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SOUTHERN AFRICA ENTERPRISE DEVELOPMENT FUND
IMPLEMENTATION ASSISTANCE REPORT

DATA COLLECTION, PROCESSING AND REPORTING SYSTEMS MANUAL

I DATA COLLECTION INSTRUMENTS

A Data CollectIOn OuestlOnnalres

A questIOnnarre wInch SAEDF-funded IFls may use to collect Impact data from theIr SME
clIents IS attached as AppendIx A

--
•

1 For SME ClIents of SAEDF Funded Intermediate FmancIaI
InstitutIOns (IFIs)

I
I
I
I
I

I
I
I
I

It IS expected that many IFIs, especIally non-governmental orgamzatIOns (NGOs) dealmg
With micro- and small busmesses, already report Impact data to donors, governments and
others Some IFIs funded by SAEDF WIll, therefore, have eXIstmg unpact data collectIOn,
consolIdatIOn and reportmg mstruments and systems These mstruments and systems may be
modIfied and/or SubstItuted m whole or m part for the data collectIOn and reportmg
procedures specIfied m thIS manual

2 For Direct Investee Compames

A questlonnmre wInch SAEDF may use to collect Impact from dIrect mvestee compames IS
contamed m Appendix B

B Cover Letter and InstructIons

1 For SME ClIents of SAEDF-Funded IFls

AppendIx C contams a sample cover letter and mstructIOns for tIns data collectlOn
questIOnnaue The cover letter should be edIted by the SAEDF mvestment officer where
necessary to more accurately reflect partIcular SItuatIOns and to add a personal touch The
mstructIOns are dIrected to the IFls and offer the optlOn of completmg the questIOnnaues on
behalf oftheu SAEDF-funded SME chents, or requestmg that each SME complete and
submIt a questlOnnmre
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2 For Direct Investee Compames

AppendIX D contams a sample cover letter and mstructIOns for thIS data collectIOn
questIOnnaIre The cover letter should be edIted by the SAEDF mvestment officer where
necessary to more accurately reflect partIcular SItuatIOns and to add a personal touch The
mstructIOns are dIrected to the dIrect mvestee company

C Data ConsolIdation

The Impact and performance data requested of SMEs and dIrect mvestments, and the
assocIated data collectIOn and reportmg procedures, have been desIgned to be sImple and
dIrect InterIm mstruments to consolIdate data for reportmg are, therefore, unnecessary

II DATA PROCESSING AND REPORTING SCHEDULES AND PROCEDURES

The questIOnnaIres and mstructIOns desIgned for use by SAEDF funded IFIs to collect Impact
data from (1) SME clIents, and (n) SAEDF funded dIrect mvestments, are cntIcal tools m the
process ofperformance measurement These mstruments wIll only provIde effectIve
performance measurement, however, If the Fund's mvestment officers dIlIgently apply the
followmg procedures, thereby ensunng that the data IS collected, consolIdated and reported
by IFIs and dIrect mvestees m a tImely fashIOn

I
I
I

•

•

•

SAEDF mvestment officers and legal staffwIll ensure that mvestment agreements
clearly delIneate what Impact data SAEDF funded IFIS and dIrect mvestees are
expected to collect, and the schedule for reportmg such Impact data to SAEDF

The responsIble SAEDF mvestment officer wIll reVIew and confirm understandmg
wIth each IFI and/or dIrect mvestee whIch s/he momtors as to the purpose and nature
of the data to be collected from each SME clIent or dIrect mvestee

SAEDF mvestment officers WIll complete statIC company and ownershIp questIOns,
leavmg portIOns whIch Will vary annually to be completed by IFIs or dIrect mvestee

• Current questIOnnaIreS Will then be prOVIded to SAEDF funded IFIS and dIrect
mvestees no later than March 31, annually

-
I
I
I

• Dunng penodic SIte VISItS to each IFI or SAEDF dIrect mvestee, the SAEDF
mvestment officer wIll momtor and reVIew questIOnnaireS completed by eXIstmg
mvestees or sub-borrowers, and answer questIOns ofIFI and mvestee personnel on the
data collectIOn mstruments and procedures
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• The SAEDF mvestment officer WIll ensure that Impact data for the current or most
recently avaIlable year IS reported by each IFI or dIrect mvestee for which s/he IS
responsIble, no later than January 31, of the follOWIng year

• The SAEDF ChIefExecuttve Officer WIll ensure that Impact data for the current year
IS consolIdated by SAEDF Accountmg and Fmance staff and reported to USAID, no
later than February 28, annually
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APPENDIX A

SOUTHERN AFRICA ENTERPRISE DEVELOPMENT FUND
IMPACT DATA QUESTIONNAIRE

FOR SME CLIENTS OF
SAEDF FUNDED INTERMEDIATE FINANCIAL INSTITUTIONS (lFIs)
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Southern Afnca Enterprise Development Fund

Impact Momtonng QuestIOnnaire
For Small and MedIUm Enterprises (SMEs)

Funded by
SAEDF IntermedIate Fmanclal InstitutIOns (IFIs)

A Company InformatIon

Name

Address (both postal and phYSICal addresses)

Telephone Fax- _

Type of Busmess _

Date Started ---:FISCal year end'-- _

Annual Sales or Revenue(please specIfy currency)__

Percentage OwnershIp

InstItutIOnal % + IndIVIduals %= 100%

For mdividual shareholders

Male %+Female %= 100%

Southern African i % + Non-So AfrIcan % = 100%

I Ownership by mdlvlduals or mstItutlOns mdigenous to Angola, Botswana, Lesotho, MalaWI,
Mozambique, NamibIa, South Africa Swaziland, Tanzania, Zambia or Zlillbabwe



B OwnershIp InformatIOn for SME (please attach separate responses for each owner)

Name---------------------
Is owner an [] InstitutIOn or [ ] IndIvIdual? Percentage Ownerslnp %
If mdIvIdual Age Gender []male or []female

CItIzenslnp (check all that apply)

[ ]Angola

[ ]Botswana

[ ]Lesotho

[ ]Malawl

[ ]Mozamblque

[ ]Namlbla

[]South AfrIca

[ ]Swaztland

[ ]Tanzanla

[ ]Zambla

[ ]ZImbabwe

[]Other _

I

Annual Salary (please mdIcate currency), _

Other compensatIOn (value of annual leave and SIck leave, msurance premIUms, m-kmd
benefits, and other compensatIOn, as applIcable) _

Total CompensatIOn (salary plus other) _

C Fmancmg

Monetary amount ofSAEDF financmg (please speCIfy currency) _

Date of Irntlal dIsbursement------

Purpose(s) (check all that apply)

[ ]greenfield/startup

[ ]workmg capItal

[ ]asset leasmg

[ ]home mortgage

[ ]management/leveraged buyout

[ ]expansIOn

[ ]acqUlsItion

[ ]franclnsmg

[ ]commerclal mortgage

[]other _

Type of SAEDF financmg []EqUlty []Debt []Guarantee []Other _

Imtlal term (penod) offinancmg (If applIcable) _



D Other Sources of Fmancmg Received

Source Amount Purpose Type2 Date Term

E Employment

1) Number of Paid Full-Time Owner-Managers

Male Female----
Southern ~on-Southern

AfrIcan AfrIcan----
2) Number of Other Paid Full-Time Managers

Male Female----
Southern ~on-Southern

AfrIcan AfrIcan----
3) Number of Paid Full-Time ProfeSSIOnal Staff

Male Female----
Southern ~on-Southern

AfrIcan AfrIcan----
4) Number of Paid Full-Time Support Staff

Male Female----

=Total ----

= Total----

=Total----

= Total ----

= Total ----

= Total ----

=Total ----
Southern
AfrIcan _

~on-Southern

AfrIcan---- = Total ----
5) Number of Unpaid FamIly Workers

Male Female----

Southern ~on-Southern

AfrIcan AfrIcan----

= Total ----

= Total ----

2 Ordmary shares, preference shares loans, debentures, guarantees, overdrafts, leases, grants, etc



,,
i,

6) Total Annual SalarIes Paid to Full-Time Employees
(please specIfy currency)

Salanes Benefits Total

Owner-managers

Other managers

Full-tIme profeSSIOnal staff

Full-tIme support staff

Males

Females

Southern AfrIcan

Non-Southern AfrIcan

F Other Impact

In whIch areas has SAEDF, eIther dIrectly or mdIrectly, benefitted your company, mdustry or
marketplace? Please check all that apply

[ ]AnalySIS and due dIlIgence
[]NegotIatIOn and Structurmg
[]Momtonng
[ ]Techmcal ASSIstance
[ ]Board of DIrectors PartIcIpatIOn
[ ]Contacts and relatIOnshIps
[ ]Jomt venture opportunItIes
[ ]EducatIon, trammg or promotIOn ofentrepreneurshIp and fIsk-takmg
[ ]EducatIOn, traImng or promotIOn ofentrepreneurIal finance and mvestment
[ ]EducatIOn, trammg or promotIOn ofentrepreneunal management
[ ]Other (please descnbe below)

Please descnbe and, where pOSSIble, quantIfy mnovatIOns, Improvements or other pOSItIve
Impact attnbutable to SAEDF
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APPENDIXB

SOUTHERN AFRICA ENTERPRISE DEVELOPMENT FUND
IMPACT DATA QUESTIONNAIRE

FOR SAEDF-FUNDED DIRECT INVESTMENTS



Southern Africa Enterprise Development Fund

Impact MomtorIng Questionnaire
(For Direct Investments)

A Company InformatIOn

Name

Address (both postal and physIcal addresses)

Telephone Fax. _

Type of Busmess _

Date Started FIscal year end. _

Male % + Female % = 100%

Annual Sales or Revenue (please specIfy currency) _

I
I
I

Percentage OwnershIp

InstItutIOnal % + IndIvIduals

For mdIvIdual shareholders

%= 100%

Southern AfrIcan l % +Non-So AfrIcan %= 100%

•
I
I
I

1 Ownership by mdlvlduals or mstltutlOns mdlgenous to Angola Botswana Lesotho MalawI

Mozambique, NamIbIa, South Africa, SwazIland, TanzanIa, Zambia or ZImbabwe



B OwnershIp InformatIOn (please attach separate responses for each owner)

Name--------------------
Is owner an [] InstItutIOn or [] IndIVIdual? Percentage OwnershIp __%
If mdividual Age , Gender []male or [ ]female

CItIzenshIp (check all that apply)

[ ]Angola [ ]Mozambique

[ ]Botswana [ ]NamIbm

[]Lesotho []South AfrIca

[ ]MalaWl [ ]SwazIland

Annual Salary (please mdicate currency), _

[]Tanzama

[ ]Zambm

[ ]ZImbabwe

[]Other _

Other compensatIOn (value of annual and SIck leave, msurance premIums, m-kmd benefits,
and other compensatIOn, as applIcable) _

Total CompensatIOn (salary plus other) _

C Fmancmg

Monetary amount of SAEDF mvestment(s)(please specIfy currency) _

Date of ImtIal dIsbursement-------

ImtIal term ofSAEDF loan(Ifapphcable) _

Type offinancmg (check all that apply) []Eqmty []Debt []Guarantee []Other _
I
I

Purpose(s)(check all that apply)

[ ]greenfield/startup

[ ]workmg capItal

[ ]management/leveraged buyout

[ ]expansIOn

[ ]acqmsitIOn

[]other _

I
I
I

D Other Sources of Fmancmg

Source Amount Purpose Type2 Date Term

20rdmary shares, preference shares, loans debentures, guarantees, overdrafts, leases, grants etc



E Employment

1) Number of Paid Full-Time Owner-Managers

Male Female _ = Total _

Southern
Afncan----

Non-Southern
AfrIcan--- =Total _

2) Number of Other Paid Full-Time Managers

Male Female---
Southern Non-Southern
AfrIcan AfrIcan---
3) Number of Paid Full-Time ProfeSSIOnal Staff

Male Female _

Southern Non-Southern
AfrIcan Afncan---
4) Number of Paid Full-Time Support Staff

Male Female----
Southern Non-Southern
AfrIcan AfrIcan----
5) Number of Unpaid Family Workers

Male Female----
Southern Non-Southern
AfrIcan AfrIcan----

6) Total Annual Salaries Paid to Full-Time Employees
(please speCIfy currency)

= Total---

= Total---

= Total _

= Total---

=Total ----

= Total----

= Total ----

= Total ----

Salanes Benefits Total

Owner-managers

Other managers

Full-tIme professIOnal staff

Full-tIme support staff

Males

Females

Southern AfrIcan

Non-Southern AfrIcan

rt-



F Other Impact

In whIch areas has SAEDF, eIther drrectly or mdrrectly, benefitted your company, mdustry or
marketplace? Please check all that apply

[ ]Analysis and due dIhgence
[ ]NegotIatIOn and Structurmg
[ ]Morutormg
[ ]Techrucal ASSIstance
[]Board ofDuectors PartIcIpatIOn
[ ]Contacts and relatIonsrups
[]Jomt venture opportunIties
[ ]EducatIOn, trammg or promotIOn ofentrepreneurshIp and nsk-takmg
[ ]EducatIOn, trmrung or promotIOn ofentrepreneurIal finance and mvestment
[ ]EducatIOn, trmrung or promotion ofentrepreneunal management
[ ]Other (please descnbe below)

Please descnbe and, where possIble, quantIfy mnovatIons, Improvements or other pOSITIVe
lffipact attnbutable to SAEDF



APPENDIXC

SOUTHERN AFRICA ENTERPRISE DEVELOPMENT FUND
IMPACT DATA COLLECTION

COVER LETTER AND INSTRUCTIONS
FOR SME CLIENTS OF SAEDF-FUNDED IFIs



Southern AfrIca EnterprIse Development Fund

{Date}

{Name and Address ofappropnate contact person at IFI}

Dear { },

The attached questIOnnaIre IS deSIgned to collect mformatIOn about small- and medIUm-sized
enterpnses (SMEs) whIch have been funded by SAEDF through your mstItutIOn The data
collected Will enable SAEDF to measure the impact of ItS mvestment and those of ItS
co-mvestors Furthermore, as a US-sponsored enterpnse fund, It IS necessary for SAEDF to
measure and report on ItS progress to USAID and the U S Congress ThIs questIOnnarre,
therefore, IS deSIgned to collect data that can be reported m a format that IS useful to SAEDF,
co-mvestors, USAID, U S Congress and, most importantly, your mstitutIOn's management

Please collect the data requested m the questIOnnarre from the appropnate 5MB sub
borrowers You may choose one of two ways to collect the data from each 5MB (l) send a
copy of the questIOnnaIre to each SME and be avaIlable to aSSist them m completmg and
submitting It m a timely manner, or (2) complete each questIOnnaire at your mstitutIOn, based
on mformatIOn contamed m your files and gathered dunng penodic ViSItS or contact With the
chentSMEs

Thank you for your cooperatIOn m the completIOn of the questIOnnaIre Please contact me If
you have any questIOns about the data requested or Ifyou have any comments on the structure
ofthe form Itself My SAEDF telephone numbers are (27-11) 283-1630/1/2/3/4 and my e-
maIl address IS { @SAEDF org za}

Smcerely,

{name and title ofSAEDF Investment Officer}



Southern Africa Enterprise Development Fund

Impact Data Collection QuestionnaIre for SME Chents ofSAEDF-funded IFIs

InstructIOns for CompletIOn

To IFI As a US-sponsored enterpnse fund, It IS necessary for SAEDF to measure and
report on Its progress to USAID and the U S Congress The mformatlOn requested m the
attached questIOnnaIre should be collected from each sub-borrower ofSAEDF funds on-lent
through your mstltutlOn

Company InformatIOn Please complete thIs sectIOn, makmg any necessary correctIOns to
any mformatlOn already entered by SAEDF

OwnershIp InformatIOn Please note that, m order to maxImIze the usefulness of thIs data
collectIOn exerCIse, It IS Important that thIS ownershIp sectIon (SectIOn B) be completed for
each owner, whether mstItutlOnal or mdIvldual In addItIon to annual salary, please mc1ude
any addItIonal compensatIOn, where applIcable

Fmancmg ThIs InformatIOn WIll be entered followmg the ImtIal SAEDF mvestment and
should be updated follOWIng any subsequent mvestments or dIvestItures

Other Sources ofFmancmg WhIle much ofthls mformatlOn IS avaIlable from finanCIal
statements, It IS Important to lIst the non-SAEDF sources of finance here

Employment ThIs sectIOn IS deSIgned to measure the VarIOUS types ofemployment growth m
your company, partIcularly growth related to mvestment by SAEDF and ItS co-mvestors
Please contact SAEDF Ifyou have questIOns or comments regardmg how the data from your
SME sub-borrowers fits mto the categones lIsted

Total Annual SalarIes PaId to Full-TIme Employees ThIs data relates to the above
categones Please complete all applIcable categones

Other Impact(s) ThIs sectIOn (SectIOn F) IS deSIgned to measure dIrect or mdlrect Impacts
and benefits achIeved as a result of the mvestment by SAEDF and ItS co-mvestors Some of
the benefits lIsted relate to pre-c1osmg actIVItIes whIle others focus on post-c1osmg actIvItIes
Please IdentIfy those Impacts and benefits whIch relate to the expenences ofyour SME sub
borrowers Please add any addItIonal Impacts or benefits whIch are not already lIsted

\~
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APPENDIXD

SOUTHERN AFRICA ENTERPRISE DEVELOPMENT FUND
IMPACT DATA COLLECTION

COVER LETTER AND INSTRUCTIONS
FOR SAEDF-FUNDED DIRECT INVESTMENTS
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Southern Africa Enterprise Development Fund

{Date}

{Name and Address of appropnate contact person at dIrect mvestee}

Dear { },

The attached questIOnnaIre IS desIgned to collect mformatIOn about your company that wIll
enable SAEDF to measure the Impact of ItS mvestment and those of ItS co~mvestors

Furthermore, as aU S ~sponsored enterpnse fund, It IS necessary for SAEDF to measure and
report on Its progress to USAlD and the U S Congress Tills questIOnnarre, therefore, IS
deSIgned to collect data that can be reported m a format that IS useful to SAEDF,
co-mvestors, USAlD, U S Congress and, most Importantly, your company's management

Please collect the data requested m the questIOnnmre from the appropnate sources You may
choose one of two ways to collect the ownershIp data requested (1) send a copy ofthe
questIOnnmre to each owner and be avmlable to aSSIst them m completmg SectIOn B
("Ownersillp InformatIOn") and subffilttmg It to you m a t1lllely mmmer, or (2) complete the
entIre questIOnnmre at your mstItutIOn, completmg SectIOn B based on data contmned m your
files

Thank. you for your cooperatIOn m the completIOn of tills questIOnnaIre Please contact me If
you have any questIOns about the data requested or Ifyou have any comments on the structure
of the form Itself My SAEDF telephone numbers are (27-11) 283-1630/1/2/3/4 and my e-
mml address IS { @SAEDF org za}

Smcerely,

{name and tItle ofSAEDF Investment Officer}



Southern Africa Enterprise Development Fund

Impact Data CollectIOn Questionnaire for Direct Investees

Instructions for Completion

As a U S ~sponsored enterpnse fund, It IS necessary for SAEDF to measure and report on ItS
progress to USAID and the U S Congress The mformatlOn requested m the attached
questIOnnarre should be recorded and submltted to SAEDF

Company InformatIOn Please complete tlus sectIOn, makmg any necessary corrections to
any InformatIOn already entered by SAEDF

Ownerslup InformatIOn Please note that, m order to maxlmiZe the usefulness of tlus data
collectIOn exerCIse, It IS Important that tlus ownerslup sectIOn (SectIOn B) be completed for
each owner, whether mstItutIOnal or mdlvldual In addItIOn to annual salary, please mclude
any adilltIOnal compensatIOn, where apphcable

Fmancmg Tills mformatIOn wIll be entered followmg the Iilltlal SAEDF mvestment and
should be updated followmg any subsequent mvestments or dIvestItures

Other Sources ofFmancmg Wlnle much oftlus InformatIOn IS avaIlable from finanCial
statements, It IS Important to hst the non-SAEDF sources of finance here

Employment Tllis sectIon IS deSIgned to measure the vanous types of employment growth m
your company, partIcularly growth related to mvestment by SAEDF and ItS co-mvestors
Please contact SAEDF Ifyou have questIOns or comments regardmg how the data from your
company fits mto the categones hsted

Total Annual Salanes Paid to Full-TIme Employees ThIs data relates to the above
categones Please complete all apphcable categones

Other Impact(s) Tllis sectIOn (SectIOn F) IS deSIgned to measure drrect or mrlrrect lmpacts
and benefits aclueved as a result ofthe mvestment by SAEDF and ItS co-mvestors Some of
the benefits hsted relate to pre-closmg actIVIties whIle others focus on post-closmg actIVIties
Please Identify those Impacts and benefits wllich relate to your company's expenence Please
add any addrtlonalimpacts or benefits wluch are not already hsted


