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Introduction

This manual provides orientation, practical examples, and concrete instruments to professionals who implement women entrepreneur development programs.

The manual is divided into two parts: 

The first part, Guidelines,  focuses on strategies and tools along the project cycle regarding the planning, implementation and monitoring of WEP programs. These strategies and tools were elaborated by synthesizing instruments already used by different organizations (SDC, Swisscontact, ILO, UNIDO, GTZ, Intercooperation) or by adjusting existing instruments of current SED programs to meet the specific requirements within WEP-programs. 

The second part, Toolkit,  presents concrete worksheets and forms to practitioners who want to use the tools mentioned in Part I for all three stages of the project cycle, planning, implementation or monitoring. Due to the complexity of the topic itself and to the diversity of the content and context of WEP programs, this manual does not provide a form for every occasion. The forms and worksheets were designed instead, to be general outlines, which can be adjusted to meet the specific circumstances of a particular project. They are useful tools and can help practitioners develop meaningful and replicable instruments for the management of WEP programs
This manual has been written under the backstopping mandate for small enterprise development (BSM SED) implemented by Intercooperation on behalf of the Swiss Agency for Development and Cooperation (SDC). Intercooperation is a Swiss foundation for international development cooperation with thematic domains of natural resources management, rural economy, local governance and civil society.

The CD-ROM and further information can be obtained from:

Intercooperation, P.O. Box 6724, CH 3001 Bern, Switzerland;

sed.bsm@intercooperation.ch; SED website: www.intercooperation.ch/sed

Published by:

The Swiss Agency for Development and Cooperation (SDC), 

Employment and Income Division

Freiburgstrasse 130, CH 3003 Bern, Switzerland

www.sdc.admin.ch/themes

( SDC, January 2003

Author 
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Acronyms

	BDC
	Business Development Centre

	BDS
	Business Development Services

	BMO
	Business Membership Organization

	CV
	Curriculum Vitae

	DACUM
	Develop a Curriculum

	GTZ
	Deutsche Gesellschaft fuer Technische Zusammenarbeit 
(German Agency for Technical Co-operation)

	ID
	Institutional Development

	ILO
	International Labour Organization

	MITINCI
	Ministerio de Industria, Turismo, Integración y Negociaciones 
Comerciales Internacionales

	MSME
	Micro, small and medium-sized Enterprises

	ME
	Micro Enterprise

	NGO
	Non-Government Organization

	OS
	Organizational Strengthening

	PO
	Partner Organization

	SC
	Swisscontact (Swiss Foundation for Technical Cooperation)

	SDC
	Swiss Agency for Development and Cooperation

	SED
	Small Enterprise Development

	SME
	Small and Medium-sized Enterprises

	SMEP
	Small and Medium-sized Enterprise Promotion

	UNIDO
	United Nations Industrial Development Organization

	VET
	Vocational Education and Training

	WEP
	Women Entrepreneur Promotion


	Document type
	Worksheet

	Reference to Part I
	Planning: 2

	Title
	A
Basic Content of Gender-Differentiated 
Target Group Analysis

	Focus
	Target group analysis

	Use
	Questionnaire to be filled in by men and women entrepreneurs


In order to find out the exact profile of the target group(s) within a SED program where women entrepreneurs are not a specific target group but mainstreamed within the project activities, all the following questions must be asked regarding both women and men entrepreneurs. In the case of specific WEP programs where only women entrepreneurs are the target group, obviously the questions focus on information regarding the female target group(s) only. Therefore, the following outline and the worksheets in Section C and D can be used for both SED and WEP programs. 
In the case of their application within SED programs where both women and men are the target groups, the gender differentiation simply has to be added. Such gender differentiation is highlighted 

in the following questionnaires in blue markers.

A detailed target group analysis covers the following four aspects, at least:

	Demographic profile of women entrepreneurs 

(men and women entrepreneurs)
· Age

· Marital status

· Family background

· Education background



	Business information
(existing state of women owned businesses [respectively men and women owned businesses], such as:)

· financial issues

· marketing issues

· production issues

· organizational issues



	Gender aspects
positive and negative factors faced by women entrepreneurs when starting/ running an entrepreneurial activity, such as:

· (men and women entrepreneurs)

· family support

· access to/ control over credit, land, and other material resources

· public and other support structures



	Motivational factors, socio-cultural barriers, and entrepreneurial competencies 

of women entrepreneurs, such as (men and women entrepreneurs):

· behavioral/ role/ social or cultural barriers for starting/ running an entrepreneurial activity

· ways of coping with such barriers

· traditional leadership structures and women’s and men’s roles within these structures

· access to education/ business support according to gender

· decision-making and division of labor (women/ men) within the household and within the entrepreneurial activity




	Document type
	Worksheet

	Reference to Part I
	Planning: 2/ 4

	Title
	B
Worksheet with Key Business-Related 
Questions for Target Group Analysis

	Focus
	Business-related questions

	Use
	Questionnaire to be filled in by women entrepreneurs


What is the educational level of the target group?

	Female / Male
	Formal schooling in years
	Management knowledge
	Technical skills
	Working experience
	Awareness of need for training

	
	
	
	
	
	


What type of entrepreneurial activity is the target group involved in? 

	Size*
	Category**
	Rural
	Urban
	Number of employees

male       female
	Sub-sector

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	*     Size – indicate as follows:

· Survivalist (S)

· Micro (Mi)

· Small (Sm)

· Medium (Me)
	**  category – indicate as follows;

· owner male/ female

· Retail (R)

· Service (S)

· Manufacturing (M)

· Construction (C)

· Transport (T)

· Agriculture (A)
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How can the entrepreneurial activity be classified?

	Artisan-income generating/ subsistence
	Artisan low capital accumulation
	Consolidated micro or small enterprise
	Other classifi-cation (Specify below)
	Legal aspects

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


When was the entrepreneurial activity founded and how many owners are there?

Year of foundation:    …….. ……………………………………………………
Number (.......) and name(s) of owner(s):    

…….. ………………………………………………………….……………………………………………………

What were the financial resources for starting the entrepreneurial activity? 

	Own assets
	Bank loan
	Loan from family/ friends
	Others (please specify)

	
	
	
	


What are the current sources for financing the entrepreneurial activity?

	Income from business
	Other economic activities
	Own assets
	Others (please specify)

	
	
	
	


What were/ are the motives for starting the entrepreneurial activity?

	Economic need
	Utilization of experi-ence
	Utilization of skills
	Spouse’s interest
	Spouse’s support
	Social prestige
	To support family
	To keep busy
	Others

(please specify)

	
	
	
	
	
	
	
	
	


How is the performance of the entrepreneurial activity?

	No. of end products pro-duced (annual)
	No. of end products sold (annual)
	Sales revenue (annual)
	Total costs

(annual)
	Investments

(annual)
	Gross Profit

(annual)
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What are the risks of the entrepreneurial activity? 

	Economic situation of country
	Unemployment situation of country
	Social situation of country
	Political situation of country
	Other (please specify)

	
	
	
	
	


What are the constraints of the entrepreneurial activity?

	Lack of business advice
	Lack of training
	Lack of knowledge/ info
	Lack of access to markets/ clients
	Strong competition
	Lack of access to credit
	Other (please specify)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


What are the key success factors of the entrepreneurial activity? 
	Quality products
	Customer care
	Fast service
	Good marketing
	Wide product range
	Others (please specify)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


What services are required to improve the development/ economic success of the entrepreneurial activity?

	Counseling
	Business plan preparation
	Technical information services
	Training

	Marketing
	
	
	Management

	Production
	
	
	Marketing

	Organization
	
	
	Technical

	Accounting
	
	
	Other (specify)

	Taxation
	
	
	

	Finance
	
	
	

	Other
	
	
	


	Document type
	Worksheet

	Reference to Part I
	Planning: 2

	Title
	C
Worksheet with Key Socio-Cultural 
Questions for Target Group Analysis

	Focus
	Socio-cultural/ gender-related issues affecting women entrepreneurs


	Use
	Questionnaire to be filled in by women entrepreneurs


Personal Information

1.
Name:
 
……………………………………………………………………………………….

2.
Address:
……………………………………………………………………………………….

(Further questions optional)

3.
How old are you?

· under 20

· 20-29

· 30-39

· 40-49

· 50-59

· over 60

4.
Are you:

· married

· single

· separated 

· divorced

· widowed

5.
What is the highest level of education you have completed?

…………………………………………………………………………………………………………………….

6.
Do you have any children? 

· yes

· no
If yes, please indicate the number and age of your children:

	Number
	1
	2
	3
	4
	5
	6

	Age
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7.
How many people live in your household?   ………………………………
8.
Who provides the main financial support of your household and what is his/ her occupation?
	main financial support
	Occupation

	you
	

	your husband
	

	your son(s)
	

	your daughter(s)
	

	your brother(s)
	

	your sister(s)
	

	your parents
	

	your relatives
	

	others
	


Business Information

1.
What is the name of your business:    …….. ……………………………………………………

2.
What type of business do you have? 

· service

· retail

· manufacturing

· other

3.
How many people are employed by or active in your business?

	Paid workers
	Number
	Average Salary
	Family workers
	Number
	Average salary

	Skilled
	
	
	Skilled
	
	

	Unskilled
	
	
	Unskilled
	
	

	Administrative
	
	
	Administrative
	
	


4.
What product or service does your business supply? 

…………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………….

5.
How long have you been operating this business?                          

…………………………………………………………………………………………………………………….
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6.
What is the technology level within your business?

· automatic

· semi-automatic

· electric

· hand-tools

7.
If you are married, how does your marriage affect your business? Does your spouse support you in your business?  Please explain. 

…………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………….

8.
Who is the main decision maker in your business?  

…………………………………………………………………………………………………………………….

9.
Is your business activity traditional for women in your region? 

…………………………………………………………………………………………………………………….

10.
Do you feel you have a disadvantage because you are a woman?

· yes

· no

11.
If yes, why and which gender specific constraints do you face in your business? 

…………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………….

12.
Do you think that men have fewer business-related problems than you do?

· yes

· no

13.
If yes, why?

…………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………….

14.
Are you affiliated with a network?

No ……………….         If yes, which:  ………………………………………………………………………..
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15.
Do you think a network can help/ has helped you overcome problems in your business?

If yes, please specify how   ………………………………………………………………….………………….

If no, please specify why not         …………………………………………………….……………………….
16.
Do you know any support institutions that offer services for business development?

no



……………………………………

If yes, which institutions:               …………………………………………………………..………………….  

17.
If yes, have you ever used/ purchased such services? 

If yes, please specify reasons and results:    ………………………………………..………………………..

……………………………………………………………………………………………………………………...

If no, please specify reasons:    ……………………………………………………………..………………….
……………………………………………………………………………………………………………………...

Optional: additional business-related questions can be included from the Worksheet in Section B.

	Document type
	Worksheet

	Reference to Part I
	Reference to Tendering in Planning: 5.2

	Title
	D
Partner Selection Process through 
Open Competitive Bidding (Tendering)

	Focus
	Selection of partner organizations 


	Use
	Instructions for the project for organizing a tender 


RATIONALE

The selection of a business partner in the private sector is a very important step in all projects. Some of the procedures used are: 

1. Approaching well-known organizations

2. Door-to-door visits of organizations (mainly in rural areas) 

3. Publishing an invitation to organizations to participate in an “Open Competitive Bidding” process. 

The last procedure, open competitive bidding, is a proven instrument and is standard practice in many SED programs. It is also used increasingly in WEP programs. It is a systematic and objective method used to select partner organizations and leads to a more dynamic partner composition. It also reflects a more business-like approach of donors and implementation agencies.

STEPS

The following four steps are generally followed in open bidding processes
:

STEP 1: Informing

To inform prospective bidders about an opportunity to participate in programs to support SMEs/ women entrepreneurs, an announcement should be published in the host country’s national/ local newspapers inviting organizations to make a bid in the “Open Competitive Bidding” process. In addition, an information seminar can be conducted. Existing partners should also be informed in order to give them the opportunity to participate too. The “Open Competitive Bidding” package should include detailed information about the requirements to be fulfilled by the bidders. If, for example the bidding process will be used to select providers of a certain type of training, bids should be requested to contain the following information:

· information about the bidder

· training program, foreseen participants and further explanations

· course format

· training schedule

· budget of the project

· application for aside assistance

· training course promotion strategy

Allow about 4 weeks from the advertisement date to the deadline for bid submissions. 
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STEP 2: Pre-selecting

Once all of the bids have been received, bidders should be pre-selected based on certain criteria and informed. Main criteria to be fulfilled can include:

· Valid registration

· General organizational data 

· Proposed project

· Serving a certain target group (in the case of WEP, for example, women entrepreneurs) 

· Available and delivered services

· Overall outlook of the organization and tentative program during the stipulated period

· Details about engaged personnel

· Budget, audited balance sheet and profit and loss statement. 

This step usually requires 2 weeks to complete.  

STEP 3: Selecting

To select partners, the pre-selected organizations should be visited and open points with regards to the proposals should be verified. Special importance should be given to the people in such organizations (especially the management), the internal systems, the capacity to deliver, and the quality of the offered services (ideally, observing the delivery of service). A checklist can help to assess the organizations. The choice of partner(s) is normally made within a committee and the bidders are informed accordingly. 

This step usually requires 3 weeks. 

STEP 4: Contracting

Cooperation agreements are worked out with the selected partner(s) and a tentative time schedule of program activities/ project documents and/ or business plan is established. 

This last step usually requires 3 weeks. 

E
Analysis and Selection of Partner Organizations

	Document type
	Questionnaires

	Reference to Part I
	Planning 5.2

	Title
	E.1.
Key Questions for the Analysis of 
Partner Organizations (General)


	Focus
	Institutional analysis of partner organizations

	Use
	Questionnaire to be filled in by women entrepreneurs


	1)
	What is the partner’s main reason for wanting to implement the project? 

	2)
	Does the partner identify sufficiently with the concept underlying the project and its objectives?

Does the partner organization share our vision?

What are its basic values? How does it perceive its role in society?

	3)
	Are the interests on sides, donor/ implementation agency and partner, 
clearly spelled out and understood?

	4)
	How is the steering mechanism of the partner organization? 
(Composition and role of the board of directors, management style etc.)

	5)
	How is the relationship of the partner with the target group of the envisaged cooperation? 

How do they communicate?

Does the partner organization have the knowledge of the target groups’ main concerns?

How “close” to the target group is the partner organization?

	6)
	Would the partner organization be in a position to represent the interests of the users group?  

Would this be required?

Is the partner organization politically independent?  

Is it necessary?

	7)
	Have the competence and the capacity of the partner organization been assessed 
for the implementation of the envisaged co-operation?

Are they adequate for the project implementation? 

Are additional inputs needed? Which?

	8)
	Is the partner organization in a position to lead and manage the implementation of the project?  
(Have “ownership” of the project)

Are the responsibilities of the partner organization and the donor/ implementation agency clear 
and understood?

	9)
	What will be the partner’s contribution in the project?  (human and financial resources)

Is there scope that the partner’s (financial) share in the project will increase in the following years?

Does the partner endeavor to become financially self-sufficient?

	10)
	Were the objectives and the expected results of the project worked out in a participatory process and have they been clearly defined?

	11)
	Does the partner organization show initiative, readiness to learn, openness for innovation?

	12)
	Does the partner already have an established network of resource persons and institutions?  

	13)
	What is the “public image” of the partner organization?

How is it locally integrated?

What kind of relationship does it have with the government?
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	14)
	Does the partner maintain a transparent management system? (e.g. objectives, expected results, activities, organization, resources, monitoring, evaluation, and reporting instruments, audit)

Is the partner’s management system sufficiently “compatible” with our instruments?  (in view of establishing a result-oriented cooperation contract and monitoring processes)

	15)
	Does the partner consciously promote a greater involvement of women?

	16)
	To what degree can the partner organization pay attention to the protection of the environment?  
(Within the range of the partner’s possibilities)

	17)
	Are there other organizations that could be potential partners?

What are the comparative advantages of selecting this particular partner?

	18)
	Does the envisaged partner organization receive support from another donor?

Are other projects currently being executed by the partner organization?

	19)
	If required and/ or requested, is the donor/ implementation agency in a position to offer to 
the partner sufficient support in institutional and organizational development?

Would the future cooperation increase the partner’s likelihood of getting contracts with other 
“customers” or “donors”?

	20)
	Is the independence of both parties (partner and donor/ implementation agency) respected 
in the proposed cooperation?

	21)
	Do we have a “good feeling” about the partner organization, the proposed project, 
and the staff involved, in particular? 


E
Analysis and Selection of Partner Organizations

	Document type
	Questionnaires

	Reference to Part I
	General, Planning: 5.2

	Title
	E.2
Key Questions Relating to the 
Envisaged Project (General)


	Focus
	Project analysis of partner organizations

	Use
	Questions to be answered by project staff during selection process


	a)
	Have the products (or services, skills, etc.) which are required as well as the absorption 
capacity of the (labor) market been researched? 

	b)
	What will be the impact of the project on general development goals such as employment, 
poverty alleviation etc.?

	c)
	Which wanted and unwanted effects might the project have on the users group?

	d)
	Is there a risk that donor’s/ implementation agency’s support will create an unfair competition 
with groups not participating in the project?  (e.g. risk of creating a conflict of interest)

Do such groups incur the risk of having their economic situation deteriorate?

	e)
	Is there a risk that the project will create a dependency of the partner on external financial support?

	f)
	Have socio-cultural and political factors been taken into consideration while designing the project? 
(E.g. social security, female discrimination, minimum wages, laws on child labor, job security, etc.)

	g)
	Is the project adapted to local technical possibilities, knowledge, and patterns of behavior?

	h)
	Is there potential that the project could be replicated with the same or with another partner, 
in the same or in another sector or location?

	i)
	Are there some indications that government policy and the working environment would become 
more conducive in the near future, allowing for efficient implementation of the proposed project?

	j)
	Has the envisaged project been done by other organizations before?

What lessons did they learn?


E
Analysis and Selection of Partner Organizations

	Document type
	Questionnaire

	Reference to Part I
	Planning: 5.2

	Title
	E.3
Gender-Sensitive Key Questions 

for Assessing SED/ WEP Partner 
Organizations


	Focus
	Gender sensitivity of partner organization

	Use
	Questions to be answered by project staff during selection process


	Criteria
	Key Questions

	Ownership: 
Who is in control?
	· Who is the owner of the organization (man or woman)?

· Is the manager the owner of the organization?

· Who makes decisions: manager, board, or external party? 
(men or women)

	Organization’s background?
Clarity about roles 
and relationships: business-like?
	· Does the organization have a business or non-business background (e.g. social development/ humanitarian)?

· Do staff members regard themselves as a business or an assistance program?

· Do clients regard the organization as a business?

· Does the organization have a transactional relationship with clients?

· Does organization have a ‘mixed’ relationship with clients, 
e.g. credit with BDS, non-commercial activities with BDS etc.?

	Offer: 
Core competence and products/services
project proposal
	· Can the organization identify what its core competence offer to women entrepreneurs (and other segments of women target groups) is?

· Is the organization able to differentiate itself from competitors (skills, products, services, etc.)?

· What does the organization think women entrepreneurs get from the services it provides (solutions/ benefits formulated in project proposal)?

· Who, precisely, are its clients (men or women)? 
What is its market niche?

· Is the target group for the project described and broken down 
in detail?

· Are the objectives, expected results, and activities defined precisely (quantifiable indicators) and planned in line with the interests, needs, and demands of the target group (men or women)?
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	Criteria
	Key Questions

	Staff: 
business-like?
gender-aware?
	· Does key staff have direct SME experience?

· Does key staff have direct gender experience?

· What is the staff’s background (education, profession etc.)?

· Does staff have a clear understanding of the benefits that they deliver to women entrepreneurs?

· Is remuneration performance-based?

· Are key people flexible, managerial, and open to change?

· How many women/ men are in decision-making positions within 
the organization?

· Are there female trainers/ consultants in the organization?

	Resources and Capacity: viability or sustainability
	· Does organization have the appropriate skills, people, and facilities to deliver services sustainably? Are inputs needed? Which?

· Can the organization finance capacity from client revenues? 
To what percent?

· How much is the total cost of the project proposed and 
how much is the partner willing/ able to take over?

· What are the different sources of income for the organization?

· Are the main clients women or men entrepreneurs and/ or 
other donor projects?

· Are financial projections realistic?

	Systems: 
Measuring performance
	· Can the money use, staff time, etc. be assessed through 
financial controls?

· How are pricing decisions made?

· Is client feedback captured? How is it utilized?


	Document type
	Worksheet

	Reference to Part I
	Planning: 6.1

	Title
	F
Worksheet for Gender-Differentiated 
Sector Analysis

	Focus
	Distribution of women and men according to sectors

	Use
	To be filled by project staff and combined with worksheet G


	
	           Men
	             Women

	Industry
	Total no.
	% employed
	(paid staff)
	(unpaid staff)
	% entrepreneur
	Total no.
	% employed
	(paid staff)
	(unpaid staff)
	% entrepreneur

	Formal sector

· trade

· services

· health/ social work

· education related

· construction

· public administration

· agriculture

· metal, machinery

· furniture

· textile

· food-processing.

· modern technologies

(please specify, which)

...........................................

...........................................

...........................................

· others (please specify)

...........................................

...........................................


	
	
	
	
	
	
	
	
	
	

	Non-formal sector 

(specify sectors)

· .....................................

· .....................................

· .....................................

· .....................................

· .....................................

· 
	
	
	
	
	
	
	
	
	
	

	Unemployment rate: 
	(men:.....%, women:.....%, total: ......%)


	Document type
	Questionnaire

	Reference to Part I
	Planning: 6.2

	Title
	G
Key Questions for Gender-
Differentiated Sub-Sector Analysis


	Focus
	

	Use
	


1.  Main characteristics of the sub-sector:

· What are the main operations or functions within the sub-sector?

· Who and how many are the main participants within the sub-sector? (number of male/ female workers, number of women/ men entrepreneurs)
· What are the technologies mainly used within the sub-sector?
· What are the distribution or marketing systems used within the sub-sector?

· What are the product flows and production relationships within the sub-sector and others?

· What are women’s/ men’s main functions within the sub-sector?

· What are women’s/ men’s income from different operations within the sub-sector?

2.
Working environment in the sub-sector:

· How does the regulatory and institutional environment affect women/ men entrepreneurs and female/ male workers in the sub-sector?

· What are the raw material and product prices?

· What are the labor regulations within the sub-sector and their consequences for men/ women?

· What are the socio-cultural norms within the sub-sector and their implications for men/ women?

3.
Dynamics/ growth within the sub-sector:

· What are the women/ men entrepreneurs’ constraints and opportunities regarding market demand?

· How dynamic is technological change within the sub-sector?

· How profitable are different niches within the sub-sector?

· What are growing niches within the sub-sector?

· What are the risks and entry barriers for women/ men entrepreneurs?

	Document type
	Outline for questionnaires

	Reference to Part I
	Planning: 7

	Title
	H
General Outlines for Questionnaires 
Regarding Labor Market Analysis

	Focus
	Design of labor market survey

	Use
	Instructions for project staff


Labor market analyses should give information about the supply and demand for work within a certain region. Different key players within the labor market can provide such information: 


A labor market analysis should provide information about the skills that are required to obtain a job in each relevant sector. In an ideal labor market, the demand for work matches the supply. Since this is seldom the case, we should investigate the following:

· What skills, experience, and education do employers generally expect from their male and female employees and workers?

· Do male and female workers and employees and the unemployed match these expectations?

· What is the capacity of specific sectors and/or sub-sectors to absorb male and female employees?

· What are the working conditions offered to men and women within the sector and/or sub-sector (wages, working hours etc.)?

· How many new enterprises have been registered in which sectors and sub-sectors in the last two years?

· How many enterprises have been registered bankrupt in which sectors/ sub-sectors in the last two years?

If the main objective of a WEP program is that unemployed women find self- or wage employment, both the main characteristics of unemployed women (their skills, job experience, education etc.) and the niches in the labor market must be investigated.

In the following, general outlines for questionnaires
 to different key players in the labor market are presented. 
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a)
Questionnaire Outline for Unemployed Women

1.  Personal data:

· Name: 



……………………………………………………………………
· Date and place of birth: 

……………………………………………………………………
· Family status: 


……………………………………………………………………
· Number of children: 

……………………………………………………………………
· Address: 



……………………………………………………………………
2.  Education:

· Years at school: 


……………………………………………………………………
· Further education (technical college, university etc.)/ years and achieved degree:
……………………………………………………………………………………………………………………...

· Professional training (years and degree): ……………………………………………………………
· Qualification improvement courses: 
………………………………………………………….
· Language knowledge:                     ……………………………………………………………………
· Additional professional knowledge and skills (PC skills, driving license, etc)

……………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………...

3.  Professional activity – information about the 3 last working places:

	
	Period 1

month/year..... month/year
	Period 2

month/year..... month/year
	Period 3

month/year..... month/year

	Name of Organization
	
	
	

	Position
	
	
	

	Responsibilities
	
	
	

	Monthly Income
	
	
	

	Reasons for Leaving
	
	
	


4.  Search for work - description of desirable jobs, positions:

· position, functions: 

……………………………………………………………………
· desirable salary:


……………………………………………………………………
· desirable work schedule:

……………………………………………………………………
· geographical flexibility:

……………………………………………………………………
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· What are the main problems that you face when looking for a job? 
What assistance do you need?

……………………………………………………………………………………………………………………...

· What targets do you set for yourself for the coming 2-5 years? What obstacles do you think you may can be confronted with while reaching your targets?

……………………………………………………………………………………………………………………...

· In which sphere you would like to improve your qualifications? (accounting, sales, marketing, crediting, advertising, logistics, PR, financial management, etc.)

……………………………………………………………………………………………………………………...

· Do you need psychological support from employment specialists? Why?

……………………………………………………………………………………………………………………...

· What will the attitude of your family be towards your future employment?

……………………………………………………………………………………………………………………...

· What percentage of your family budget will your future income constitute?

……………………………………………………………………………………………………………………...

· If you had such a choice would you prefer to work or to stay home? Why?

……………………………………………………………………………………………………………………...

· Would you like to start your own business? Why?

……………………………………………………………………………………………………………………...

· If yes, what prevents you from doing it?

……………………………………………………………………………………………………………………...

· What kind of assistance would you like to receive in order to open your business?

……………………………………………………………………………………………………………………...

5.  Perspectives of women

· What are “in your opinion” the perspectives of women in the labor market?

……………………………………………………………………………………………………………………...

6.  What could help women?

· What in your opinion could help women in their search for employment?

……………………………………………………………………………………………………………………...
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b)
Questionnaire Outline for Employers

	Company/ organization:

Date of creation:

Name of the respondent:

Position:

Core business of the company:

Sector of business activity:


	Sub-sector of business activity:

Address:

Phone:

Fax:

Email:




1.  Please characterize the current situation regarding female and male employees in your company:

	
	Men
	Women

	Total No. of employees:
	
	

	Positions:

· Top management

· Middle management

· Assistant/ secretary

· Production
	
	

	Average salaries per position:

· Top management

· Middle management

· Assistant /secretary

· Production
	
	

	Average duration of employment contract per position:

· Top management

· Middle management

· Assistant/ secretary

· Production
	
	


2. What are the requirements of your company regarding number and profile of female and male employees for the next 2 – 5 years? (qualifications, age, specific skills, working experience, education)

3. Does your current staff meet these requirements?

4. How is new personnel recruited in your company? (public announcements, advertisements, mouth to mouth, recruitment agencies, employment office, etc.)

5. What are, in your opinion, the opportunities of women’s employment/ entrepreneurship in the region? Is there a difference with men’s employment? If yes, in what respect?

6. What, in your opinion, could help to improve women’s opportunities in the labor market?
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c)
Questionnaire Outline for Experts on the Labor Market

(Recruitment Agencies)

	Organization:

Date of creation:

Name of respondent:

Position:

Mission of organization:
	Address:

Phone number:

Fax/ Email:

Website:


7. Please characterize the current situation regarding women’s employment/ entrepreneurship (women’s unemployment rate, the main sectors and sub-sectors where women are active as employees and as entrepreneurs, employers’ requirements regarding women’s skills and know-how, main growth sectors in the region, etc.). How has the situation changed in the last 3-5 years and what are the reasons for such changes?

8. What are, in your opinion, the reasons for the imbalance between men and women in the labor market?

9. What support does your organization render specifically to women entrepreneurs and unemployed women?

10. What are, in your opinion, the opportunities of women’s employment/ entrepreneurship in the region?

11. What in your opinion could help to improve women’s situation in the labor market?

	Document type
	Outline for questionnaires

	Reference to Part I
	Implementing: 1

	Title
	I
The 4 Ps of the Marketing Mix in 

the WEP Context

	Focus
	Analysis of critical marketing factors

	Use
	Questions to be asked by project staff


	The 4 Ps
	In the WEP-Context



	Key Question

	Product (Service)
	· specific products/ services developed for women entrepreneurs, e.g. credit lines, business management training

· innovative areas of intervention developed within WEP programs (e.g. policy dialogue, business linkages, etc.)

· areas of intervention adjusted from SMEP programs (e.g. cooperation with BDS providers)
	· what products/ services do women demand?

· what products/ services are needed to promote women’s economic development?

· what existing products/ services can be adjusted from other fields of cooperation?

	Price
	· voucher programs

· subsidies

· pricing strategies and modes of payment
	· what price are women able and willing to pay?

· what price is needed to make the products/ services profitable or at least cost covering?

	Place
	· portfolio approach (choice and mix of partner organizations)

· mobile training/ service units

· choice of geographic area
	· who is the adequate partner/ supplier to offer the products/ services to women?

· what is the adequate place to offer the service to women?

	Promotion
	· awareness creation measures (e.g. promotional material, campaigns, fairs, positive examples, or successful role models)
	· what measures increase women’s awareness of business development services offered?

· what measures increase service suppliers’ awareness for women’s demand?

· what measures create a more “woman-friendly” business environment?


	Document type
	Worksheet

	Reference to Part I
	Implementing: 3.3

	Title
	J
Institutional Support to Different 

Kinds of Organizations

	Focus
	Deciding about institutional support measures

	Use
	To be applied as framework by project staff


	Support to which kind of organization?
	Collaboration with market oriented BDS suppliers (little interest in ‘weak’ market segment)
	Collaboration with membership organi-zations, self help organizations (little capacity for business projects)



	Collaboration with state institutions 
(little awareness for female target groups’ needs and potential in labor market, little capacity to implement gender-sensitive policies, laws and regulations)

	Advantage
	Know business service delivery and (part of) the market
	Know women’s groups in rural areas also
	Know training concepts and trends/ demand in labor market

	What kind of  institutional support? (some examples)
	· Support service development (by sharing investment costs) 

· market analyses

· Service modification (adapt services, prices, etc. to women entrepreneurs’ demand and possibilities)
	· Organizational strengthening (e.g. creation of business unit) 

· Support in developing/ offering demand-oriented services to members

· Strengthening horizontal networks

· Support in developing vertical networks
	· Training of trainers, 

· Staff training 

· Awareness creation regarding women entrepreneurs, their opportunities and constraints

· Support in developing training modules adjusted to women entrepreneurs’ demand

	
	· New/ modified service offer for new (female) target group
	· Support in recruitment of staff capable of implementing entre-preneurial promotion or training existing staff
	· Labor market analyses and close link to industries/ employers

· Support in elabora-ting “woman-friendly” policies, laws and regulations


	Document type
	Worksheet

	Reference to Part I
	Implementing: 4.1

	Title
	K
The Main Components of a 

Voucher Program 

	Focus
	Designing a voucher program

	Use
	Instructions for project staff


Based on experience in several countries, a voucher program should include five key components
: 

· an incentive structure that sets the conditions on the value of vouchers, their distribution, and a quality based redemption system,

· a voucher fund which offers a partial, direct consumer subsidy designed to have significant market scope,

· an information and referral system that distributes information to seekers and providers of business development services,

· a supervision and control system which audits compliance with the system, 

· an exit strategy (such as a predetermined time-frame to lower subsidies, and/ or lower subsidies to frequent users).

The Sequence of Main Steps in a Voucher Program
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	Document type
	Worksheet

	Reference to Part I
	Monitoring: 2 

	Title
	L.1
Monitoring at Program Level


	Focus
	Analysis of results at program level

	Use
	Questions to be answered by project staff


	Dimension
	Key Questions
	Indicators

	Outreach
	· How many providers deliver services to women entrepreneurs?

· How many women entrepreneurs purchase services?

· How many providers are owned by women?

· How many women’s associations participate in training programs?

· How many women are in decision-making positions in BMOs?
	· Change in no. of providers offering services relevant to women entrepreneurs

· Change in no. of women entrepreneurs buying provider services

· Change in no. of female staff

· Change in no. of women owned providers

· Change in no. of women’s associations’ members trained

· Change in women’s level of participation in BMOs

	Efficiency

	· Are we doing things right? 

· How much does it cost to reach a ME in the project?

· How much does it cost to develop a product within the project?

· How much does it cost to cooperate with a provider/ partner organization?
	· Project cost per ME reached

· Project cost per product developed

· Project cost per provider/ partner organization

	Effectiveness
	· Are we doing the right things?

· Are we contributing to the development of women entrepreneurs?

· Are we contributing to women’s economic empowerment?

· Are there more successful women entrepreneurs?

· Are there stronger women’s associations?
	· Change in women entrepreneurs’ income

· Change in women active as entrepreneurs or being employed (change in women’s access to labor market

· Change in number of successful women entrepreneurs 

· Change in business practices

· Change in women entrepreneurs’ profit

· Change in women associations’ profile, their services and the number of their members

	Sustainability
	· Will the partner continue to exist and to deliver services to women entrepreneurs after the project intervention ceases?
	· Change in costs covered by revenue from services

· Change in donor contributions
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	Document type
	Worksheet

	Reference to Part I
	Monitoring: 2

	Title
	L.2
Key Indicators for Measuring the 
Development of a BDS Program with 
Focus on Women Entrepreneurs

	Focus
	Sustainability analysis 

	Use
	To be filled in by project staff


	Measuring Outreach
	Key Indicators

	
	· Change in number of (BDS) providers offering services to women entrepreneurs

· Change in number of (BDS) products being offered to women entrepreneurs

· Change in number of women entrepreneurs buying services

· Change in number of organizations engaged in policy-making change affecting women entrepreneurs


Key indicators for measuring the cost-effectiveness of a program are important but not yet used sufficiently within WED programs:

	Measuring cost-effectiveness
	Key Indicators

	
	· Total cost per woman entrepreneur reached

· Total cost per BDS provider serving female market segments assisted


Main indicators for measuring sustainability on a program level as a whole are:

	Measuring sustainability 
	Key Indicators

	
	· Increase in % of costs covered by revenue from women entrepreneurs

· Growth in BDS market size


Measuring market development is becoming more relevant in a shift of focus in the BDS approach from a supply-driven to a market-aware approach. Relevant indicators refer mainly to women’s access to the BDS market and are: 

	Measuring market development
a) Women’s access to BDS markets
	Key Indicators

	
	· Number and % of BDS suppliers offering services specifically to women or to sectors with a high proportion of women entrepreneurs

· Number and % of women entrepreneurs with access to BDS (able to pay)
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Taking into consideration that women entrepreneurs represent an interesting though still relatively undiscovered target group within the BDS market, another aspect is the expansion of the market for BDS:

	Measuring market development
b) Expanding the market for BDS
	Key Indicators

	
	Market size: 

· Number of women entrepreneurs purchasing BDS

· Amount of sales by BDS providers to women entrepreneurs

Market penetration:

· % of potential women entrepreneur market reached


Qualitative aspects within the BDS market regarding the provision of services to women entrepreneurs can be measured with the following indicators:

	Measuring market development
c) Improving the quality of BDS 
	Key Indicators

	
	· Number of women entrepreneurs purchasing BDS

· Amount of sales by BDS providers to women entrepreneurs

· Women entrepreneurs’ satisfaction with services

· Number and % of female repeat customers

· % of women entrepreneurs who improve business practices


Key Indicators for Measuring the Impact on the Target Groups

	Measuring women’s business growth

	Key Indicators

	
	· Increasing women entrepreneur’s net income

· Increasing women entrepreneur’s control over income

· Increasing women entrepreneur’s access to formal sector services

· Increasing women entrepreneur’s management skills 

· Increasing women entrepreneur’s sense of empowerment


L
Monitoring – Forms and Worksheets

	Document type
	Form

	Reference to Part I
	Monitoring: 2

	Title
	L.3
Monitoring Form for Measuring the 
Sustainability of Women’s Groups 

or Associations


	Focus
	Sustainability analysis 

	Use
	To be filled in by project staff


Associations and women’s groups are often partner organizations within WEP programs. In the following, a few indicators are presented to measure of the sustainability of such partners. 

	Indicator
	Base Line
(Situation at beginning of WEP program)
	Situation 1 month,

6 months, or 

1 year later
	Difference (change since beginning of program)

	THE GROUP/ASSOCIATION
	
	
	

	12. Is the group/ association actively working?
	yes/ no
	
	

	13. For how long has the group/ association been continuously active?
	years
	
	

	14. Paying members/ total members 
	%
	
	

	15. Drop-outs/ total members 
	%
	
	

	16. New members/ total members 
	%
	
	

	17. Number of paid staff
	%
	
	

	18. Qualification of paid staff
	
	
	

	19. Does the group/ association:

· promote activities introduced by program?

· manage training?

· manage trade fairs?

· manage exchange programs?

· have interest in managing program activities in future?

· have the human resources required?

· have the required infrastructure?

· have financial capability?
	yes/ no (if yes, indicate no. of participants)
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	Indicator
	Base Line
(Situation at beginning of WEP program)
	Situation 1 month,

6 months, or 

1 year later
	Difference (change since beginning of program)

	20. Does the group/ association:

· conduct common purchase of raw material?

· share equipment?

· produce together?

· market together?

· promote together?
	
	
	

	21. Accounting figures from the group/ association are:

· Income per annum

· from sales of services

· membership fees

· donor contributions

· others (please indicate)

· Costs per annum

· for service 

· others (please indicate)

· 
	yes/ no
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	Document type
	Form

	Reference to Part I
	Monitoring: 2

	Title
	L.4
Monitoring Form for Measuring the 
Performance and Growth of 
Women 
Entrepreneurs’ Businesses

	Focus
	Development of women entrepreneurs’ businesses

	Use
	To be filled in by project staff and women entrepreneurs


Name of Company:                 ………………………………………………………………………………...

Start of Project:                    ……………………………………………………………………………………
	Indicator
	Base Line

(Situation at beginning of WEP program)

	Situation 1 month,

6 months, or 

1 year later
	Difference (change since beginning of program)

	Total production capacity
	
	
	

	Utilized capacity
	
	
	

	No. of end products
	
	
	

	No. of product lines
	
	
	

	No. of new products
	
	
	

	Quality: rejects of final products/ total production
	
	
	

	No. of employees
	
	
	

	No. of sales 
	
	
	

	Productivity: no. of sales/ no. of hours to produce quantity sold
	
	
	

	Sales revenue (USD/ month)
	
	
	

	Total costs (incl. raw material expenses, salaries, running costs etc.)
	
	
	

	Competitiveness (value added/ total costs)
	
	
	

	Fixed capital investment
	
	
	

	Value of material and products in stock
	
	
	

	Value Added (revenue/ total costs)
	
	
	


The same form can be applied for BDS suppliers. 

L
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L.5
Forms for Project Document and Project Monitoring

In order to monitor a partner organization’s performance regarding the implementation of a project which has been agreed upon between two parties (normally a local implementer and an international agency for development cooperation which finances [parts of] the project), it is important to clearly define the objectives of the project and the steps that have to be taken by the local implementing agency to reach these objectives within a pre-determined time frame. This can be done in a “Project Document” which, together with a business plan, forms a contract between the two parties. In the following, simple forms for such a “Project Document” and for “Monitoring the Partner Organization’s Implementation of the Project” are shown. 

	Document type
	Form

	Reference to Part I
	Monitoring: 2/ 3



	Title
	L.5.1. 
Simple Form for Project 


Document with a Partner 


Organization

	Focus
	Designing a project document for cooperation

	Use
	To be written by the involved parties


Contract between Local Implementation Organization (Name:.......)

and

International Organization/ Donor (Name:.............)

Information about the Local Implementation Organization

· Goals and brief overview of the organization’s history: 

……………………………………………………………………………………………………………………...

· Names of board members: 

……………………………………………………………………………………………………………………...

· Number of registered members: 

……………………………………………………………………………………………………………………...

· Significant achievements:

……………………………………………………………………………………………………………………...
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Information about the Project

· Name of the project:

……………………………………………………………………………………………………………………...

· Description of the current situation the project is addressing:

……………………………………………………………………………………………………………………...

· Goal(s) of the project: 

……………………………………………………………………………………………………………………...

Objectives: objectives and activities or steps leading to the achievement of the objective must be very precise and must be quantified!!!!
	Objectives
	Objective 1:

………………………
	Objective 2: 

………………………
	Time

Frame
	Responsible Person/ Organization

	Main steps to reach objective
	Activity 1a)

………………………
	Activity 2a)

………………………


	
	

	
	Activity 1b)

………………………
	Activity 2b)

………………………


	
	

	
	Activity 1c)

………………………
	Activity 2c)

………………………


	
	


· Target group(s)/ clients: 

……………………………………………………………………………………………………………………...

· Start and end date of the project:
 

……………………………………………………………………………………………………………………...

· Total cost of the project, the contribution requested from international organization (and others) and contribution from local implementing agency:

……………………………………………………………………………………………………………………...

· Other sources of financial support for this project (amount and sources): 

……………………………………………………………………………………………………………………...
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Consolidated Project Budget (in USD):

	Item
	Quantity
	Unit
	Expenses 
	Input from local implemen-tation agency
	Input from interna-tional agency
	Other

Input

	1. Project Staff (with taxes)
	
	
	
	
	
	

	2. Rent
	
	
	
	
	
	

	3. Material 
	
	
	
	
	
	

	4. Other Running Costs
	
	
	
	
	
	

	5. Equipment/ Machinery
	
	
	
	
	
	

	6. Other Expenses:

· …………….

· …………….

· …………….

· …………….

· …………….


	
	
	
	
	
	

	Total
	
	
	
	
	
	


Person in organization responsible for information given in project proposal:

……………………………………………………………………………………………………………………...

Date:

…………………………………………………………………………...

For internal use only:

Foreseen support needed from Partner Organization to implement the project:


………………………………………………………………………………………………..

……………………………………………………………………………………………….

	Document type
	Form

	Reference to Part I
	Monitoring: 2/ 3



	Title
	L.5.2.
Simple Monitoring Form for 


Measuring Partner Organization’s 

Implementation of a Project

	Focus
	Monitoring the cooperation between two parties

	Use
	To be filled in by project staff and / or the partner organization


Partner Organization:

…………………………………………………………………………...

Month:



……………………………………………………………………………

Start of Contract: ……………..
                                  

End of Contract: ……………….

Key criteria for measuring performance

1.

Project Management

                       

 Project Start                       

    Project Development

	Objectives 

(Expected Results
)
	Planned Activities
 
	Activities achieved in Month 
	Expected Result achieved to ……%

	Expected Result 1: 

…………………………….

…………………………….
	Activity 

1a)

………..……………………

1b)

………..……………………

1c)

………..……………………
	Activity 

1a)

………………………

1b)

………………………

1c)

………………………


	

	Expected Result 2: 

…………………………….

…………………………….
	Activity 

2a) ………..……………………

2b)

………..……………………

2c)

………..……………………
	Activity 

2a)

………..…………………

2b)

………..…………………2c)

………..…………………


	

	 
	
	
	Total ……%
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2.

Institutional Development

	 
	Project Start
	Month …….

	No. of staff

male/ female
	
	

	No. of staff trained in management skills

Male/ female
	
	

	No. of staff trained in production-related skills

male/ female
	
	

	No. of products produced 
	
	

	No. of products/ services sold
	
	

	Product/ service quality
	
	

	No. of new clients
	
	

	Other relevant performance results 
(e.g. staff turnover rate):
	
	


3.

Financial Monitoring 



(Simple scheme without investments)

Month:



………………………………………………………………………………

Gross income: 


………………………………………………………………………………
Cost of sales (total production costs): [Raw materials, general expenses, personnel expenses etc.]




……………………………………………………………………….…….

Inventory:


………………………………………………………………………………
Other expenses: 

………………………………………………………………………………
Operating costs:

………………………………………………………………………………
	Paid by Local Partner Organization


	Paid by Donor/ International Agency

	Electric power:
	

	Fuel generator:
	

	Water:
	

	Rent:
	

	Salaries:
	

	Other expenses:
	

	
	

	Total expenses:
	


Net income (gross income– total expenses):    ………………………………………………………
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� Include as an attachment a time schedule for implementation.
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