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Introduction

The Project Tool Kit (PTK) has been developed as a project component in the Tacis SMERUS 9602 Project “Support
to Business Communication Centres and SME Development Agencies”.

The Project worked in eight locations with four Business Communication Centres (BCCs in Moscow, Barnaul,
Cheboksary and Chelyabinsk) and four SME Development Agencies (SMEDAs in Novgorod, Schlisselburg, Orenburg
and Reutov).

The purpose of the PTK is for the BCCs and the SMEDAs within the network of Russian Agency (RA), to have a
professional consolidated and homogeneous approach to business clients, partners and SME Business Development -
by using a set of well tested documentation.

The SIORA net plays a vital role in the present and future co-ordination of business development of Russian small,
medium and large enterprises.

Objective of the PTK

» The objective of this present Tool is to facilitate the SMEDA/BCC with a detailed structured questionnaire in their
approach and interview of clients with the aim to prepare a Project Profile and a Business Plan and/or a Feasibility
Study.

« The Tool will assist you to collect all required information from a client to prepare a professional set of
documentation, i.e. Project Profile and a Business Plan and/or a Feasibility Study.

e By using this Tool, you will cover a major part of requested information from a client enabling you to make a
professional service and feedback to the client in the form of e.g. a Project Profile and a Business Plan and/or a
Feasibility Study.

BBeaneHue

Tool Kit npoekTa 6bin pa3paboTaH B Ka4yecTBe KOMMOHEHTa npoekTa nporpammbl Tacis SMERUS 9602 “lMopaepxka
LOW n ArenTcTB passutusa npeanpuatuin MCB”.

MpoekT 6bIN BHeApeH B YeTbipex LleHTpax genoeon nHgopmauum (B Mockse, bapHayne, Yebokcapax n YensabuHcke)
n yeTblpex AreHtcTBax nogaepxku MCB (B Hosropogae, Lnuccensbypre, OpeHbypre n PeyTose).

LUens PTK gna UOW n ArenTcTs, paboTtatowmux B cucteme Poccuinckoro AreHTcTBa — 06pecTu npodeccrmoHanbHbIn
KOHCONMOMPOBAHHBIA M FOMOTE€HHbIM MOAX0A K KIIMEHTaM, napTHepam M passutuio npegnpustun MCB, ncnonbays
Habop NpoBepeHHON AOKYMEeHTauuun.

Cetb CUOPA wurpaet XM3HEHHO BaXHYK poSib B KOOPAWHAUMM pPa3BUTMS OM3HEca MarnblX, CPEOHUX U KPYMHbIX
npeanpuaTuii Poccun Ha cerogHsALWHWMN AeHb 1 B ByayLuem.

Uenb PTK

e Llenb HacTosiLero MHCTpymeHTa — 3710 pacunutaumst AreHtcTs/LIANV ¢ nomoLLbo AeTanbHO CTPYKTYPUPOBAHHOMO
BOMpPOCHMKa Npu nx paboTe No onpocy KNMEHTOB, C Lenbio NOAroTOBKM Npodung npoekta u busHec nnaHa n/vnu
N3y4YeHns OCyLLECTBMMOCTW.

e [aHHbIii MHCTPYMEHT MOMOXET BaM MOSydYMTb OT KIMEHTa BCIO HeobGXoAuMyl MHGOPMauWio Ans MNOArOTOBKU
npodgeccumoHanbHoro Habopa [OOKyMeHTauuu, To ecTb Npodunsa npoekTa, Gu3Hec nnaHa w/vnu unsydyeHust
OCYLLECTBUMOCTM.

*  Vcnonb3ya aTOT MHCTPYMEHT, Bbl OXBaTWUTe GOmMbLUYIO YacTb TPeByeMoi OT KnMeHTa MHAOoPMaLIMK, YTO NO3BOMNUT
BaM OKa3aTb MpodeccUoHarnbHble YCNyru U nosyyYnMTb 06paTHY CBA3b OT KNMeHTa B TakoW, Hampumep, dopme
Kak Npodunb NpoekTa, 6u3Hec NnaH u/unmn n3ydyeHne ocyLLEeCTBUMOCTM.



QUESTIONNAIRE TO SME:

Preliminary information on the proposed Client project for consideration by the SMEDA/BCC
The response from the client must be comprehensive and must include as much as possible of the listed questions to prepare for

a Client Project Profile and the ultimate Business Development/Investment Plan for the Client

A. BASIC SME INFORMATION

PROMOTER OF THE PROJECT

. Name, address and contact person

. Owner of the SME, partners, year of existence, specify details

. Number of staff, management experience and qualifications

. Present production specify details

. Annual turn over in Roubles

. Any Export - Import

. Equity, debt, structure of fixed assets, working capital etc.

. Explain reasons to innovate, develop and invest in the project

. Connections to foreign partners; connection to companies and banks
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IF PARTNER - LOCAL AND/OR INTERNATIONAL

. Name and address, if identified enclose documentation
What is expected from the partner in general and concerning:

. Management, Technical Management assistance, training

. Technology transfer, innovation and R&D

. Equipment supply

. Financial participation

. Joint venture partner

. Technical assistance

. Other
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B. PROJECT/PROD

UCT INFORMATION

PROJECT AND PRODUCT
1. Project and product history, a short description of the facility
and location
2. Type of product, production capacity, volumes per day/month/year
3. Medium and long term investment strategy of the project

COST OF PRODUCTION

1. Cost of raw materials

2. Cost of utilities for the production
3. Labour costs

4. Overhead costs and other costs

TECHNOLOGY AND INPUT SUPPLY

1. Short description of the process technique and product
2. Possible suppliers of required equipment

3. Access to raw materials for process/production

4. Production premises, ownership and manpower available

INVESTMENT BUDGET

1. Estimate of total project cost

2. Specify: Land, building, utilities, process equipment, machinery etc.
3. Initial implementation cost

4. Working capital requirements

MANAGEMENT AND MARKETING

. Proposed management organisation

. Orientation of the product, local, regional and/or export
. Planned sales volume and forecast of sales

. Sales unit price and gross profit per unit

. Distribution channels to be used

. Competition, names, number and size

. Market prices for similar products

. Imported products substituting the product
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FINANCIAL STRUCTURE

. Contribution from:

. The promoter of the project

. Partners

. Financial Institutions

. Bank financing and amount - loan, equity, both

. Projected financial statement, profitability, return on investment
. Assumptions and Constraints

. Risk analyses
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C. OTHER INFORMATION

PROJECT ENVIRONMENT

1. Incentives and support available to the project

2. Expected contribution of the project to further develop

3. Co-ordination between the Client and regional, state and
Government programs and institutions

4. Legal and tax implications of the Client project

OTHER FACTORS

1. Support to the Client project and approvals

2. Existing documentation/ reports on the project, business plan etc.
3. Key persons involved and key contacts established

4. Other similar project proposals known

5. Time schedule planned for project implementation and completion

TO BE COMPLETED BY THE APPLICANT
Define and Specify need for Expert Assistance in the Following Main
Activities (mark the most important activities with a v):

Client Market orientation - Industrial

Client Market orientation - Consumer

Know-how to new technology for process, product and production
Design, engineering and planning of products

Technology transfer for improvement of present or new products
Survey and proposals to new Quality product development
Survey and proposals to new Industrial Design

Evaluation of possible license or JV partners for production
Development of SME Business Plans, strategy and investments
Proposals and training in sale, marketing and management
Proposals to business operating systems and planning

Costing of production, VC, FC, GC, Profits - Budget/Forecasts
Profit/loss account, balance sheet, cash flow & Annual Reporting
Other

DETAIL REQUIRED ASSISTANCE FROM THE SMEDA/BCC
EXPERTS TO WORK WITH THE Client:

Please answer as many of the questions possible in A-B-C on a
Separate page and refer to the numbers for each item.

Expand information in key areas of problems, where assistance is
required and detail subjects on a separate page.

Name and Title of Client Manager:

Place and Date:




ONPOCHBIN JINCT NPEJANTPUATHS:

IIpedsapumenvras ungdopmayusi o npeonpusmuu oas paccmompenus npoepammon SMERUS 9602 / Aeenmcemeom / LITH
Omeemul_KnueHma_0o0JCHbL_ObiMb _UCUEPNbIBAIOUUMY _U_0X8AMbIEANMb KAK MOJICHO 0O0NblUe NEePeqUCICHHbIX 80NPOCO8 _O0Jil_M020, 4moodbl
noo2omosums npoduibtwlil npoekm 0 npeonpusmus MCE u okonuamenbhblil 6apuanm paspadomanio20/ UH6eCMUYUOHH020 OU3HeC NiaHa

A. OCHOBHASI TH®OPMAIIUA O KJIMEHTE

¥ BKJIQJIbIBAaTh B HEI'O CpeJICTBA

. TexHnveckasi HOMOIIb

YUYPEJUTEJIb IPOEKTA HAPTHEPBI - MECTHBIE U 3APYBEKHBIE, ECJIH UMEIOTCSL
1. Ha3Banwue, afpec ¥ MM KOHTAKTHOTO JIUI[A ®Ha3zpanue 1 a/ipec, €CIH eCTh COrTANICHNE — IIPHIIOKUTE
2. Brajener IpeAnpusTHs, TapTHEPbI, CPOK CYIIECTBOBAHHS — OAPOOHO ® U0 BB OXKUIACTE OT MAPTHEPA B OOLIEM U B YaCTHOCTH:
3. KonndecTBO paboTaONIKX, ONBIT paGOTHl MCHEKEPOB U MX KBaIM(HKAIUS 1. IToMonIk B peopraHu3alii MCHE/KMEHTA H 00ydeHHe
4. TpoxyKuusi, IPOM3BOANMASL B HACTOSIIIEE BPEMs — IIOAPOOHO 2. Tpaucdep TEeXHOIOT Ui, HHHOBALUA U HAyIHO-HCCICA0BATEIBCKIE
5. T'ozoBoii 060poT B pyoIIsIX pa3paboTku
6. Dxenopt — IMmopt — eciu ecTh 3. IlocTaBka 060pya0BaHUST
7. AKIIMOHEPHBIH KaruTal, J0ITH, CTPYKTYPa OCHOBHBIX ()OHIOB, pabouHil KaluTal U T.J1. 4. ®uHaHCOBOE yyacTHe
8. O6BsICHHTE, MOYEMY BbI XOTUTE Ha4aTh HHHOBALIMOHHOE PA3BHTHE BAILIETO HPEIMPUSTUS 5. INapTHEp AMIs CO3MAHMSI COBMECTHOTO MPEATIPHSITHS
6
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9. CBsi3u ¢ 3apy0Oe)KHBIMHU MTAPTHEPAMH, CBS3U ¢ OAaHKAMHU U KOMIIAaHHUSIMHU

. lpyroe

B. UHOOPMAIUA O HPOEKTE/MPOAYKTE

MPOEKT U MTPOAYKT

1. TIpoeKT npeAnpHusTHS, HCTOPHS MPOAYKTA, KPATKOE OMHCAHNE TEXHUYECKHX CPEACTB
MPEIPUATHUS, €O MECTOPACTIONOKCHHS

2. Tun npoayKTa, IPOU3BOACTBEHHASI MOIIHOCTh, 00BEM MPOM3BOJCTBA B ACHB/MECSL/TON

3. bikaiimas u JonrocpoyHas MHBECTHIIMOHHAS CTPATErUsl POeKTa

3ATPATHI HA TIPOU3BOJACTBO

1. 3aTpatsl Ha CHIpbE

2. 3aTpaThl Ha KOMMYHAJIbHBIC YCIyTH

3. 3aTpatsl Ha paboUyIO CUITY

4. OnepalliOHHbIC M3JICPKKU M JIPYTHe BUJIBI 3aTpaT

TEXHOJIOI'UsSI U BHYTPEHHUE IOCTABKH

1. Kpartkoe onucaHnue TeXHOJIOIHH MPoIecca U MPOAYKTa

2. Bo3MOXKHBIE OCTABIINKN HEOOXOAUMOTO 000PYA0BAHHUS

3. BO3MOXHOCTH J0CTYIa K CHIPHEBBIM pecypcaM, HeoOX0JMMBIM JUIs Ipoliecca

4. Ilpon3BOACTBEHHBIE ILIOLIA/H, TUIT COOCTBEHHOCTH U HAMYUE HOCTYITHON paboueii CHibI

MHBECTULMOHHBIN BIOJIKET

1. IIpocunTaiTe NOIHYIO CTOMMOCTB MPOEKTa

2. Vkaxwure OTACIIBHO: 3€MJIs, CTPOCHUS, KOMMYHAJIbHBIC
YCITyTH, 000pyI0BaHHE H T.1I.

3. OcHOBHBIE TIEPBOHAYAIIBHBIC 3aTPAThI

4. TpeboBanus K paboyeMy KanuTany

MEHEJ’KMEHT U MAPKETUHI"

DOUHAHCOBAS CTPYKTYPA

1. Tlpeanaraemas OpraHu3alis MEHEKMEHTA MPEANPUATHS ©® YyacTHe CO CTOPOHBI:
2. OpueHTalus MPOAYKTa: MECTHBIM, PETHOHATIBHBIN W/ HITH SKCIIOPT 1. CaMoro npeanpusTHs, 3asBUTEINS IPOSKTA
3. IInanupyemblii 00beM Mpo1aXk M MPOTHO3 110 MPoAaKaM 2. INapTHEpoB
4. ]_ICH& CAUHULIBI TOBApa U BaJIOBas l'lpl/l6I)IJ'H> Ha €UHUILLY TOBapa 3. OUHAHCOBBIX WHCTUTYTOB
5. Kanassl, HCIIONBb3yeMBble [T PACIIPOCTPAHEHHS HPOLYKIIUH 4. baHKOBCKOE (PMHAHCUPOBAHKE, €r0 Pa3Mep — 3aeM, aKIUH,
6. KOHKyPeHTBIZ Ha3BaHUS U Pa3MEpPBI UX l'lpel[l'lpl/lﬂTHﬁ 5. duHAHCOBOE 3asBICHUE IIPOCKTA, €r0 BBITOAHOCTD,
7. PbIHOYHBIC IICHBI HA AHAJIOTMYHYIO IPOYKIMIO BO3BpPAT MHBECTUIIHIT
8. IMnopTHBIE IPOTYKTHI — aHAJIOTH MPOLYKTaM, IPOU3BOANMBIM Ha IPEATPHITHH 6. JlomyIieHus ¥ OTPaHUYCHHUS, HCIIOIb3yeMbIe P pacyeTax
7. AHalu3 CTENEHU pUCKa
C. IONOJIHUTEJIBbHASA UHOOPMAIIUA
OKPYXXEHHUE ITPOEKTA JPYTUE ®AKTOPbBI

1. CTl/lMyJ'ILI ¥ BO3MOYKHas MOJJICPIKKA MIPOCKTA NMPCANPUATUA

2. HPSZ[HOHB.FB.CMOC BIIMSHUC IIPOCKTA HA ,E[aﬂLHeﬁHIee Pa3BUTHE NIPEATIPUATUS

3. Koopnm—xaum MEXAY NPEANPUATHEM U PETUOHATIbHBIMH, TOCYAapCTBEHHBIMHU 1
TIPaBUTCIILCTBEHHBIMHU IIPOTPaMMaMU U HHCTUTYTaMHA

4. 3aKOHO/IATENBHOE W HAJIOTOBOE OKpPY’KCHHE MPOCKTa

1. TosyiepKa U PacCMOTPEHUE HPOESKTA MPEAIPUATHS

2. CyiecTByroLIas JOKyMEHTALUSI X OTYETHI 10 IPOCKTY, OU3HEC—IUIaH U APYroe

3. JIuna, OTBEYAIONIHE 33 IPOCKT U OCHOBHBIC KOHTAKTHI, YCTAHOBICHHBIC [T
[IPOBEICHMUS IPOCKTA

4. Jlpyrue n3BeCTHBIC HPOCKTHI AHATOTHYHBIX MPEATPHATHI 1O IPOLYKTY

5. 3amIaHUPOBAHHbII KaJICHAAPHBIi [LUIAH U1 BHCAPCHUS M 3aBEPIICHNUS IPOCKTA

3ANIOJIHAETCS NPEAIIPUSATHUEM MCB, IIOJAIOIIINM 3ASIBKY

OHpe}IeHI/]Te M OTMETBTE OCHOBHBIC HaHpaBﬂeHI/Iﬂ JACATECIILHOCTH, T10 KOTOpBIM BBI 65[
XOTEJIH MOTYYHTH OMOII[b SKCHEPTA, (B CIETYIONIMX BUAAX JEATEILHOCTH OTMETHTE CaMble
TJIaBHBIE C TIOMOIIBIO V)

OpueHTAINS NPEANPUATAS — MPOMBIIICHHAS

OpHeHTAIHS NPeINpPUATHS — NOTPeGHTEIbLCKAS

oo

MOAPOBHOE OIMMCAHHME ITOMOIIN SKCHEPTOB ATEHTCTBA/IIIA
B PABOTE IIPEITPUSTHS:

ITpocs6a OTBETUTH Ha HAKOOJIBIIIEE KOIMYECTBO BOMPOCOB U3 cekiuii A-B-C Ha
OTHACJILHOM JINCTE, YKa3biBasl MOPSAAKOBBIC HOMEPA BOIIPOCOB

Ha oTenbHOM sHcTe JajiTe Hanboee mogpoOHy0 HHPOPMAIHIO MO KIFOUCBBIM
npobeMam, TpeOyIOmUM MOMOIIH SKCIEPTOB.

Hoy-xay HOBBIX TEXHOJIOTHH [UIsl IIPOIECCOB, IPOJLYKTOB H IPOU3BOCTBA

Jlu3aiiH, MHKEHEPHbIE Pa3pabOTKH H IIAHHPOBAHUE

TpaHcdep TeXHONOTHIA AT COBEPIISHCTBOBAHNUS CYIIECTBYIOIIETO HIIH HOBOTO
MPOYKTa

HccnenoBanus U IPEIOKEHHS UL Pa3pabOTKH HOBOTO KaYECTBEHHOTO IPOYKTa
HccnenoBanus U IPEIOKEHHS UL Pa3pabOTKH HOBOTO POMBIIIICHHOTO JIH3aifHa
O1neHKa BO3MOKHOTO JIMIEH3UPOBAHMUS HIIM IIAPTHEPCTBA J1JIs CO3/IaHHsl COBMECTHOTO
MIPETIPUATHS

Pa3paboTka OU3HeC—TIIaHa MPEANPHATHS, €r0 CTPATETHH M HANPABICHUIH
HMHBECTHPOBAHMS

TpennoxeHus B 061aCTH MAPKECTHHIa, MCHE/UKMEHTA H TOPTOBOH JEATEIbHOCTH
Ipenoxenns o cucTeMaM JICJIOBBIX ONEPalUii U IIIAHUPOBAHHIO

Pacuer cToMMOCTH NPOYKIMK, HEPEMEHHBIC M3/IEPIKKH, TOCTOSHHbBIC H3ICPIKKH,
BAJIOBAs IPHOBLIB, TPHOBLIb — OIOIKET/TIPOTHO3BI

Otyert 0 mpubbLIAX U yOBITKAX, OamaHc, KIM-()II0, COCTABICHHE TOA0BOTO OTYETA

Hpyroe
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HNMs ¥ 101KHOCTH MPeICTABUTES NPeANPUATHS 3asiBUTESA:
MecTo 1 gara:




