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1 BASIC INFORMATION 
This manual regulates the procedure of implementation of standardised mentoring service within the framework of the Ministry of Economy - standardised set of services for micro, small and medium-sized companies and entrepreneurs in 2017, which is implemented through ARRA (hereinafter: The Programme). The service refers to the free mentoring for SMEEs involved in the production or provision of services and cooperatives whose activity involves the manufacture and craft services (in terms of this Programme, a cooperative that is oriented towards the SMEEs support).
Mentoring is a comprehensive and relatively long process of support to companies that are at a crucial moment for development or survival. It is a joint effort between the mentor and the economic entity in order to overcome the current situation and find the most suitable solutions for future business. Through this approach, the economic entity receives a uniform, time-distributed continuous support in order to achieve the best possible results. Japan's experience in conducting mentoring have shown that the effects of this kind of consulting are far greater than temporary and short-term advice.
The process of mentoring is conducted after the RAS methodology, developed in cooperation with the Japan International Cooperation Agency (JICA). The methodology determines the steps in the process, within which an expert-mentor conducts, in direct contact and working with the founder and/or the responsible person of the economic entity i.e. the management/administration of cooperatives, a certain number of hours (from 25 to 50 per beneficiary) at the beneficiary's premises (not less than 75% of the total number of envisaged hours). The Founder and/or the responsible person of the economic entity and the management/administration of cooperatives (i.e. the delegated persons of the administration of the cooperative) and mentor together study the current operations, the reasons for current problems or obstacles for further development, and the most important potentials for growth, and based on the identified condition the mentor and the beneficiary of mentoring service prepare a plan/development project. 
The methodology of standardised mentoring service clearly defines all the steps and activities in the implementation of mentoring (scheme management, field work, number of visits, activities in the context of each visit, the time allotted for the preparation of plan and reporting) through the manuals: General Manual for mentoring, Beginner Manual for mentoring and Manual for the mentoring of mature companies.
Mentoring is a set of the following services:
· Diagnosing in order to understand the current situation of the economic entity or cooperative;
· Assistance in the preparation of development activities/plans/projects in order to achieve the objectives of the economic entity/cooperative;
· Counselling and coordination for accessing funds, new technologies, consulting services, etc. in order to encourage the development and improvement of operations;
· Assistance in preparing loan applications for banks and support programmes for SMEEs and cooperatives;
· Assistance in the implementation of development activities/plans/projects;
· Assistance in finding business partners;
· Assistance in obtaining the necessary information;
· Consulting;
· Coaching;
· Training;
· Referring to the appropriate specialized consultants.
The service refers to the free mentoring for micro, small and medium-sized companies, entrepreneurs and cooperatives, which have been operating up to three years or are at a critical time for their further development or survival in the market.
Interested candidates must submit applications in three categories:
· The newly established economic entities - not older than 3 years from the date of publication of this Public call;
· The existing economic entities - registered before April 2014; 
· Cooperatives.
2 LEGISLATIVE FRAMEWORK
The legal framework for the implementation of the Programme consists of the Law on Investments ("Official Gazette of RS" No. 89/2015), Public Agencies Act ("Official Gazette of RS", No. 18/05 and 81/05), Law on Regional Development ("Official Gazette of RS" No. 51/09 and 30/10), Law on State Aid Control ("Official Gazette of RS", No. 51/2009), Law on Enterprises ("Official Gazette of RS" No. 36/11, 99/11, 83/14 and 5/15 - other law), Law on Cooperatives ("Official Gazette of RS" No. 112/2015); Law on Accounting ("Official Gazette of RS" No. 62/2013), Law on Payment Transactions ("Official Gazette of RS" No. 3/02, 5/03, 43/04, 62/06, 111/09 - other law 31/11 and 139/2014 - other law), Regulation on Rules for State Aid Granting ("Official Gazette of RS", No. 1313/2010, 100/2011, 91/2012, 37/2013, 97/2013 and 119/2014), Regulation on Establishing a Unified List of Regional Development and Local Government Units for 2014 ("Official Gazette of RS", No. 104 / 2014), Regulation on determining conditions, criteria and ways of accreditation for performing the regional development activities and revocation of accreditation before the expiry of the period for which it was issued ("Official Gazette of RS", No. 74/10 and 4/12); Regulation on the implementation of the Programme of standardised set of services for micro, small and medium-sized companies and entrepreneurs in 2017, which is implemented via the accredited regional development agencies ("Official Gazette of RS", No. 8/2017); Regulation on amending the Regulation on the implementation of the Programme of standardised set of services for micro, small and medium-sized companies and entrepreneurs in 2017, which is implemented via the accredited regional development agencies ("Official Gazette of RS", No. 33/2017), Annual Work Programme of the Development Agency of Serbia for 2017, as well as the contracts that give concrete rights and obligations between the Development Agency of Serbia and ARRA, as well as contracts entered into by ARRA with the Selected beneficiaries.
3 TERMS AND ABBREVIATIONS
3.1 Terms
	Beneficiaries
	All entities (micro, small and medium-sized companies and entrepreneurs, organizations, institutions) benefiting from the project, i.e. Applicants, Selected Beneficiaries and Final Beneficiaries.

	Applicant
	Micro, small and medium-sized companies and entrepreneurs (who conduct single-entry or double-entry bookkeeping, lump taxed payers) and cooperatives.

	Selected beneficiary 
	Applicant whose application is approved for the provision of the mentoring service.

	Final beneficiaries 
	SMEEs and cooperatives which will have direct positive effects from the provided mentoring service at the level of specific objectives and results.

	Micro legal entities
	Legal entities which do not exceed two of the following criteria:
1) average number of employees: 10;
2) income of 700,000 EUR, equivalent value in dinars;
3) average value of business assets (calculated as an arithmetic mean value at the beginning and at the end of the financial year) 350,000 EUR, equivalent value in dinars.

	Small legal entities
	Legal entities which exceed two criteria related to micro legal entities, but do not exceed two of the following criteria:
1) average number of employees: 50;
2) income of 8,800,000 EUR, equivalent value in dinars;
3) average value of business assets (calculated as an arithmetic mean value at the beginning and at the end of the financial year) 4,400,000 EUR, equivalent value in dinars.

	Medium-sized legal entities
	Legal entities which exceed two criteria related to small legal entities, but do not exceed two of the following criteria:
1) average number of employees: 250;
2) income of 35,000,000 EUR, equivalent value in dinars;
3) average value of business assets (calculated as an arithmetic mean value at the beginning and at the end of the financial year) 17,500,000 EUR, equivalent value in dinars.

	Cooperative
	A special type of organization of physical persons (cooperative members) in accordance with the Law on Cooperatives, whose activity involves the manufacture and craft services (in the context of this programme, a cooperative oriented towards support for SMEEs).

	Timely application
	Application submitted by the Applicant within the deadline specified in the Public Call.

	Complete application
	Application submitted in accordance with the Public Call, including all the necessary documents specified by the Manual.

	Eligible application
	Application complying with the conditions specified by the Public Call and the Manual.

	Mentoring
	A comprehensive and relatively long process of support to companies that are at a crucial moment for development or survival.

	Mentor
	Persons who are employed by ARRA and possessing certificates that they have successfully completed all training under the standardised training methodology.


3.2 Abbreviations
	APR
	Business Registers Agency 

	ARRA
	Accredited Regional Development Agency

	Public Call
	Public call for the award of the mentoring service in 2017.

	JICA
	Japan International Cooperation Agency

	SMEEs
	Micro, small and medium-sized companies and entrepreneurs

	VAT
	Value-added tax

	Programme
	Programme of standardised set of services for micro, small and medium-sized companies and entrepreneurs in 2017, which is implemented via the accredited regional development agencies

	RAS
	Development Agency of Serbia

	SARRA
	Serbian Association of Regional Development Agencies


4     PROGRAMME OBJECTIVES
4.1 General goal/objectives 
The goal of providing the standardised mentoring service is to support the smooth development and reduce the number of unsuccessful economic entities and cooperatives, by providing comprehensive and timely customer support. 
4.2 Specific goal/objectives and expected results
	SPECIFIC OBJECTIVES
	RESULTS

	1. Improving the performance of economic entities/cooperatives affecting the operating result
	1.1. Increased revenues of mentoring beneficiaries
1.2.  Facilitated market access
1.3.  Reducing the number of unsuccessful economic entities

	2. Established connection between SMEEs and the providers of specialized services
	2.1.  Increased number of used specialized services 

	3. Informing SMEEs and cooperatives about the support programmes provided by the government institutions and donor projects
	3.1. Increased number of applications on Public Calls for support to SMEEs


5 AVAILABLE FUNDS
The total budget for the provision of the standardised mentoring service is 6,000,000.00 RSD. 
For the provision of the service, the gross amount of 1,500.00 dinars per hour has been allocated.
6 DURATION
The deadline for completion of the provision of standardised mentoring services is 31. December 2017.
7 REQUIREMENTS FOR APPLICANTS
The following entities have the right to participate in the Public call for the provision of mentoring services:
1. Micro, small and medium-sized companies and entrepreneurs, who also meet the following requirements:
· registered in the territory of the Republic of Serbia; 
· have settled all liabilities for taxes and contributions;
· do not carry out activities within the defence/arms industry and do not organize games of chance/lottery.
2. Cooperatives that meet the following conditions:
· oriented towards the SMEEs support and has clearly defined such in its founding act;
· the activities of a cooperative regard the manufacture and craft services;
· have settled all liabilities for taxes and contributions;
· do not carry out activities within the defence/arms industry and do not organize games of chance/lottery.
RAS shall reject the application if, during the process of evaluation, selection or contracting, it establishes that the Applicant:  
· has a conflict of interests;
· gave false information or did not provide all the necessary information required by the RAS, which are a prerequisite for the participation in the Public call.
8 SERVICE IMPLEMENTATION PROCEDURE
RAS creates the Manual for the implementation of the standardised mentoring service, within which it defines the criteria, forms, additional documents, and monitoring and control mechanisms for service provision. 
RAS announces the Public Call for participation at the Programme. The Public Call includes basic information about the provision of the standardised mentoring service, application requirements, location for submitting the application, as well as other relevant information.
Applications with the accompanying documentation are submitted to ARRA. At ARRA, potential clients receive administrative support, prepare the request for mentoring aided by the mentor, and submit application with accompanying documentation (in person or by registered mail). The competent mentor/mentors process the applications and fill in the Form for application evaluation which is signed by the Director of ARRA.
This manual recommends that, when assessing the number of hours needed, the mentors at ARRA bear in mind the following: 
· the number of hours per beneficiary is defined in the range of 25-50 hours;
· for the potential beneficiaries who have one or two employees, as well as those who are engaged in the service activities (hairdressing and beauty salons, tire shops, food kiosks, etc.), the recommended number of hours is 25. This recommendation also applies to newly established economic entities (companies and entrepreneurs) - not older than 3 years from the date of publication of the Public Call;
· the priority when allocating the maximum number of hours for mentoring should be given to potential beneficiaries that haven't had positive performance in the previous year.
ARRA submits all the reports and documentation to RAS within 5 days from the date of closure of the Public Call.
The Committee (Evaluation Committee), which is established via a Decision by the Director of RAS and which consists of one representative of the Ministry of Economy, one representative of SARRA and three representatives of RAS, considers the submitted lists of potential mentoring beneficiaries submitted by ARRA, controls the accuracy of submitted documentation, and prepares a Draft Decision on the final selection of economic entities or cooperatives which applied for mentoring, no later than three weeks from the closing date of the Public Call. In the process of decision-making, the Committee may request amendments for the mentoring requests which are formally in order and justified, for which improvement is deemed as necessary.
The Committee submits its proposal, while the Director of RAS makes a Decision on the results of the Public Call and submits it to ARRA. ARRA informs all applicants of the said Decision in writing.
ARRA concludes the Agreement on the regulation of mutual relations with each of the selected beneficiaries for standardised mentoring service. 
Mentors provide the standardised mentoring service to the selected beneficiaries (up to 50 hours of mentoring per selected beneficiary).
ARRA submits a final Report on mentoring to RAS (Form 2 - Report on the schedule and duration of direct mentoring support to the client) after its implementation and entry into the Mentor Master Database. 
9   APPLICATION PROCEDURE
9.1  Documents to be submitted
The following documentation has to be submitted when applying to the Public call:
1. For the newly established economic entities, no older than 3 years from the date of publication of this Public call:
1.1.  Form 1- Filled-out application; 
1.2. A copy of the registration of the economic entity (copy);  
1.3. Certificate by the competent Tax Administration that the Applicant has paid all public revenues (taxes and contributions), which must not be issued prior to the date of announcing the competition (original or copy); 
1.4. Balance sheet, Income statement, and the statistical annex for 2016, for which the responsible person of the economic entity must submit a written statement that each of the documents is a credible and identical copy of the document which was submitted to the APR for final processing (statement signed and certified with a seal of the economic entity).
For the economic entities which utilize simple, single-entry bookeeping, it is necessary to submit the copies of tax return for the final determination of taxes on income from the self-employment and contributions for compulsory social insurance for 2016 (Form PPDG-1S), certified by the Tax Administration, as well as a copy of the Income statement (Form BU) for 2016, which is enclosed with the form PPDG-1S. 
For the lump sum taxed payers, it is necessary to submit a copy of the book on the turnover from the lump sum taxed payers (form KPO) for 2016, certified and signed by the legal representative. 
In the case of changing the system of bookkeeping of the economic entity due to the change of legal form, it is necessary for the economic entity to submit financial statements in accordance with the system of bookkeeping which it conducted in 2015.
Please note: The economic entities which were registered in 2016. do not need to provide the documentation under item 1.3. and 1.4.. 
2. For economic entities which were registered before April 2014:
1.5. Form 1- Filled-out application;
1.6. A copy of the registration of the economic entity (copy);
1.7. Certificate by the competent Tax Administration that the Applicant has paid all public revenues (taxes and contributions), which must not be issued prior to the date of announcing the competition (original or copy);
1.8. Balance sheet, Income statement, and the statistical annex for 2016, for which the responsible person of the economic entity must submit a written statement that each of the documents is a credible and identical copy of the document which was submitted to the APR for final processing (statement signed and certified with a seal of the economic entity).
For the economic entities which utilize simple, single-entry bookeeping, it is necessary to submit the copies of tax return for the final determination of taxes on income from the self-employment and contributions for compulsory social insurance for 2016 (Form PPDG-1S), certified by the Tax Administration, as well as a copy of the Income statement (Form BU) for 2016, which is enclosed with the form PPDG-1S. 
For the lump sum taxed payers, it is necessary to submit a copy of the book on the turnover from the lump sum taxed payers (form KPO) for 2016, certified and signed by the legal representative. 
In the case of changing the system of bookkeeping of the economic entity due to the change of legal form, it is necessary for the economic entity to submit financial statements in accordance with the system of bookkeeping which it conducted in 2015.
3. For cooperatives:
1.9. Form 1- Filled-out application;
1.10. Certificate by the competent Tax Administration that the Applicant has paid all public revenues (taxes and contributions), which must not be issued prior to the date of announcing the competition (original or copy);
1.11. Balance sheet, Income statement, and the statistical annex for 2016, for which the authorized person from the cooperative must submit a written statement that each of the documents is a credible and identical copy of the document which was submitted to the APR for final processing (statement signed and certified with a seal of the cooperative).
RAS reserves the right to, if necessary, request additional documentation from the Applicant, but only for complete submitted applications. 
9.2 Location and deadline for submission of the documents
Applications with all the necessary forms and documentation are to be submitted in person or by registered mail to ARRA indicating: Application for the Public call for acquiring mentoring service in 2017.
Regional Development Agency Eastern Serbia "RARIS" 
Address: Trg oslobodjenja bb, Zajecar  
Telephone no.: 019/426-376, 019/426-377 
E-mail: office@raris.org
www.raris.org
Regional Agency for Socio-Economic Development "BANAT" 
Address: Carnojeviceva 1, Zrenjanin 
Telephone no.: 023/510-567, 023/561-064
E-mail: office@rcrbanat.rs
www.banat.rs
Centre for the Development of Jablanica and Pcinja Districts 
Address: Pana Djukica 42, Leskovac 
Telephone no.: 016/315-0115, 016/233-440
E-mail: info@centarzarazvoj.org
www.centarzarazvoj.org
Regional Agency for Spatial and Economic Development of Raska and Morava districts 
Address: Cara Dusana 77, Kraljevo 
Telephone no.: 036/397-777, 036/397-770
E-mail: office@kv-rda.org
www.kv-rda.org 
Regional Development Agency South 
Address:  Kej Kola srpskih sestara 3/2, Nis
Telephone no.: 018/515-447, 018/522-659 
E-mail: info@rra-jug.rs
www.rra-jug.rs
Regional Development Agency "Zlatibor" 
Address: Petra Celovica bb, Uzice 
Telephone no.: 031/523-065, 031/510-098
E-mail: office@rrazlatibor.rs
www.rrazlatibor.co.rs
Regional Development Agency Backa 
Address: Mihajlo Pupin Boulevard  20/II floor, Novi Sad
Telephone no.: 021/557-781 
E-mail: office@rda-backa.rs
www.rda-backa.rs
Regional Development Agency Srem 
Address: Glavna 172, Ruma
Telephone no.: 022/470-910 
E-mail: office@rrasrem.rs
www.rrasrem.rs
Regional Development Agency of Sandzak - SEDA 
Address: 7. Jula bb, Novi Pazar 
Telephone no.: 020/332-700, 020/317-551 (fax)
E-mail: office@seda.org.rs 
www.seda.org.rs
Regional Economic Development Agency for Sumadija and Pomoravlje
Address: Kralja Petra I 22, Kragujevac
Telephone no.: 034/302-701, 034/302-702 
E-mail: officekg@redasp.rs
www.redasp.rs
Regional Agency for Development and European Integration Belgrade 
Address: Toplicin venac 11/4, Belgrade
Telephone no.: 011/2186-730, 011/2186-740
E-mail: office@rarei.rs 
www.rarei.rs
Regional Development Agency of Podrinje, Podgorina and Radjevina 
Address: Jovana Cvijica 20, Loznica
Telephone no.: 015/876-096, 015/875-993
E-mail: office@rrappr.rs
www.rrappr.rs
Regional Development Agency "Branicevo-Podunavlje"
Address: Stari korzo 30/3, Pozarevac
Telephone no.: 012/510-824
E-mail: office@rra-bp.rs
www.rra-bp.rs
Regional Development Agency PANONREG
Address: Trg Cara Jovana Nenada 15, Subotica
Telephone no.: 024/554-107
E-mail: office@panonreg.rs
www.panonreg.rs
Agency for Regional Development of Rasina district ltd. Krusevac
Address: Tanaska Rajica 18/3, Krusevac
Telephone no.: 037/202-336
E-mail: office@arrro.rs
www.arrro.rs
Public call shall stay open for 45 days from the date of publication.
9.3  Other information 
The Public Call, Manual and other background documentation are available electronically on the RAS website, www.ras.gov.rs, as well as on the electronic web pages of ARRA and in printed form at ARRA.
For detailed information, please contact RAS at the email address: mentoring@ras.gov.rs or by phone: 011/3398 809.
10    ASSESSMENT AND SELECTION OF APPLICATIONS
10.1 Checking the formal eligibility of submitted applications
The submitted application must be timely, complete and eligible.
During the opening and administrative check-up, the competent mentor/mentors will check if all the criteria set out in the Public Call and Manual have been met. After the processing of applications by the mentors, the Director of ARRA (on the appropriate form, which is part of the required documentation) verifies with his signature the following: 
1. the list of potential mentoring beneficiaries with the recommended number of hours, and 
2. explanation why, after the verification of compliance with the formal requirements of the application, the Applicant is not recommended for mentoring. 
The Committee, established by the Director of RAS, in the selection process for submitted applications and selection of mentoring service beneficiaries, considers the submitted lists of potential mentoring beneficiaries submitted by ARRA, controls the conformity of submitted documentation, and determines whether the applications are timely, complete and eligible. 
10.2 Assessment of submitted applications 
The Committee reviews the Complete and Eligible Applications in accordance with the following criteria: 
Categories:
1. Newly-established SMEEs:
	1. Type of activity
	Points

	Commerce
	5

	Service provision
	10

	Agriculture (no primary agriculture)
	15

	Production
	20

	Total number of points (1):


	/20


Maximum number of points is 20. 
	2. Number of employees  
	Points

	1
	1

	2-5
	5

	>5
	10

	Total number of points (2):


	/10



Maximum number of points is 10.
	3. Description of expectations from mentoring
	Points

	The part in the Application was not filled-in
	0

	The description of the expectations from mentoring have not been conceptualized clearly enough.
	5

	The description of expectations from mentoring is completely clear. 
	10

	Total number of points (3):


	/10



Maximum number of points is 10. 
	Total number of points
	Points

	
	awarded
	maximum

	1. Type of activity
	
	20

	2. Number of employees
	
	10

	3. Description of expectations 
	
	10

	TOTAL:
	
	40


2. Existing SMEEs
	1. Type of activity
	Points

	Commerce
	5

	Service provision
	10

	Agriculture
	15

	Production
	20

	Total number of points (1):
	/20


Maximum number of points is 20. 
	2. Number of employees  
	Points

	0
	0

	1-5
	5

	>5
	10

	Total number of points (2):
	/10



Maximum number of points is 10.
	3. Description of expectations from mentoring
	Points

	The part in the Application was not filled-in
	0

	The description of the expectations from mentoring have not been conceptualized clearly enough.
	5

	The description of expectations from mentoring is completely clear. 
	10

	Total number of points (3):


	/10



Maximum number of points is 10. 
	Total number of points
	Points

	
	awarded
	maximum

	1. Type of activity
	
	20

	2. Number of employees
	
	10

	3. Description of expectations 
	
	10

	TOTAL:
	
	40


3. COOPERATIVES:
	1. Number of cooperative founders
	Points

	5-10
	5

	11-15
	10

	16-20
	15

	More than 20
	20

	Total number of points (1):
	/20


Maximum number of points is 20. 
	2. Number of employees  
	Points

	5-10
	1

	11-20
	5

	More than 20 
	10

	Total number of points (2):
	/10



Maximum number of points is 10.
	3. Description of expectations from mentoring
	Points

	The part in the Application was not filled-in
	0

	The description of the expectations from mentoring have not been conceptualized clearly enough.
	5

	The description of expectations from mentoring is completely clear. 
	10

	Total number of points (3):


	/10



Maximum number of points is 10. 
	Total number of points
	Points

	
	awarded
	maximum

	1. Number of founders
	
	20

	2. Number of employees
	
	10

	3. Description of expectations 
	
	10

	TOTAL:
	
	40


10.3 Reaching a decision on the results of the Public Call
The Committee gives the final score and prepares the Draft Decision for the Director of RAS. The Director of RAS makes the final decision on the submitted application. RAS submits the decisions to ARRA, which then, in writing, inform all the Applicants within 15 days from the date of the decision-making. 
ARRA concludes the Agreement on the regulation of mutual relations with each of the selected beneficiaries for standardised mentoring service. 
10.4 Complaint procedure
Applicants have the right to complain about the decision of the Director of RAS. Complaints must be submitted within 8 days from the date of receiving the elaborated notice. The Director of RAS schedules the meeting of the Committee, and together they reach a decision about the complaint within 15 working days from the receipt of the complaint.
10.5 Signing of the Contract
The Contract between ARRA and the selected beneficiary specifies the rights and obligations during the period of provision of standardised mentoring service. 
10.6  Dynamics of the transfer of ARRA funds 
ARRA payments for the provision of this service are carried out in the first month after the mentoring service has been completely provided to economic entity/cooperative, i.e. after the check-up and verification of Final Reports on mentoring by the Committee.
10.7 Documents submitted after the implementation of project activities
After the provided standardised mentoring service for each individual beneficiary, the mentors prepare Final Report on mentoring, which are submitted to the Committee, after they have been filled-out in electronic form within the electronic database Mentor Master, along with a hard copy signed and certified by the Director of ARRA. The Committee considers the Final Report on mentoring and approves the payment of the costs of providing the mentoring services in accordance with the terms of the Programme.
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