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Guideline for setting up the Work plan, KPIs & Reporting 

1. Reports 

The designated Google Sheet files in the REPORTS folder (accessible within your individual Google Folders) shall serve as the foundational template for formulating both 
the work plan, the Key Performance Indicators (KPIs) and travels. These documents will also serve as the platform for subsequent progress reporting, achieved by 
systematically reviewing the designated fields within the document. 

It is of paramount importance to intricately devise a meticulously organized work plan for each service. This strategic approach ensures the optimal allocation of the 
allocated €30,000 budget. In this endeavor, please give due consideration to the subsequent budget structure: 

 

 
Table 1: Budget structure 

 

 

 



 

  

Guideline for setting up the Work plan, KPIs & Reporting 

1.1. Explanation of report segments 

Work plan: Outline the essential steps and actions necessary to attain the Key Performance Indicators (KPIs). 

Description of Activities: Furnish a comprehensive account of the specific activities undertaken to accomplish the designated KPIs. Present a concise but illuminating 
narrative that highlights the steps taken towards achieving the outlined objectives. 

KPIs - SMART Framework: Utilize the SMART framework to articulate KPIs, thoughtfully distributing them across the months and corresponding phases of the program. 
Strive for clarity in a succinct manner, providing essential information while maintaining brevity. 

Reporting phase:  

Service Delivery Achievement: Summarize the noteworthy achievements in service delivery - elucidate the substantial contributions made to your client's progress. It is 
pivotal to offer ample details that facilitate a comprehensive evaluation of the alignment between the accomplished service, fulfilled KPIs, and desired outcomes. 
Adequate information prevents the necessity for additional inquiries or, in extreme cases, withholding the second or third funding phases. 

Problems: Candidly outline any challenges confronted during the service delivery process. Identifying hurdles allows for a transparent assessment of potential setbacks 
and adjustments. 

Deviations: Elucidate any modifications undertaken in response to the encountered challenges. Disclosing adaptations showcases the agility and flexibility employed to 
navigate difficulties and ensure the achievement of set targets. 

Comments: This section provides an avenue to share any supplementary insights, observations, or reflections pertaining to the service delivery. Express any sentiments or 
ideas that contribute to a more holistic understanding of the process. 

Summary of Progress: The "Summary Progress" section should offer an encapsulation of the advancement made, closely aligned with the activities scheduled for the 
specific month. This overview provides a clear picture of the program's evolution by highlighting achievements relative to the outlined tasks and objectives. 

Evaluation of Engaged Impact Builder: In the "Evaluation of Engaged Impact Builder" segment, a judicious assessment of the collaboration with the Impact Builder is 
expected. This evaluation serves as a crucial tool for refining both the project and collaborative dynamics, fostering a continuous improvement cycle. 

Payment Overview: Within the "Payment" field, a concise summary of the financial transactions (only a sum) between the startup and the engaged Impact Builder should 
be provided. This section offers transparency and clarity, encompassing the financial aspect of the collaboration. 

By adhering to these guidelines, you will offer a comprehensive and insightful overview of the undertaken activities, the alignment of KPIs with objectives, achievements, 
impediments, adjustments, and any other pertinent considerations related to the service delivery. 
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2. What is a Workplan? 

Here are some comprehensive guidelines to consider when crafting the work plan for your startup's growth program: 

● Detailed Elaboration of Services: Provide a comprehensive breakdown of each service and the corresponding tasks to be accomplished. Your elaboration should 
be sufficiently thorough to enable us to discern the alignment of the proposed work with the outcomes of the Needs Assessment. Failure to provide ample detail 
might result in requests for further clarification. 

● Clarity in Activity Definition: The work plan must consist of precisely defined activities. It is important to note that activities and KPIs are distinct entities. 
Activities are the actionable steps undertaken to achieve the set KPIs. 

● Tailored KPIs for Startup Success: While there is no strict quota for Key Performance Indicators (KPIs), it is essential to customize the work plan for each unique 
startup. We entrust the Impact Builders with their expertise to precisely align their services with the distinct needs of the startup. 

● Flexible Service Timeline: The services can be procured and executed at any point within the 5-month duration. However, it is imperative to meticulously record 
the delivery dates and ensure completion by the end of the fifth month. 

● Attendance at Mandatory Events: The growth program necessitates the mandatory participation in a minimum of two events: one focused on commercialization 

Table 2 Report template 
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and another on seeking investment opportunities. Kindly indicate the specific events you intend to attend during the 5-month program. Please communicate this 
information to natasa.vujnovic@icthub.rs  

● 1 on 1 Mentoring Commitment: Allocate approximately 15 hours for 1 on 1 mentoring sessions. In the scenario where two mentors are involved, a combined 
total of 25 hours should be dedicated to mentoring sessions. 

By following these guidelines, you will create a robust work plan that is tailored to your startup's requirements, ensures clear execution of activities, and maximizes the 
benefits of the growth program. Your adherence to these instructions will enable a comprehensive understanding of your proposed work and facilitate a seamless review 
process. 

3. Establishing Effective KPIs 

The formulation of SMART KPIs plays a pivotal role in ensuring transparency, fostering measurability, and ultimately contributing to the seamless distribution of vouchers 
and the successful culmination of the program. 

Adhere to the SMART framework meticulously by following the subsequent guidelines: 

Specific: KPIs should be finely honed to pertain to distinct goals or tasks. 

Measurable: Opt for metrics that can be quantified either through numerical values or percentages. 

Attainable: Select KPIs that are realistically achievable within the given context. 

Realistic: Root KPIs in a solid foundation, drawing from insights offered by the Needs Assessment report. 

Timely: Attach a well-defined time frame to each KPI, enhancing the precision of your progress tracking. 

 

It is important to note that KPIs differ from activity descriptions. While KPIs serve as performance metrics for gauging advancement and accomplishments, planned 
activities encompass the specific steps or actions undertaken to attain those desired outcomes. 

Ensure the alignment of the designated KPIs with the mutually agreed-upon service price, safeguarding coherence between goals and financial considerations. 

 

 

Here are examples of a well-set work plan and KPIs: 
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Table 3 Example of an IB Service Workplan 1 
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Table 5 Example of an 1 on 1 mentorship 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Travels 

Reports for travels also have a general section where the name of the event, website, and agenda of the event are needed, along with the web page, description, and 
costs. Please upload a smiling selfy from the event so we can know you loved it there. 

The travel should take place during one of the five months of the Growth program. You should only submit reports in the months when the event occurs. The most 
important aspect to report is the number of meetings held with different stakeholders, along with the names of potential clients, investors, corporates, partners, and 
stakeholders you engaged with.  
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Regarding section COMMENTS, we would like to hear about your future steps and plans associated with the potential deals and other things coming from events. Please 
note that attending at least one event where you can meet potential investors is mandatory.  

Please create one report per event you are attending. 

 
Table 6 Travel Report example 
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5. Reporting 

KPI Reporting: Streamline KPI reporting by selecting the appropriate cell (YES/NO) that indicates the attainment status of each KPI at the time of reporting. This 
straightforward method simplifies the process of conveying KPI achievements. 

Reporting Table Fields: Complete the remaining fields within the reporting table as follows: Achievements, Problems, Deviations, Comments, Summary of Progress, 
Evaluation of Impact Builders, and Payment. Ensure that each field is accurately populated by the conclusion of the designated reporting period. 

Submission Procedure: Both the Startup and the chosen Impact Builder (IB) should submit respective segments of the report together. However, please note that the 
Evaluation of Impact Builders and Payment sections require only submission from the Startup. 

The reporting process encompasses three key phases, each serving as a vital checkpoint: 

● Work Plan and KPIs Establishment - Month 1: 

During the inaugural month, the focus is on the formulation of the work plan and KPIs. This foundational phase sets the trajectory for the entire program. 

● Interim Report - Month 2 and 3: 

As the program advances into its third month, both the Impact Builder (IB) and the Startup are required to present their Interim Report to the X2.0 team. This 
report marks a pivotal juncture, shedding light on the progress achieved thus far. 

● Final Report - Month 4 and 5: 

The fifth and final month signifies the conclusive phase. By the end of this period, both the IB and the Startup must submit their comprehensive Final Report to the X2.0 
team. This report encapsulates the holistic journey, showcasing achievements, adaptations, and the overall impact realized. Finally, an impact assessment survey will also 
be send for a completition. 

 

To get a better understating of the details required, please refer to the following example: 
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By adhering to these three reporting phases, a comprehensive evaluation of the program's evolution is achieved, ensuring meticulous planning, and effective execution. 

 

 

If you need assistance please contact natasa.vujnovic@icthub.rs via email or through Slack. 

 

 

 

 Table 7 Interim Report example 
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