Ⅵ. ANNEX:　　　　　　　　　　　　  　
GUIDELINES FOR INCEPTION REPORT

Each applicant must prepare an Inception report in English, be written by applicant him/herself (Q1-7) and by his/her superior (Q8). It shall not be more than 15 pages long
1. General Information about Your Organization & Position
(1) Name of Participant,　Organization,　Department/Section

(2) Type of Organization (Government/Private/Others)

(3) Present Post and Brief Assigned Tasks related to BDS

(4) Years of experience at your present post

(5) Organization chart (& highlight your position in the chart)

2. Present situation of BDS /SMEs support in your field or organization

· Current situation of SMEs

· Some challenges faced by BDS 

· Needs for BDS
3. Challenges and Strengths perceived by you at this moment regarding BDS provision at your

· Personal level, 

· Organizational level, 

· Inter-organizational

	
	Challenges
	Strengths 

	Personal level
	
	

	Organizational level
	
	

	Inter-organizational
	
	


4. More Explanation about Your BDS Tasks
Please indicate what kind of BDS activities your organization, division and post are mainly responsible. Multiple and duplicate answer is acceptable.
	
	　　BDS Activities
	Organization
	Division
	Duty

	BDS Provider
	(1) Training
	
	
	

	
	(2)Consultancy
	
	
	

	
	(3)Business Linkage
	
	
	

	
	(4)Technology development/extension
	
	
	

	
	(5)Networking
	
	
	

	
	(6)Information provisions
	
	
	

	
	(7)Entrepreneurship
	
	
	

	BDS Facilitator
	(1) Provision of services, such as training, advices, to BDS providers
	
	
	

	
	(2) Coordination and collaborative activities among Government, SMEs and BDS Providers
	
	
	

	
	(3) Provide financial support/loan to SMEs or BDS providers
	
	
	

	
	(4) Marketing and promotion of BDS to SMEs 
	
	
	

	BDS Promoter
	(1)Establishment of Certification and Standard for BDS,  i.e. Quality Control of BDS, specific products, etc
	
	
	

	
	(2)Setting Regulation for BDS and SME promotion
	
	
	


5. Your own duties on BDS
Please answer No.1 question if your role is BDS provider, No.2 for facilitator, and No.3 for promoter.
(If you are unsure about your BDS role/function, please refer page 6 for the definition.) 
In addition, if you are taking various BDS roles, such as provider AND facilitator, either you may choose the the main role or answer both of the roles.
	No 1: If you are taking the role of BDS provider, please explain the details about;

	· What kind of (1) training, (2) Consultancy, (3) Business Linkage, (4) Technical Development, (5) Networking, (6) Information Provision, (7) Entrepreneurship services are offered?

· To whom are these services offered? (Client company’s sector, number, size, location)

· By whom are these offered? (Number, Their background knowledge)

· How are the SME’s needs for BDS identified?

· Describe the outcome & challenges you faced by providing BDS

	No 2: If you are taking the role of BDS facilitator, please explain the details about;

	· What kind of (1)training, advices to BDS providers, (2) Coordination and collaborative activities among Government, SMEs and BDS providers, (3) Financial Support/loan to SMEs or BDS providers including cost sharing mechanism, (4) Marketing and promotion of BDS to SMEs?

· To whom and how are these services offered? 

· Describe the outcome & challenges you faced while facilitating BDS.

	No 3: If you are taking the role of BDS promoter, please explain the details about;

	· What kind of Certification and Standard for BDS i.e. Quality Control of BDS or specific products /people/organization are established by your organization?

· What kind of Regulation/Deregulation for BDS and SME promotion are made?

· Describe the outcome & challenges you faced while promoting BDS.


6. Overall Situation Analysis of BDS Providers / Facilitator / Promoter’s situation in your country 

· Please identify and fill in the name of institutions in your country as relevant BDS actors.
· Specify what kind of BDS roles (provider/facilitator/promoter) they are taking. 

	 
	BDS Promoter
	BDS Facilitator 
	BDS Provider

	Name of the institutions/
Organizations relevant to BDS development in your country
	(1) Establishment of Certification and standard for BDS　Setting

(2) Setting Regulation　/　Deregulation for BDS and SME promotion
	(1) Provision of training/advices to BDS provider
(2) Provide financial support/loan to SMEs or BDS provider
(3) Marketing and promotion of BDS/BDS providers to SMEs
	Direct Provision of services to M/MSEs
(1)Training,　(2)Consultancy, (3)Business Linkage, 

(4)Technology development/extension, (5)Networking, (6)Information provisions, (7) Entrepreneurship

	Governmental institutions/Parasternal Institutions

	Ministry of Economy and Commerce
	(1) SME Consultant System
(2) SME law
	 
	

	Ministry of Agriculture 
	(2) Agriculture accountant system
	
	

	SME Agency
	(1) SME Consultant System
	
	

	SME support center
	
	 (1)TOT
	(1) , (2), (3), (5), (6)

	Science & Technology center 
	
	 
	(4)

	Intermediary Institutions, ex. Chamber of Commerce/ Business associations／Union／NGOs. joint venture established by Private & Public partnership

	 Chamber of Commerce
	
	 
	(3), (5), (7)

	 NGOs
	
	 
	(1)

	 Business Associations
	
	 
	(1), (3), (6)

	Private sector

	 Business Consultant
	
	 
	(1) (2)  

	 Accountant/ Lawyer
	
	 
	(2) (6)

	Financial Institution
	
	
	(2), (3)


The sample answers were written below in red letters. Please delete them and fill your answer after analyzing your country situation.

7. Your Intention of participating in and expectation from the program
(1) Intention: What you want to learn in this course
(2) Expectation: How you will utilize the knowledge
8. Your Organizational Expectation

*To be written by the applicant’s organization, not by the applicant him/herself

(1) Name* and the position, and the relation to the applicant

*This can be a different person from Part A of Application form. 

(2) Describe the organizational purpose to participate the program

(3) Describe organizational expectation to the applicant

(4) Describe organizational plan to support the applicant after the program
0
1

