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Management Staff Checklist:
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Does your organization have a General manager?

Does your organization have an Administrator?

Does your organization have a Technical staff?

Does your organization have an Accountant?

Does your organization have a Commercial manager?
Does your organization have a Quality Control manager?
Does your organization have a Projects Officer?

Does your organization have a PR/IT manager?

Do at least 2 people speak conversational English?

Finance Checklist:
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Does the organization publish an Annual Report and Financial Statements?
How much own capital do you have, and how do you capitalise further?
How much working capital do you borrow and at what rate?

How much long-term capital do you borrow and at what rate?

Product Quality Checklist:
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Is there adequate and sufficient plantation management?

Does the organization have an effective (organic) composting programme?
Is there adequate processing management?

Does the organization monitoring its quality (cupping/grading)?

Has the organization certified its products?



Marketing Checklist:

1. Do staff and board have good quality business cards:
a. Isthe paper quality good?
Is everything legible?
Are the logos well designed and clearly visible?
Is the layout organized?
Is the email address @companyname.com/org?
f. Does it include your Skype name?

2. Does your organization have a website?

a. Are the pictures clear (high resolution)?

b. Isthe layout and letters clear and stylish?

c. Isitatleastin English and German?

d. Does the website have actual information?
Does your organization have a Facebook-page?
Do you have a database of potential clients (from directories/internet/etc.)?
Do you emit a quarterly newsletter?
Do you have nice looking samples developed?
Do you have product sheets with the profiles of differentiated coffee/cacao?
Do you have promotional items? (Pens, key chains, hats, etc.)
Do you have a uniform or other unifying way of dressing?
10 Do you have any foreign language skills?
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Energy Checklist:

What kind of energy (and how much of it) do you use for offices?

What kind of energy (and how much of it) do you use for processing?

What kind of alternative energy sources can be considered?

Have you carried out a feasibility study to substitute fossil energy with renewable
energy sources?
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