/or health insurance, nor for unemployment and/or working inability insurance and cannot be held responsible for accidents or injuries during and outside work.

Terminating the contract

The contract can be one-sidedly terminated by any of the parties signing this contract in case requirements, tasks, responsibilities and/or conditions are not met by one of the parties.

All parties signing this agreement hereby declare to have carefully read and understood the above-mentioned conditions and terms.

Contracting Authority/SPARK Partner coordinator 
Place:
Musanze, Rwanda
Date:
….June 2014 
Signature: 

The Jury member

[NAME]

Place:
<place>, <Country>

Date:
<date>






Signature: 
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ANNEX 1: Declaration of Confidentiality 
Declaration of Confidentiality

Business Plan Competition 

This ‘Confidentiality Agreement’ (‘Agreement’) aims to protect the submitters of business plans to the Business Plan Competition (BPC) of INES BIC 
The Purpose of the BPC is to enhance self-employment and reduce youth unemployment among young people in the age of above 18 years. This is done by organizing a BPC for small business initiatives in Musaze-Rwanda. INES BIC aims to support the best business plan submitters by engaging personal coaching, professional advice and micro-credit facility to make this possible (‘Purpose’).

This Agreement is designed for the persons exposed to confidential information during the BPC of BIC among which Selection Jury members. 
This Agreement deals with the protection of confidential information and documents submitted by their owners to the BPC. Business Plans are considered confidential information. Other information is confidential if it has been qualified in writing to the BIC Staff or labeled as ‘confidential’ (‘Confidential Information’).

Obligations of the Receivers

1. I promise not to reveal Confidential Information that comes in my possession to third parties, even after the conclusion of the competition.

2. I promise to use Confidential Information only in the course of preparation for, carrying out and follow-up of the BPC of INES BIC I also promise to pass on this information to third parties only after express written consent from the information owner.

3. I promise to destroy all Confidential Information received in the course of the BPC of INES BIC, within one year of signing this Agreement.

4. I promise to ensure that any colleagues and advisers that are called upon for assistance will also abide by these rules.

5. I promise to use Confidential Information solely for the Purpose of the BPC of INES BIC, and my role in the competition.

Withdrawal

Receivers who violate the above rules must withdraw from the BPC of INES BIC and they will be prosecuted according to the Rwandan law and liable for that they will have to pay as a penalty for not obiding the above mentioned rules. 

Legal position

This statement and possible disputes arising from will be dealt with according to Rwandan law.

Disputes

For every possible dispute, both parties will try to settle it by mutual agreement. If impossible, the dispute will be settled by the competent court. Rwandan law applies on this declaration.



I, …………………………………….,    of ……………………………… (Organization)

hereby declare that I have read the Declaration of Confidentiality, that I agree with its content and will comply with it.

Date: ………………………
Place: ………………………



Signature: …………………..
NB. Sign both pages please
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Date: 





Signature of the judge:





INES BIC 























Business Plan Evaluation Form 2014

















here with confirm that those are my final marks for the evaluation of Business Plans   





for Business Skills Training in INES BIC 2014 











Excellent





















































Profitability and sustainability 30% 





Average





Name and Surname of the Applicant























Development Effects 10% 





Good











Evaluate the Applicant(s) based on the following criteria:





Mark/grade each criterion with one of the following:





Criteria





Options





FILL THE 





SHADED





 CELLS/SPACES ONLY





Personal and entrepreneurial attitude 30% 





Poor





Strategic Relevance 30% 





Bad








� Local PSC can decide to adapt Criteria or Weight of certain criteria in case appropriate. E.g. In business Centre Bar the PSC decided to give the financial criteria a weight of 50% (Criteria 1 and 2 weigh both 20%)
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