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1. General provisions 
1. 1. ISMA University of Applied Sciences (hereinafter - ISMA) Business Incubator (hereinafter - Incubator) is managed by ISMA Career Centre. Incubator management is one of the activities of ISMA Career Centre.
1. 2. The operational activities of the Incubator are managed by the Head of the Incubator, who organizes and implements support measures for ISMA students in starting and strengthening a business. The head of the incubator is approved by the order of the rector.
1. 3. The target audience of the Incubator is ISMA students or their teams, whose goal is to develop or start a business. A team corresponds to the target audience if it consists of at least 51% of ISMA students.
1. 4. Full and abbreviated name of the Incubator: 
1.4.1. Latvian – Informācijas sistēmu menedžmenta augstskolas Biznesa inkubators (ISMA Biznesa inkubators);
1.4.2. English  – ISMA University of Applied Sciences Business Incubator (ISMA Business Incubator);
1.4.3. Russan – Бизнес-инкубатор Высшей школы менеджмента информационных систем (ISMA Бизнес-инкубатор).
1. 5. Regulations on ISMA Business Incubator are approved by ISMA Senate. 
1. 6. The decision on reorganization or liquidation of the Incubator shall be made by the ISMA Senate and approved by the ISMA order.
1. 7. The activities of the Incubator are regulated by the regulatory enactments of the Republic of Latvia and ISMA Satversme, the decisions of ISMA Senate, ISMA orders, ISMA regulations and these Regulations.

1. 8. The Incubator uses ISMA facilities for its operations.

1. 9. The Incubator uses the ISMA symbol and its logo in accordance with the procedure determined.
1. 10. Actual place of operations: Lomonosova Street 1/7, room 117, Riga.
1. 11. Legal address: Lomonosova Street 1/6, Riga, LV-1019.
2. Terms used
2. 1. Applicant - ISMA student or graduate or a team of students (hereinafter - student) who have applied for participation in the Incubator.
2. 2. Participant – a students who is admitted to ISMA Business Incubator (hereinafter - Incubator). 
2. 3. Expert (-s) or consultant (-s) - persons appointed by ISMA order, who advise the participants, perform the assessment of a business project and evaluate the applicants.

2. 4. Cooperation partners – external independent experts, consultants and investors. 
2. 5. Incubation period - the period for which the student is admitted to the Incubator.
3. Description of the activity, aims and main objectives 
3. 1. In the Incubator, using ISMA and attracted external resources, students have the opportunity to implement their business ideas for one year, receiving the benefits and support granted to the Incubator participants.

3. 2. The purpose of the Incubator is to provide support and promote interest in ISMA students in starting, developing and forming business teams.

3. The main objectives of the Incubator are:

3.3.1. to provide ISMA students with support services in starting a business;

3.3.2. to organise activities that bring together students of different competencies from ISMA study programmes to foster the formation of strong teams to start a business, and activities that encourage students to start a business;

3.3.3. to attract and maintain relations with cooperation partners that provide the services offered to the Incubator members.

3.4. The Incubator does not support a business idea from the following areas of activity: production and sale of alcoholic beverages; narcotic, psychotropic and other intoxicating substances; intimate goods and services; tobacco products; gambling.
4. Applicants
4.1. Aiming to start or develop a business, one can apply for participation in the Incubator:

4.1.1. ISMA students and ISMA last year graduates obtaining at least the First-level higher professional education (hereinafter - ISMA graduates);

4.1.2. Students of other Latvian HEIs, merging with ISMA students and / or ISMA graduates in a team with at least 51% of ISMA students and / or graduates.

4.2. Incubator applicants form teams or apply individually. The maximum number of participants in a team is 5 (five) persons.

4.3. Applicants are admitted to the Incubator in accordance with the procedure of competition (hereinafter - “Competition”): consultations of the applicant with the scientific supervisor and / or the Incubator manager on applying; filling in the application form and submitting it to the Career Centre; evaluation of the application by the commission; presentation of a business idea; announcement of the competition results.
5. Competition procedure
5.1.  Competition is announced at least 30 days before the last day of application on the ISMA website in the Business Incubator section.

5.2.  Applicants shall submit an electronic application form (Annex 1) and CVs of all applicants. All documents shall be submitted in formal language.

5.3.  The documents shall be submitted to the Career Centre within 30 days from the announcement of the competition.

5.4.  The evaluation of the applications submitted by the applicants is performed by the Commission of Experts, which consists of at least 5 persons (hereinafter - Commission). The Commission is established and approved by the Head of the Incubator. The Commission is composed of the representatives of ISMA; cooperation partners may also be invited. Cooperation partners who are not members of the Commission have no decision-making power.

5.5.  The evaluation of applications takes place in two stages.

5.6.  In the first stage, the Commission evaluates the submitted applications by the administrative and qualitative criteria and decides which applicants to invite to the second stage.

5.7.  Administrative criteria:

5.7.1. all requested information fields of the application (Annex 1) are fully filled in;

5.7.2. recommendation from the supervisor of the scientific / course work;

5.7.3. applicants' compliance with the target audience of the Business Incubator;

5.7.4. the size of the business plan in the application does not exceed 10 A4 pages.

5.8. If the application does not meet at least one of the administrative criteria, it is not evaluated and the applicant does not participate in the competition.

5.9. Qualitative criteria. The compliance of the applications with the specified quality criteria is assessed in points:

5.9.1. quality of short description of a business idea - max 5 points;

5.9.2. sustainability of a business idea - max 10 points;

5.9.3. competitiveness of a business idea - max 5 points;

5.9.4. innovativeness of a business idea - max 5 points;

5.9.5. business idea export opportunities - max 5 points;

5.9.6. nature of the business idea: production or provision of services - max 5 points.

5.10. Applicants who have obtained at least 15 points in the first stage are invited to the second stage of the Competition.

5.11. In the second stage, applicants shall present their business ideas to the Commission.

5.12. The applicant must present their business idea in 10 minutes.

5.13. The Commission announces the results of the competition within 5 (five) working days from the day of presentation of the business idea.

5.14. The competence of the Commission is:

5.14.1. to examine the applications of all applicants in the first evaluation stage and assess them according to the set criteria;

5.14.2. to participate in the second stage of evaluation - business ideas presentation session;

5.14.3. to evaluate presentations of applicants' business ideas;

5.14.4. to determine the applicants who will be granted the right to participate in the Incubator.
5.15. Rights of the Commission:

5.15.1. to request additional information from applicants;

5.15.2. to invite cooperation partners to the work of the commission.

5.16. Commission decision:

5.16.1. The work of the Commission shall be by consensus;

5.16.2. The Commission is entitled to take decisions if at least 80% (four out of five) of the members of the Commission participate in the meeting;

5.16.3. Minutes of the meetings of the Commission shall be taken; the minutes shall be signed by the present members of the Competition Commission;

5.16.4. The competition materials are stored in ISMA Career Centre for two years after the closing of the Competition.

5.17. The members of the Commission shall sign a confidentiality agreement confirming the non-disclosure of the information submitted by the applicants to third parties.

5.18. The Commission's decision is final and cannot be appealed.

5.19. Based on the decision of the Commission, the Incubator concludes an agreement with the participant on receiving the support of the Incubator.
6. Free services available to the Incubator participants 
6.1. 1 (one) open type office space in the Incubator office space and its maintenance;
6.2. Use and maintenance of the common areas of ISMA building;
6.3. Use of Conference room;
6.4. Use of Meeting room;
6.5. Use of legal address;
6.6. Use of the Internet and fax;
6.7. Hosting of the home pages of participants’ enterprises;
6.8. Use of office equipment (printer, scanner);
6.9. Educational activities: conferences, seminars, workshops, etc.;
6.10. Mentoring;

6.11. Consulting for starting a business, company financial planning, accounting, marketing, legal, record keeping, and etc. issues.
6.12. The limit of the services of the Incubator is defined in Annex 2. 
7. Duties and responsibilities of the Incubator participants 
7.1. To get acquainted with and follow the Incubator regulations, other documents and follow their changes.

7.2. To participate in all reports and other events organised by the Incubator, if it is mandatory.

7.3. To report freely on a quarterly basis on the progress by sending information by e-mail to the Incubator management.

7.4. To provide all the information requested by the Incubator management or commission about a business or member company in the due form and within the time period specified in the request.

7.5. To maintain good relations with other Incubator participants and staff based on respect and voluntary cooperation.

7.6. To maintain the premises and common areas in good order and to observe the internal rules of ISMA, sanitary and fire safety requirements. Damage to the commissioned premises or common areas caused by the participant's fault shall be covered by the participant at the full value of their repair.

7.7. Upon leaving the Incubator, participants provide feedback on what they have received from the Incubator that provided the growth, as well as suggestions and criticisms.
8. Procedure of withdrawal of the participants from the Incubator 
8.1. Participants withdraw from the Incubator if:

8.1.1. a participant has spent 1 (one) year in the Incubator;

8.1.2. a participant is ready to leave the Incubator before the end of the membership year;

8.1.3. a participant does not meet the requirements set by the Incubator and does not fulfil the liabilities;

8.2. A participant may unilaterally withdraw from the Incubator before the deadline by notifying the management thereof electronically at least one month in advance.

8.3. The Incubator may unilaterally exclude a participant from the Incubator before the deadline by notifying the participant thereof 15 days in advance.
9. Other provisions
9.1. All disputes and disagreements between the Incubator management, applicants and participants are resolved through negotiations. Disputes that are not resolved through negotiations are considered in the judicial authorities of the Republic of Latvia in accordance with the laws and regulations of the Republic of Latvia.

9.2. The Incubator is not responsible for the security of the belongings left by the participant and does not take responsibility in case of theft.

9.3. The Incubator is not responsible for the economic activity of the participant or its consequences.
Annex1
ISMA Business Incubator 
APPLICATION
1. Responsible person for the project applicant 
Name, surname, represented HEI, study programme, study course, functions in the project, telephone number, e-mail
2. Team members if any 
Name, surname, represented HEI, study programme, study course, functions in the project, telephone number, e-mail
3. Your business idea is at the stage of  
· Idea
· Established enterprise 
· First revenues received 
4. Your expectations from ISMA Business Incubator 
The purpose of participation. What do you want to gain from this process? What support do you expect?
5. Name of the idea or of an enterprise 
/ preferably no more than in 5 words /

6. Brief description of the business idea 
The product / technology / service offered. The problem it solves. Who needs / will need it? / up to 400 words /
7. Weaknesses of the business idea
8. Description of customers
Target customer. Potential sales volume. 
9. Description of competitors 
Comparison of prices and quality. 
10. What is necessary to start selling a product / technology / service?
11. Will you need a workplace in the Business Incubator office space?
· No
· Yes
12. Project implementation schedule 
Planned activities to be performed and the result for each activity
	Quarter
	Duration
from…to….
	Activities
	Result

	1st quarter
	
	
	

	2nd quarter

	
	
	

	3rd quarter
	
	
	

	4th quarter
	
	
	


13. Mentor /if any/

Name, Surname, Department
· I am familiarised with the Regulations on ISMA Business Incubator

· The information provided in the application is complete and true
Annex 2.

ISMA Business Incubator
Services
	No.
	Services
	Limit

	1. 
	1 (one) open type office space in the Incubator office space and its maintenance
	Incubation period*

	2. 
	Use and maintenance of the common areas of ISMA building
	Incubation period*

	3. 
	Use of Conference room 
	Once a month 

	4. 
	Use of Meeting room 
	Once a week

	5. 
	Use of the legal address 
	Incubation period

	6. 
	Use of the Internet and fax 
	Incubation period

	7. 
	Hosting of the home pages of participants’ enterprises 
	Incubation period

	8. 
	Use of office equipment (printer, scanner) 
	Printer – for the sum of  5 EUR 
Scanner - Incubation period

	9. 
	Educational activities: conferences, seminars, workshops, etc. 
	According to the work plan 

	10. 
	Mentoring
	Incubation period*

	11. 
	Consulting for starting a business, company financial planning, accounting, marketing, legal, record keeping, etc. issues
	Once a month


* The incubation period is the period for which a student is admitted to participate in the Incubator (sub-paragraph 2.5).
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