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Business Development Organizations

 Application Form
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SECTION A 

Application Information 
	Name of Organization 
	-----

	
	

	Organization Type
	☐ Government Organization ☐ Business Development Support Organization ☐ Academic Institution 

	
	     Non-government Organization
	☐ Other 
	-----

	

	Date of Formation
	Click here to select date.
	Mailing Address
	-----

	

	Registered Address
	-----
	Company Registration No.
	-----

	

	Office Telephone Number(s)
	-----
	Fax Number                                                  
	-----

	

	Office E-mail
	-----

	

	Organization’s main 
area(s) of focus
	-----

	

	Website
	-----

	

	Main Contact
	-----
	Position
	-----

	

	Mobile Telephone
	-----
	E-mail
	-----

	

	Alternative Contact
	-----
	Position
	 

	

	Mobile 
Telephone 
	-----
	E-mail
	-----


SECTION B 
Organization Description

	(Max 250 words) 

	Please provide a brief description of the background and organization of your firm/entity.

	


	ORGANISATIONAL/OPERATIONAL STRUCTURE

	Please provide here details on your operation:

	1. Do you have brochures and a website which provides information on your training courses and services provided for clients to view?  

a. Brochures         ☐Yes    ☐ No    (If yes, please attach)
b. Website             ☐Yes    ☐ No    (If yes, please provide link to website)

2. What is the total number of clients you served within the last year?

□ Less than 25

□ 26-50
□ 51-75
□ 76-100
□ Above 100

3. What percentage of your clientele is in the MSE group?  (See categories in table above.) 
□ Less than 25%

□ 25-49%
□ 50-74%
□ 75-100%
4. How many clients did you assist to access financing during January 2019 – December 2019 from a financial institution in Jamaica?  
□ Less than 25

□ 26-50
□ 51-75
□ 76-100
□ Above 100

□ Not applicable
5. Describe your systematic processes for obtaining knowledge of the needs and expectations of potential customers.

6. Describe the process of how client satisfaction is measured and managed.
7. Describe how feedback and complaints are used to drive continuous improvement in your service to the client.

8. Describe the method that is currently being used to assess the impact of your service on a client’s business and to monitor their progress?



Business Development Services and Training Programmes
Please list the services which you currently offer to your clients.  These services may include training, rental of office space, hot desk, coaching, administrative services, rental of factory space etc.
	#
	Services currently being offered
	Cost (J$)
	Duration (days)

	Example
	Business Plan Development 
	Range $15,000 or $5,000 per hour
	Range 7 days to 2 months

	1
	-----
	-----
	-----

	2
	-----
	-----
	-----

	3
	-----
	-----
	-

	4
	-----
	-----
	-----

	5
	-----
	-----
	-----

	6
	-----
	-----
	-----

	7
	-----
	-----
	-----

	8
	-----
	-----
	-----

	9
	-----
	-----
	-----

	10
	-----
	-----
	-----

	11
	-----
	-----
	-----

	12
	-----
	-----
	-----

	13
	-----
	-----
	-----

	14
	-----
	-----
	-----


Please list the professional/accrediting organizations with which you are associated:

	Type of Organisation
	Accrediting Body/Professional Association

	Accounting Firms
	1. 

	Management Consultants
	1. 

	Business Incubators
	1. 

	Other Organisations
	1. 


Team Composition and Task Assignments

Please provide information about your organization’s team members in the table below. The Team Leader’s educational qualifications will be assessed, as well as the qualifications of the full-time advisors.  Please attach CVs for all the persons listed.
	#
	Name of Staff
	Qualifications
	Area of Expertise
	Position Assigned

	Example
	John Brown
	BSc. Banking & Finance
	Accounting
	Consultant/Advisor

	1
	-----
	-----
	-----
	-----

	2
	-----
	-----
	-----
	-----

	3
	-----
	-----
	-----
	-----

	4
	-----
	-----
	-----
	-----


Please indicate the total staff complement of your organization, including administrative staff (both part-time and full-time) 
	Type of Staff
	Number
	Comments

	Example: Administrators
	2
	Assists with invoices and general administrative duties

	-----
	-----
	-----

	-----
	-----
	-----

	-----
	-----
	-----

	-----
	-----
	-----


MSME References

Please provide a list of five (5) MSME references that are able to confirm the quality of the business development services delivered to them by your organization:

	Name of MSME Referee
	Telephone Number
	Email address
	Type of business development service delivered
	Date service was delivered

	Example: John Doe
	942-5423
	email@email.com
	Coaching Services – Business Management
	Nov 2012

	 
	-----
	-----
	-----
	-----

	-----
	-----
	-----
	-----
	-----

	-----
	-----
	-----
	-----
	-----

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Note: The persons listed as referees will be contacted as part of the assessment of your application, therefore please ensure that current telephone numbers and email addresses are provided.
AUTHORIZED SIGNATORIES

I certify that the information contained in this application is correct to the best of my knowledge.

	N1
	Applicant

	
	Print Name
	Authorized Signature

	
	
	

	
	Email
	Position

	
	
	

	
	Phone
	Date

	
	
	


APPENDIX I
Services currently provided under the Voucher for Technical Assistance Programme
	 
	Voucher Services
	Value

	1
	Training Programmes
	$50,000

	2
	Financial and Accounting System
	$100,000

	3
	Management Consulting
	$100,000

	4
	Branding 
	$100,000

	5
	Certificates of Analysis 
	$100,000

	6
	Testing and Calibration
	$100,000

	7
	Sale of  Standards
	$100,000

	8
	Product Formula Development
	$100,000

	9
	Shelf-life Studies
	$100,000

	10
	Packaging (Selection and Testing)
	$100,000

	11
	Nutritional Labelling Development
	$100,000

	12
	Tissue Culture Technology
	$100,000

	13
	Financial Statements
	$200,000

	14
	Marketing and Promotional Plan
	$200,000

	15
	Web-based marketing Package 
	$200,000

	16
	Business Plan
	$200,000

	17
	New Product Development  
	$200,000

	18
	Market Research
	$200,000

	19
	Financial Auditing Services
	$200,000

	20
	Mentorship and coaching
	$200,000

	21
	Strategic Plans
	$200,000

	22
	Certification Services
	$200,000

	23
	HACCP – Food Safety Analysis
	$200,000

	24
	Factory Layout
	$200,000

	25
	Waste Water Management System
	$200,000

	26
	Business Process Improvement
	$200,000

	27
	Registration of  Patents
	$200,000

	28
	Digital Transformation
	$200,000

	29
	Environmental Consultancy
	$200,000

	30
	Energy Audits ( Level II)
	$200,000


Note: 

1. DBJ will pay to the BDO, the value of the voucher or 70% of the cost of the service whichever is lower.

2. The  prices listed are inclusive of General Consumption Tax (GCT)

APPENDIX II
Statutory Declaration of Applicant
 IN THE MATTER OF CALLS FOR BUSINESS DEVELOPMENT APPLICATIONS 

ISSUED BY THE DEVELOPMENT BANK OF JAMAICA 

I/We [Name of Applicant], the undersigned do solemnly and sincerely declare as follows: 

1. That I am /we are not aware of any conflict or potential conflict arising from prior or existing contracts or relationships with Development Bank of Jamaica Limited (DBJ) which could materially affect my judgement in complying with the obligations under the Voucher for Technical Assistance (VTA) Programme.

2. That I/we have no prior or existing contracts, loans, or relationship with DBJ, its Board of Directors, its affiliates, representatives, advisors or consultants or otherwise that could materially affect my /our judgement in complying with the obligations under the VTA Programme.

3. That I am/we are not Politically Exposed Persons (PEPs) who are or have been entrusted with prominent public functions, including heads of state or government, senior politicians, senior government, judicial or military officials and nor are I/we known or suspected to have derived funds from corruption or misuse of public assets.

4. That I am/we are not and or has any personal or professional associate relation and or affiliation with any current or former officials in positions of public trust, Senior officials of a major foreign political party or a senior executive of a foreign government-owned commercial enterprise, and that this corporation/business, was not formed by or for the benefit of such an individual.

5. That should any conflict arise during the VTA Programme, and/ or during provision of services, I /we will immediately advise DBJ, and will abide by any decision made by DBJ as a consequence of the disclosure.

OR

6. That except as disclosed below, I am /we are not aware of any conflict or potential conflict arising from prior or existing contracts or relationships which could materially affect my/ our judgement in complying with the obligations under the VTA  Programme.

I/ We disclose that the following may be in conflict with my VTA Programme:

	Name of Project/Nature of Relationship
	Date Started
	Description of Conflict

	
	
	

	
	
	

	
	
	

	
	
	


And I/We make this solemn declaration conscientiously believing the same to be true under and by virtue of the Voluntary Declarations Act.

Dated the 
day of 



2020.

	Taken, Acknowledged and Declared by the said 

[insert name of Applicant] 

In the presence of: 


	) 

)

)
)
)
)
)
	

	
	
	[Name of representative of the Applicant]



	Justice of the Peace
	
	



