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Business Transfer in SME
WORKMEETING 1

AGENDA

Wednesday (11-11-2009)

Arrival of the partners

Welcome and assistance; registration in the hotel XXXXXX.  

Welcome drink at about 19.00 hours to get a first introduction with the other partners.
Address meeting: Open University, Valkenburgerweg 177, 6419 Heerlen, Heerlen (Limburg), 045 5762888; www.ou.nl 
Thursday (12-11-2009)

Registration participants
9.00 hours
Opening of the meeting by mr. Peter ter Horst (AVANS University)
General information form our host (house rules)
Introduction / acknowledgement by each partner

10.00

Explanation of this initiative; introduction in project aims and expected outcomes (Jos)

Break 

11.00

We propose to split into small groups of three persons to interview each other on: 

· your organisation (some numbers, established, education, staff, business activities, relations with business, etc.), 
· your position and your tasks in this organisation

· reasons of the organisation for participation in this project and what are your expected outcomes? 

· What can you present (experience, knowledge, materials) to partners? 

· How is locally the training of business transfer organised? (theory and/or practice and / or ……..)
11.30
Presentations with additional information by the interviewed person. 
13.00
Lunch
14.30
Business Transfer

· Experts of SYNTRA will present headlines of Business Transfer as executes by Syntra-Limburg (interest, need, experiences, materials, etc.)
17.00
Administrative aspects of the project (Jos)

· Aims, definitions, tasks, activities, planning, results, obligations

· Administrative and financial procedures, partner contract, reports, etc.
· VAT declaration

· Staff: all personnel with a contract, temporarily contract, 0-hours contract, contract via an external agency or an entrepreneur who is employed at the institution or persons posted/detached. Staff need to prove their costs (salary sheet / calculation approved by financial officer) and their hours in the project (time sheets). The calculation of someone’s salary (daily rate) concerns only the fixed costs (gross salary, holiday allowance, social insurances; minimum 7,5 hours per day but more if this is usual in the institution; maximum: refer to overview. 
· Travel: DSA (no invoices) or real costs (with invoices) 

· Equipment: not for project administration (this is overhead!)

· obligations within the proposal; contractual procedures, reports
· procedures of accounting (invoices, etc.), our procedure (excel sheets)

· administrative / financial handbook

Break
17.45 
Closing of this session (Peter)

Possibilities to refresh yourself in the hotel and to join the group for the evening program (diner / social activity).
Friday (13-11-2009)

9.00 
Opening of the second session of the workmeeting, short summary of the first day (Peter)

General announcements
9.30
Presentation of your approach / initiatives for BT. (how do establish a local expert group, how do you estimate the need of entrepreneurs, what materials will you use, what program do you offer, how do you acquire participants for coaching, etc. ). Prepare a (paper with headlines) presentation (send me your hand out and I will add these to the agenda annexes): 
AVANS (Peter / JosS)
BFW (Heinrich/Lilli)
10.45

Break
KRIC (Birute / Vaiva)
IPP (Carla / Paulino)
12.00

Discussions

12.30

Break / lunch
14.00

Set up of a training program

With the support of Guido / Chris from Syntra we will be able to develop a (draft) generic program for Business Transfer; overview of the steps; respecting privacy of transferors and successors, competitors, organisation of acquisition of participating entrepreneurs and successors, and the learning modules. 
Execution of the training program. Is this on an individual base or in groups or do we have to split up the program? 

16.00

Introduction Jan Kragt / Marc Verhagen – the production of a comic book
· Aims and possibilities of a comic book

· The story

· Finances

· Future perspectives
17.00

Web site 

The draft version of the web site is on line. You can visit the site and give me your remarks for improvements and changes. 

17.30

Overview of appointments

- timesheets
- salary sheet / certified declaration

- VAT declaration

- next meeting

Round table 

Please present your general questions, remarks, offers and needs of support, etc. 

18.00
Closing of (this) session
Back to the hotel and preparation for farewell diner
Saturday (14-11-2009)

9.00 hours
If we require an extra session we may use the Saturday morning. 

- Conclusions of the day before

- Appointments for the future

- Closing of workmeeting 1

Ca. 12.00 
lunch / departures / free afternoon / departures 

Possibilities to make a tour, sightseeing, shopping, etc. 

Annexes


Workprogram (application)


Administrative - financial handbook


Cost statement (Excel sheet) and time sheets

Hand outs of presentations
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