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NPO INCUBATOR APPLICATION FORM


NPO INCUBATOR
1. Introduction

Over the past decade, increasing numbers of local not-for-profit organizations(NPOs) have taken the initiative to provide social services to vulnerable populations, address challenges and quality of life issues in and near Ho Chi Minh City (HCMC). Many of these organizations are small, inexperienced, and may not have knowledge about best practices for effective not-for-profit operations. Most have limited funding to support formal establishment and professional management. Meanwhile, there is a lack of coordination and communication among NPOs.
As part of our commitment and service to the local not-for-profit community, LIN Center for Community Development (LIN) set aside space in our new community center to nurture the development of start-up, not-for-profit organizations whose mission is to promote access to opportunities for vulnerable groups and/or to improve the quality of life in or near Ho Chi Minh City. In addition to offering a free space to operate and build their organizations, which would help to cut down on overhead costs, LIN is also offering technical support to these organizations. In combination, the incubator has the potential to increase the effectiveness of these start-up organizations.

NPO Incubator seeks to strengthen the capacity of Vietnamese NPOs, which would help to improve their performance, accountability, reputation and acceptance in the broader development community. LIN believes strongly that the local not-for-profit community has the potential to play an important role in tackling key socio-economic issues, including growing inequality in HCMC; however, the lack of information, networking, collaboration and resources for not-for-profit organizations currently limits their potential to make an important impact. By supporting start-up and developing charitable and community development organizations, we believe LIN can make apositive impact in our community. 

2. NPO Incubator Services
· Office space: Obtaining an office can be unattainably expensive for a lot of start-up NPO, along with acquiring the equipment necessary to run the office. Incubators provide an office for one’s operations; meanwhile avoiding having to run a nonprofit out of one’s home. To be included in this offer is a standard desk, a chair and a lockable, two-drawer cabinet. Also included is Wi-Fi access, AC, electricity, stationary, water, toilet facilities, drinking water and motor bike parking area. A fixed line phone and phone instrument can be made available at additional costs of VND 500,000 per month. Computers may be available, depending on funding, though it is expected that at least two of the selected NPOs would have their own computer they would prefer to use. Shared access to one printer will be available as well.
· Networking opportunities: Becoming an incubated NPO comes with a chance to work among other incubated NPOs, frequently facilitated by shared office space. By developing bonds with other NPOs in the field, there are opportunities to share ideas and create alliances with these groups.

· Management assistance: A brand new NPO can make a lot of missteps while getting started, whether it's choosing the wrong board members, not understanding how to formulate a strategic plan, or neglecting to conduct proper program evaluations. The LIN team, experts and skilled volunteers will be on hand to offer guidance on most essential areas of management that comprise an effective organization.
· Technical assisstance: Beside the management assisstance, the NPO can also benefit to 1&1 consultation on organizational development such as HR and volunteer management, fundraising, networking and communication skills served by the LIN team, LIN board members and LIN experts. The organization is also eligible to participate in any workshop/events/training organized at the LIN Community Center and other voluntary works with LIN office team to build the capacity.
3. NPO Incubator policies and procedures

A LIN NPO partner (start up and small NPO) interested to participate in the NPO Incubator program must meet all of the following criteria:
· In accordance with our operating license, NPO participated in NPO Incubator may only be used the services if the purpose of the NPO’s activity meets the following requirements: (1) not-for-profit; (2) improving access to opportunities for vulnerable groups and/or improving the quality of life in our communities; (3) nonpartisan; and (4) nonreligious. 
· The organization must be a not-for-profit partner of LIN which is in the early stage of organizational development or a small, established NPO without an office. 
· An interested organization must complete the NPO Incubator application form with all the required details relating to experience, objectives, measurable outcomes and organizational development expectations.
· The organization must register its working hours with LIN Office Manager. 

· The organization must be responsible for making their working desk and surrounding area clean and safe for LIN staff, volunteers and other users of the incubator area.

· The meeting room is available whenever LIN staff do not have meetings. Therefore, the NPO must inform to LIN’s Office Manager at least one day prior to a  meeting in order to reserve a meeting room. 
· LIN will allocate incubator space on the basis of an evaluation of NPO applicants. Organizations approved to use LIN’s incubator spaces will strive to achieve the objectives/milestones that the organization proposes in its application. 
· The LIN team reserves the right to discontinue an NPOs participation in the NPO Incubator program based on inactivity or misuse of the Incubator services and facility. The organization may not allow a third party to utilize the working desk or facilities in their place (no sub-contracting).

· In order to make the best use of the incubator space, LIN will approve an NPO for a fixed term of 3 to 6 months, which is subject to renewal for another term depending on actual results. 
· An NPO approved to participate in the LIN Incubator will be asked to carry out the following tasks:

· Share information about its activities with LIN staff on a monthly basis;

· Submit a report at the end of 3 months describing the actions taken and progress made with regard to the objectives/milestones of the NPO.
· Limited motorbike parking is available on the premises, on a first-come-first-serve basis. However, LIN will not be held responsible for any loss of property occurring inside or outside of LIN’s facility.

· These regulations may be altered or added to by LIN at its discretion.

NPO INCUBATOR: Application Form

Please complete the application form and return via email to:
Mr. Pham Truong Son, Community Liaison of LIN Center for Community Development

Email: npo@LINvn.org or son@LINvn.org
Or you can mail a signed, hard copy of this form to:

LIN Center for Community Development

180/47 Nguyen Huu Canh, Ward 22, Binh Thanh District, HCMC, Vietnam

Tel: (84 8) 3512-0092
Contact information

	Date of Application:
	

	Organization/Project Name:
	

	Contact person:
	

	Telephone/Mobile No:
	

	Email address:
	


Organizational Information
	1. What is the position of your organization at this time (date of your application)?

	Idea phase
Start-Up: The project is currently, but only recently, operating
Initial groundwork has been laid (e.g., recruited staff, project plan is written)
Beyond Start-Up: The project has been operating for more than one year


	2. Please state your organization’s mission

	

	3. Briefly describe the services you provide/intend to provide:



	4. Briefly describe the population you target/intend to target (proposed beneficiaries):
5. Explain why you feel there is a need for this service:
6. How will your project’s service(s) differ from those being offered by other organizations doing similar work?



	7. Have you ever written a strategic plan (for this or another org)?         ( Yes              ( No



	

	

	8. List your 5 primary goals for your organization/project in the coming year.

	1

2

3

4

5



	9. What experience or attributes qualify you to carry out this work?

10. How many hours per week are you involved in other obligations, such as another job, school, childcare, eldercare or other mandatory activities?
< 10 hours

10 to 24 hours

25 to 39 hours

40 hours or more

11. How will participation in LIN’s NPO Incubator help you to realize your goals? (please list at least 3 ideas/expecations)

	1

2

3

…



	10. What goals do you think you can achieve during the Incubator period? How will you be able to measure your progress in achieving these goals? (Please list at least three goals and propose some measurable indicators for each)


	No

Goals

Measurable Indicators

1

2

3

4

5




11.  Please provide three personal and/or professional references. Include contact information (phone number and/or email address) and briefly describe the context in which each one knows you (one or two words will suffice – i.g., “coworker”, “professor”, “supervisor”, “friend”).

	
	Name
	Contact (Phone and/or Email)
	How does he/she know you?

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Registration information

	1. How long would like to reserve a space in LIN’s NPO Incubator?

	3 months
6 months



	2. What days and times during the week do you plan to use the NPO Incubator office space?
 (Please circle all that are required)

	Mondays
Mornings
Tuesdays
Mornings
Wednesdays
Mornings
Afternoons
Afternoons
Afternoons
Thursdays
Mornings
Fridays
Mornings
Saturday and Sunday off

Afternoons
Afternoons


	3. What work related facilities/equipment will you require? (Please check all that apply)

	Desktop Computer 

Wifi connection

Table and Chair

Printer

Telephone

Lockable Cabinet 

Motorbike parking space

Access to Meeting Room
Access to Workshop Room
Others (please specify):




I certify that the above information in this application form is true and accurate to the best of my knowledge

	

	Signature: 
(Note: LIN accepts electronic signature if you would like to send this application via email)

	Full Name:

	Date of Signature:


� Please consult with the LIN team or experts if you need help defining measurable indicators. 


� Working office: morning from 8am to 12pm, afternoon from 1 pm to 5 pm. These times are flexible (can start/end a bit earlier or later) depending on each NPO’s work habits.  
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