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I. INTRODUCTION 

Sokoine University of Agriculture Graduate Entrepreneurship Cooperative (SUGECO) is a 

membership organization that to aims to promote entrepreneurship in Tanzania and help create a 

vibrant private sector economy. The organization prepares, enables, and supports knowledge-

intensive and innovative entrepreneurs as they build successful businesses along agricultural and 

agribusiness value chains. SUGECO’s programs consist of training in entrepreneurship, business 

ecosystem and network development, and business start-up support through business incubation 

services and access to finance. 

 

This strategy aims to engage SUGECO’s stakeholders in the areas of networking, partnership, and 

communications to support SUGECO’s mission, and its delivery of high-quality programs. The 

strategy is aligned with the SUGECO strategic framework and supports service areas including 

action research, capacity building, advocacy, and networking with the private sector. The strategy 

aims to assist SUGECO to conduct the following activities: i) mobilize resources and improve 

knowledge-sharing among members; ii) attract and maintain relationships with organizations or 

individuals that share similar goals and interests in co-financed and co-implemented activities; and iii) 

effectively engage with stakeholders and present program success. In addition, the strategy is 

complemented by a separate communications charter; a document that provides specific protocols 

and guidelines in implementing communications activities. 

 

This strategy will become implemented within the current organizational context. Key elements 

within the strategy include the hiring of a manager for networking, partnership, and communications 

(see Annex 1 for a job description), and the mobilization of financial resources to pay for specialized 

services. Program activities featured within the strategy will be developed during the first 18 months 

of implementation. Activities that are successfully implemented and achieve expected results would 

be repeated and expanded over time. SUGECO should update this strategy on an annual basis to 

reflect changes or growth in institutional strategy and resource availability. Tactical updates should 

not require board approval.  

 

One area of future expansion includes the introduction of an integrated technology-enabled system 

to support networking, partnership, and communications. However, capacity constraints favor a 

more fragmented approach to leverage ICT tools on a more ad-hoc basis and maximize the power 

of its website. With a limited investment, the website can be used to showcase events and capacity 

building opportunities, news and success stories, link to support projects and initiatives, and even 

introduce a blog-styled discussion forum (linked to a social media account). 
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II. OBJECTIVES 

 This strategy aims to achieve the following objectives:  

Networking: Mobilizing resources and improving knowledge-sharing among members by: 

 Defining, introducing, and marketing ‘tiers’ of membership with differentiated services and 

fee structure, such as student, alumni and corporate memberships. This will increase the 

incentive of joining SUGECO, and increase the number of memberships and member 

involvement.  

 Developing communities of practices at SUGECO to improve knowledge-sharing among 

members. 

 Establishing processes and introducing tools to ensure the sustainability and effectiveness of 

the above.  

Partnership: Attracting and sustaining relationships with organizations and individuals that share 

similar goals and interests in co-financed and co-implemented activities by: 

 Establishing relationship management approaches to increase effectiveness and efficiency of 

partnership development efforts. 

 Increasing understanding and transparency among potential partners.  

 Increasing involvement of existing members to encourage longevity and efficiency of 

partnerships.  

 Establishing processes and introducing tools to ensure sustainability and effectiveness of the 

above. 

Communications: Effectively engaging with stakeholders and presenting the success of SUGECO’s 

work by:  

 Introducing communication planning to transform the approach from reactive to strategic. 

 Leveraging technological tools to increase cohesiveness of and improve knowledge 

management across SUGECO staff, technical committee, volunteers, and interns. 

 Defining the SUGECO brand to help ensure consistency and increase understanding among 

stakeholders. 

 Identifying priority audiences and refining messaging to address stakeholders’ needs. 

 Supporting the SUGECO brand by establishing a strategy to track media mentions and 

ensure organizational representation.  

 Improving SUGECO’s image and effectiveness in disseminating information by enhancing and 

maintaining its website and social media presence. 
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 Establishing a channel strategy and planning a series of knowledge products to disseminate to 

priority audiences.  

III. STAKEHOLDERS 

This strategy provides SUGECO with the opportunity to strengthen ties with members and 

partners, effectively define its brand, and enhance the efficiency of its programs. This can be achieved 

through the implementation of a series of activities designed to engage stakeholders based on their 

needs. Table 1 presents information on stakeholder groups, their potential impact on SUGECO, and 

their needs or interests. It also proposes engagement strategies that SUGECO should employ for 

each group. 

Table 1: Stakeholder Groups  

Stakeholders Impact Needs/Interests Engagement Strategies  

Internal 

Alumni Members Potential for 

leverage 

Contribute Emails, WhatsApp 

group/Emails, Meetings, 

Social Media, Website 

Current Members Essential to 

survival 

Receive services; pay 

dues 

Emails, WhatsApp group, 

Meetings, Social Media, 

Website 

Entrepreneurs: funded 

entrepreneurs; 

entrepreneurs receiving 

technical assistance 

Essential to 

survival 

Receive services; pay 

dues 

Emails, WhatsApp group, 

Meetings, Social Media, 

Website, knowledge 

products, presentations 

Interns Central to 

implementation 

Receive services Emails, Meetings, Social 

Media, Website 

Staff Central to 

implementation 

Deliver services Emails, Meetings, Social 

Media, Website 

Technical Committee Central to 

implementation  

Reputation and 

deliver services 

Emails, WhatsApp group, 

Meetings, Social Media, 

Website 

Trainers Central to 

implementation 

Reputation and 

delivery of services 

Emails, WhatsApp group, 

Meetings, Social Media, 

Website 

Volunteers Central to 

implementation 

Deliver services Emails, Meetings, Social 

Media, Website 

External 
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Media: newspapers, 

radio, television 

Publicity Disseminate 

information 

Press releases, press 

conferences, Emails, 

WhatsApp Group, 

presentations 

Sokoine University 

School of Agriculture: 

administration and 

faculty  

Resource partner Reputation and 

deliver services 

Emails, Email blasts, Social 

media, Website, 

knowledge products, 

presentations 

Financial Sector: CRDB 

Bank; other financial 

institutions 

Resource 

partners 

Increase market Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

Donors/Other Resource 

Partners: Bill and 

Melinda Gates 

Foundation, 

Government of 

Denmark, Swedish 

International 

Development 

Cooperation Agency, 

United States Agency 

for International 

Development 

Foundation 

Resource 

partners 

Disseminate 

information; 

contribute; 

reputation and 

deliver services 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

Tanzanian 

Government: Ministry 

of Industry and Trade, 

Ministry of Agriculture, 

Food Security and 

Cooperatives, Sugar 

Board 

Advocacy target; 

resource 

partners 

Disseminate 

information; 

advocacy; contribute 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

Private Sector 

(domestic and foreign) 

Linkages; 

resource 

partners 

Disseminate 

information; 

advocacy; deliver 

services; receive 

services; contribute 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

Intermediaries: 

Agricultural Council of 

Resource 

partners 

Disseminate 

information; 

Emails, Email blasts, 

Formal partnership 
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Tanzania, BEST-

Dialogue, Southern 

Agricultural Corridor of 

Tanzania; Tanzania 

Private Sector 

Foundation 

advocacy; contribute formation, Social media, 

Website, knowledge 

products, presentations 

Other players in the 

ecosystem: Magado 

Entrepreneurship 

Business Training 

Institute, TradeMark 

East Africa 

Resource 

partners 

Disseminate 

information; 

advocacy; deliver 

services; receive 

services 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

 

IV. KEY ELEMENTS OF APPROACH 

AND ACTION PLAN 

1.1 Networking 

Key elements of SUGECO’s approach to networking include the following: 

 Ensure that roles and responsibilities are clearly defined and publicly acknowledged. 

 Demonstrate that SUGECO supports networks with a clear purpose and expected outputs 

and outcomes. 

 Organize networks around needs, and develop clear terms of reference for all parties 

involved. 

 Support networks with processes to help maximize their effectiveness. 

These elements will be achieved through the following activities: 

 

Immediate Actions: 

 

1. ADD TECHNICAL COMMITTEE INFORMATION TO THE SUGECO 

WEBSITE 

Central to SUGECO’s institutional set up and design is the role of its technical committee. Members 

are primarily drawn from SUA faculty. This provides a link between SUGECO and the university, 
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and provides the opportunity to leverage academic expertise and research interests. In addition, 

technical committee members can serve as sources of information to SUGECO’s student and alumni 

members as well as its entrepreneurs. 

 

Updating information to the SUGECO website to include its technical committee members’ 

backgrounds, areas of academic expertise, and research interests is essential to demonstrate the 

value of the SUGECO network. Technical committee members’ interests also may be well served 

with the additional exposure and publicity. An immediate action is for the research assistant to 

coordinate with technical committee members to get a photo and information from them and post 

it on the SUGECO Website. Once completed, this information can be promoted to all members via 

en email blast. 

2. DEFINE, INTRODUCE, AND MARKET MEMBERSHIP ‘TIERS’ WITH 

DIFFERENTIATED SERVICES AND FEE STRUCTURE: STUDENT MEMBER, 

ALUMNI MEMBER, AND CORPORATE MEMBER 

Central to SUGECO’s mission and sustainability is its membership structure. While SUGECO 

defines different levels of membership and charges differentiated fees accordingly, it does not define 

its services and expectations to its members at different levels. As part of the networking strategy, 

SUGECO should define, introduce, and market membership tiers, with accompanying differentiated 

services and expectations to its members. These services should be defined by the board chair and 

executive director, in conjunction with the technical committee. The structure should be easy to 

understand and implement. Fees should be derived from the model included in the current 

SUGECO strategic framework, and given a specific rate based on the value received. 

 

Ongoing Activities: 

1. INCREASE NUMBER OF NEW MEMBERS 

 

a) Market membership at the university twice-annually 

SUGECO currently recruits student members during the beginning of the university year. However, 

efforts to attract student members could be expanded via social media campaigns, and during the 

annual open house organized by SUEGCO entrepreneurs and student members. The social media 

campaign should be overseen by the executive director, and implemented by an intern who 

possesses social media skills and is ideally from the communications or business program at SUA. 

The SUGECO Facebook page can be used as the primary platform. If the intern has twitter 

expertise, this channel also can be leveraged. 

  

The open house events should feature a daylong knowledge exchange program that features the 

following: 
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 Brief presentations by SUGECO technical committee member or SUA faculty on areas of 

expertise or research interests. 

 Presentations by SUGECO-supported entrepreneurs on products or business activities. 

 Questions and answers session with students who completed the internship in Israel. 

 Broadcast of the ‘documentaries’ produced by SUGECO. These videos can be posted on the 

SUGECO YouTube channel created in advance of the event. 

 

b) Implement excel-based contact storage system, focusing on increasing contacts 

with and outreach to the private sector 

SUGECO can improve its management of current and future member contacts by introducing a 

excel-based contact storage system that records each contact’s name, title, organization, contact 

information, SUGECO member status, sector (e.g., public, private), main area of interest, and the 

origin of the contact. Table 2 provides a template for the contact storage system. The contact 

storage sheets should be stored on a Google Drive to ensure that information is kept up to date 

and is easily accessible.  

 

Table 2: Contact Storage Sheet  

Name 
Title Organization 

Website Phone/Email 
Member 

Status 

Sector Origin of 

Contact 

 

 

  
   

  

 

 

  
   

  

 

 

  
   

  

c) Develop a new member email blast 

SUGECO should welcome all new members with an email describing its programs and summarizing 

its results from the last year. Emails should be customized by membership tier and by areas of 

interests. Following this initial email, a member-level email blast should be mailed quarterly. The 

executive director should supervise a research assistant or intern in developing the email blast. The 

email blast should be sent out through a SUGECO email account, and signed by the board chair or 

executive director. The emails should include links to the SUGECO website in order to boost traffic 

on the website and gain exposure.  

 

2. INCREASE INVOLEMENT OF EXISTING MEMBERS 
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a) Conduct periodic surveys of active and inactive members  

Understanding the needs and interests of current members is central to plan activities and design 

programing that is relevant to members. A member survey should be conducted on an annual basis 

to explore members’ needs and interests. Questions should address topics of interests, knowledge-

sharing opportunities, attendance of events, and financial resources. A research assistant should 

administer the survey electronically to active members using Google Forms. Once concluded, the 

responses should be downloaded into an excel sheet and stored onto Google Drive. Over time, 

survey results can be compared and analyzed to address the evolving needs of members. It is 

important to incorporate mandatory fields such as member type and sector type, since member 

needs will differ by these variables. If necessary, incentives such as a prize item should be included in 

the introductory text to encourage completion of the survey. For inactive members, efforts should 

be made to contact them by phone and administer the survey in-person. Questions can be kept 

more open-ended in order to capture their concerns and reasons for inactivity. Similar efforts 

should be made for large corporate members if they fail to respond to the electronic survey. 

b) Better leverage relationship with SUA  

SUGECO’s affiliation with SUA is beneficial as it brings name recognition and other possible benefits 

to leverage research of faculty members with overlapping interests. Faculty members are 

encouraged to submit descriptions of their research onto the SUGECO website and outline the 

benefits of the relationship between the two organizations. Another related approach is to invite 

academics with overlapping interests to present their research at an expanded SUGECO annual 

meeting that would feature presentations from faculty, and exhibits by entrepreneurs and 

established enterprises.  

 

SUGECO should formalize the internship program it currently operates for SUA students and better 

incorporate this program into its daily work. The executive director should work with the incoming 

manager to create job descriptions and work plans in the areas of networking, partnership, and 

communications, and recruit applicants with skills to meet these needs. In particular, SUGECO 

requires interns that possess IT and social media skills. The manager should create an orientation for 

new interns, and share detailed information about SUGECO programing, the expectations of the 

internship, and the roles and responsibilities of the various stakeholders involved. The program 

should aim to have overlap between the outgoing group of interns and the next incoming group. The 

outgoing interns can participate during the orientation to ensure that there are no gaps, and share 

their experience working at SUGECO. Once the internship program is formalized, the executive 

director can apply similar organizational principles to recruit alumni back into volunteer roles at 

SUGECO. 
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c) Establish a formal Community of Practice (CoP) for interns involved in the Israel 

program 

While SUGECO has conducted follow-up activities and created a WhatsApp group to 

communication with interns, there are many opportunities to improve knowledge-sharing both 

within this group and across SUGECO membership. Figure 1 below provides a step-by-step guide to 

design and cultivate a Community of Practice (CoP). A CoP is a collection of individuals who already 

share common interests and goals. Establishing a formal CoP requires introducing processes and 

developing a platform to facilitate interaction and knowledge-sharing. In order to support a CoP, 

SUGECO must assign a curator and develop a discussion and events agenda.  

 

Once the CoP is operational, SUGECO should develop an IT tool to facilitate interaction and 

knowledge-sharing. This can be as simple as a curated and managed WhatsApp or Google group. 

However, this could evolve overtime to an online community powered by a fully featured content 

management system such as Ning or Office 365. 

 

It should be noted that within CoPs, not all members are active participants. Generally, 10 percent 

or fewer of the members will tend to post, ask questions, and present, whereas 1 percent will be 

regularly active in discussions and presentations. The remaining 90 percent will usually not post or 

engage in discussion.  
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Figure 1: Step-by-Step Guide to Designing and Cultivating a Community of Practice 

 

Source: EDUCAUSE: https://net.educause.edu/ir/library/pdf/nli0531.pdf 

A proposed timeline for these activities is presented in the action plan in Annex 2. It is expected to 

take approximately 240 days over an 18-month period to implement these activities. The estimated 

labor required include the following: i) 26 days of effort from the board chair; ii) 60 days of effort 

from the executive director to structure and review the activities; iii) 107 days of effort from the 

research assistant or intern to implement the activities; and iv) 47 days of effort from the manager of 

networking, partnership, and communications. Additional resources required include the following: i) 
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a photographer to take high-resolution photos of technical committee members; ii) funds to pay for 

the venue and refreshments for the SUGECO open house events; and iii) logistical support to 

organize the expanded SUGECO annual meeting.  

1.2 Partnership 

Key elements of SUGECO’s approach to partnership are to: 

 Attract and maintain relationships with organizations or individuals that have similar goals 

and interests in co-financed and co-implemented activities.  

 Assemble partners to implement similar or complementary activities. 

 Establish processes and introduce tools to ensure sustainability and effectiveness of the 

above. 

These elements will be achieved through the following activities: 

 

Immediate Actions: 

1. FORMALIZE SUGECO’S NETWORK OF TRAINERS 

SUGECO relies on trainers to deliver its capacity building program. This strategy requires the 

following from SUGECO’s trainers: 

 Develop an agreement that ensures training materials will include the SUGECO brand and 

be formatted in the SUGECO template. 

 Agree to turn over copies of the training materials to SUGECO. 

 Ensure that all training sessions undergo a pre-session survey and post-session evaluation 

that is delivered and analyzed by the SUGECO executive director. 

 

2. ESTABLISH A RELATIONSHIP MANAGEMENT APPROACH TO PARTNERSHIP 

DEVELOPMENT 

One area for immediate improvement is developing and managing partnership relationships. 

Partnership development efforts are currently managed by the board chair and supported by the 

executive director. This approach is not sustainable. It also leaves less time available for a SUGECO 

representative to nurture and grow relationships. The introduction of a relationship management 

approach will help systematize SUGECO’s interaction with these parties, and increase transparency 

of SUGECO’s activities to individuals in leadership positions. Implementing this approach is essential 

to cultivate additional and more robust partnerships. 
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The board chair and executive director should assign a technical committee member to lead the 

relationship with two or three key organizations. These relationship managers should apply the 

partner formation and relationship management tool introduced during the training delivered by 

Africa Lead II. Once relationship managers have been assigned and a baseline tool is completed, 

relationship managers will track and capture progress with each partner. Relationship managers will 

also store the completed/updated tools into a Google Drive folder that is accessible to all SUGECO 

staff, technical committee members, and board members. The templates are presented in following 

tables below.  



 

 

16 
 

Exhibit 1: Partner Formation and Relationship Management Tools 

Step 1: Appraisal of Potential Partner  

For each of the potential partner state (1) the goal for SUGECO’s work with them; and (2) what you believe are their motivations for working with 

SUGECO.  

Potential Partner  

What achievable goal are they part of?  

 

How will they play a part?  

 

Why should they help?  

 

What is SUGECO’s “Pitch” to them  

 

 

Step 2: Identification of Effective Formats and a Setting a Schedule for Communications 

Critical questions to ask about the receiver: 
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 How does this stakeholder primarily communicate with me? 

 Has this stakeholder expressed a preference for how we communicate with them? 

 Does this stakeholder require lots of detailed information or high level updates? 

 How much time does this stakeholder have to coordinate with me? How much interest? 

 Is this stakeholder motivated to actively participate in two-way communication? Or, do they prefer a one-way format? 

 

Critical questions to ask about yourself: 

 What result do I want? What is my objective for communicating with them? 

 What materials, information, or resources will be exchanged? Is any of it time-bound or specific to a  

 How much time do I have to dedicate to this communication? 

 

Step 3: Monitor the Development of the Partnership Relationship  

Potential Partner “Ask” or Objective for Communication 

 Format  Messages Feedback 

First Encounter 

 

Pitch   

 

First Follow-Up 

 Sign up for email list 

 Connect on social media 

 Plan an in-person meeting 

 Invite to an upcoming event or presentation 
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Second Follow-

Up 

 

 Ask them to participate in a SUGECO event, meeting, or focus 

group 

 Arrange meeting to discuss opportunity for collaboration 

  

 

Step 4: Track Relationship Formation and Development 

RELATIONSHIP TRACKING: ALL 

Partner 

Name 

Partner 

Type 

Partner 

Organization 

Partner 

Address/Website 

Partner 

Phone/Email 

Relationship 

Manager 

Date of Last 

Contact 

Follow Up 

Needed 
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RELATIONSHIP TRACKING: INDIVIDUAL 

Partner 

Name 

Relationship 

Manager 

Partnership 

Goal 

Date of Last 

Contact 

Nature of Last 

Contact 

Type of 

Materials Sent 

Follow Up 

Needed 

By When 

(Date) 
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Ongoing Activities: 

1. INCREASE UNDERSTANDING OF POTENTAL PARNTERS 

In order to expand SUGECO’s partnership roster, SUGECO should conduct a thorough landscape 

analysis of partners in Tanzania and East Africa. SUGECO should conduct the analysis with specific 

targets in mind. In addition, SUGECO should identify a regional university partner and identify any 

new incubators that have been developed since the organization last analyzed the landscape. 

2. LEVERAGE RELATIONSHIPS WITH EXISTING PARTNERS 

SUGECO should conduct a series of meetings with existing partners to explore partner priorities. 

This can be achieved using the relationship management system. A proposed timeline for these 

activities is elaborated in the action plan in Annex 2.  

1.3 Communications 

Key elements of SUGECO’s approach to communication include the following:  

 Articulate SUGECO brand through a set of materials with consistent content, tone and 

visuals. 

 Develop specific messages and strategies for targeting SUGECO’s four target audiences: 

government, members, resource partners, and financial institutions. 

 Develop a channel strategy to provide continuity to SUGECO’s outreach strategy and 

messaging. 

 Develop an accountability protocol for communication activities, including planning, 

implementation, and measurement.  

 Support communications with processes to help maximize its effectiveness. 

These elements will be achieved through the following activities: 

 

Immediate Actions: 

1. DEVELOP TEMPLATES  

SUGECO’s communication materials and knowledge products need a consistent ‘look and feel.’ It is 

not necessary to hire a designer to achieve this. Instead, templates provided in Microsoft Office can 

be used to produce communication materials. The executive director should organize a group of 

staff and volunteers to develop the templates, and seek approval from the board chair on the 

following items: 

 1-pagers on service areas. 
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 Fact sheet.  

 Profiles of entrepreneurs. 

 Press releases.  

 

2. DEVELOP PRESS KIT AND TRACK MEDIA MENTIONS 

Following the development of templates, a portion of these materials should be developed as a press 

kit and posted on the website. The executive director or manager should distribute these materials 

along with a customized press release. 

 

SUGECO should also introduce a more strategic approach to media relations. They should 

disseminate press releases on program milestones, conduct periodic press conferences to update 

the media on recent successes, and track all media mentions. Any negative press should be 

countered with the release of a positive story. 

 

Ongoing Activities: 

 

1. INTRODUCE COMMUNICATIONS PLANNING 

Introducing communications planning will enable the executive director to improve its strategic 

approach to communication. Currently, SUGECO’s implementation of communication activities 

appears to be slightly opportunistic based on the funds available. The organization lacks an official 

communications team, and communication meetings or work plans. Establishing these factors will 

greatly enhance the strategic nature of the work. It also will help SUGECO track its effectiveness in 

this area. Hiring a manager who can who can oversee the networking, partnership, and 

communication functions will improve the efficiency of its communication department. 

 

2. IMPROVE INTERNAL COMMUNICATION 

SUGECO should introduce a series of IT tools to improve the efficiency of its internal 

communication and knowledge management processes. Many of these tools were introduced during 

the training provided by Africa Lead II. The IT tools include the following: 

 Shared calendar. 

 Organized and consolidated WhatsApp mailing lists.  

 Google Drive folders.  

 MailChimp mailing lists. 
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3. IMPROVE EXTERNAL COMMUNICATION 

SUGECO should introduce a series of processes to improve the effectiveness of its external 

communication processes. Many of these tools were examined during the training delivered by 

Africa Lead II. Other tools will require more time to develop and implement. If funds are available to 

hire the manager of networking, partnership, and communications, all of these activities could be 

implemented in the next 18 months. If the executive director is the only key staff personnel focused 

on communications, the list of activities may have to be reduced, especially in relation to establishing 

channel strategies and introducing knowledge products. 

 

a) Articulate SUGECO branding 

The key to enhance SUGECO branding is to differentiate messaging by audience. One of the key 

messages that SUGECO must develop is a series of statements that position its work to partners. 

This messaging must be incorporated into all communication and knowledge products, and will 

require regular updating and approval by the board. The most updated version of this messaging is 

presented below:  

 

Action Research 

 Government: We identify challenges, interventions and solutions in the agribusiness 

subsector, and identify means to implement them. During implementation, we collect data 

on lessons learned in order to create profitable enterprises. 

 Members: We wish to expose members to challenges and work together to implement 

solutions. Our goal is to help make consolidated value chains attractive to youth farmers. 

 Financial Institutions: We aim to minimize risks in agribusiness venture capital through 

application of tested intervention with entrepreneurs. This will attract clients to financial 

institutions. 

 Resource Partners: We address the challenges in agribusiness venture capital through the 

involvement of youth in a well-designed business and economic model. This will create an 

attractive environment for investment. 

 

Policy Advocacy 

 Government: We contribute to improve the business environment. We also participate in 

dialogue and policy advocacy. 
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 Members: We present policy challenges to the government. We engage in dialogue and 

advocate in order to transform the business environment into one that supports 

enterprises. 

 Financial Institutions: We contribute to reducing business risk from a business environment 

perspective. We collaborate and share our initiatives to improve the business environment. 

 Resource Partners: We share our understanding on business context. We build trust in 

partners by sharing similar values. We help to improve the business environment and reduce 

risk for resource partners to increase investments for SUGECO entrepreneurs. 

 

Capacity Building 

 Government: We offer customized training for youth entrepreneurs to increase food security, 

income security, and create employment. 

 Members: We offer training in new technologies to youth entrepreneurs to increase 

production and enhance income. 

 Financial Institutions: We equip high potential entrepreneurs with new technologies that 

facilitate high return on investment from entrepreneurial enterprises in agriculture. 

 Resource partners: We offer new technologies and deliver training to youth entrepreneurs to 

increase investment in agribusiness, and enhance capital and income growth. 

 

Industrial Linkages / Enterprise Development 

 Government: We deliver customized entrepreneurship training to reduce poverty, enhance 

development, and reduce youth unemployment. 

 Members: We use the industry to train members on enterprise development. 

 Financial Institutions: We help generate a new client base with potential return on investment 

through various financial arrangements with the public and private sectors. 

 Resource Partners: We achieve results by linking entrepreneurs with the private sector, and 

support business enterprise growth and development. 

 

b) Introduce Speaker’s Bureau 

The objective of a speakers bureau is to identify and train a group of individuals who are 

knowledgeable in an organization’s mission, vision, and programing. It is recommended that 

SUGECO expand the number of people designated in representing the organization beyond the 

board chair and executive director. Technical committee members are the first choice for this role. 
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However, SUGECO would also benefit by identifying and training capable private sector partners 

and entrepreneurs to represent the organization.  

 

c) Improve external relations 

The primary vehicles for external relations include the SUGECO website and various social media 

outlets. During the training supported by Africa Lead II, the organization’s project staff conducted a 

comprehensive website audit, and a two-day website development and maintenance training course. 

SUGECO’s will implement the changes identified in the website audit, and carry out the post-training 

action plan on website marketing. 

 

The results of the website audit are included below: 
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The post-training action plan identified the following actions: 

 Develop a tool to identify the rankings for keywords, using the following link: 

https://serps.com/tools/rank-checker/ 

 Ensure Google has indexed the following website: 

https://www.google.com/webmasters/tools/submit-url?continue=/addurl 

https://serps.com/tools/rank-checker/
https://www.google.com/webmasters/tools/submit-url?continue=/addurl
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 Submit the following new sitemap to Google: 

https://www.google.com/webmasters/tools/home?hl=en 

 Improve search engine performance by: 

o Checking search terms through Google, reaching out to the top ranked organizations, 

and asking for links on their websites. 

o Incorporating more contextual links and connections with other organizations onto the 

site. 

o Adding the following keywords in the content:  

 SUGECO 

 Agriculture and entrepreneurship and Tanzania 

 Action research and agribusiness and Tanzania 

 Training and agribusiness and Tanzania 

 Capacity building and agribusiness and Tanzania 

 Industrial linkages and agribusiness and Tanzania 

 Private sector and agribusiness and Tanzania 

 Business enabling environment and agribusiness and Tanzania 

 

SUGECO does not maintain an active presence on social media. Depending on resources, SUGECO 

should develop a social media plan and increase its social media presence, especially on Facebook 

and Twitter. Due to limited resources, SUGECO can rely on a intern to manage its social media 

presence.  

 

d) Establish channel strategy and introduce knowledge products 

Also contingent on funding, SUGECO must establish a channel strategy and introduce additional 

knowledge products. SUGECO should draw upon the member survey to determine which 

knowledge products are in demand, and develop knowledge products based on available resources. 

Two ideas for new knowledge products include a 1-page profile of SUGECO-funded entrepreneurs, 

and an email blast tailored to the private sector. As mentioned above, the communications charter is 

an important tool for organizing responsibilities for daily communication activities. See nnex 3 for 

the communications charter. 

 

A proposed timeline for these activities is presented in the action plan in Annex 2. It is expected to 

take approximately 326 days over an 18-month period to implement these activities. The estimate of 

the mix of labor required is 33 days of effort from the Board Chair and 84 days of effort from the 

Executive Director for structuring and/or review of the activities; 147 days of a Research Assistant 

or Intern for implementation of the activities, and 62 days from a Manager of Networking, 

Partnership, and Communications. In addition, training is required on the tools mentioned above 

since staff capacity may be limited. Additionally, if SUGECO cannot agree on the new templates for 

https://www.google.com/webmasters/tools/home?hl=en
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the set of materials suggested above, then a graphic designer can be hired to develop these 

templates.  

 

V. MONITORING AND EVALUATION  

Table 3 features a networking, partnership and communication results framework designed to 

improve SUGECO’s monitoring and evaluation program. The framework includes the most vital 

results to be achieved from successful implementation of this strategy. The manger of networking, 

partnership, and communications should establish baselines for all indicators, gather data to monitor 

progress against targets on a quarterly basis, and report on results annually. It is expected that 

monitoring this strategy will require up to 32 days for the 18-month period, with 17 days of effort 

required from the manager, 10 days of effort required from the Research Assistant, 3 days of effort 

required from the executive director, and 2 days of effort required from the board chair.  

 

Table 3: Networking, Partnership, and Communication Results Framework 

Result Area 1: 

Networking 

Indicators Year One Target(s) 

1.1 Membership 

expanded 

 

 

1.1.1 Membership tiers 

created and functioning 

effectively 

- Services, expectations, and fees for 

members tiers in place 

- 10 percent overall increase in 

memberships by existing enterprises 

- 15 percent increase in SUA-affiliated 

members 

1.1.2 Open houses to 

market membership 

held 

- 4 per year held within one month of 

each quarterly reporting period 

1.1.3 Contact 

management sheet 

introduced and used  

- All existing contacts transferred to 

sheet that is accessible and used by 

SUGECO  

1.1.4 Email blast for new 

members created 

- 100 percent of new members receive 

welcome email blast with program 

information and ways they can get 

involved 

1.2 Member 

involvement increased  

1.2.1 Survey of members 

conducted 

- 1 electronic survey of members 

conducted; report on results delivered; 

and findings incorporated into 
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membership tiers 

1.2.2 Internship program 

formalized 

 

 

- Standing job descriptions and work 

plans developed and shared with 

interns 

- Onboarding materials created 

- 100 percent of interns receive 

onboarding with three weeks of start 

date 

1.2.3. Community of 

practice established for 

Israel interns 

- Curator appointed 

- List of discussion topics created 

- IT tool put in place to support CoP 

Result Area 2: 

Partnership 

Indicators Year One Target(s) 

2.1. Partnerships 

strengthened  

2.1.1 Relationship 

management approach 

introduced 

 

- 100 percent of partners assigned to 

designated relationship manager 

- 75 percent of relationship managers 

uses relationship management tools 

2.2. Understanding of 

potential partners 

increased 

2.2.1 Potential partner 

landscape analyzed 

- Map of organizations in Tanzania, 

region, and world developed 

2.2.2 List of potential, 

new partners developed 

- 25 new partners contacted 

- 2 new partnerships established 

2.3 Partners with 

existing partners 

leveraged 

2.3.1 Existing 

partnerships expanded 

- 100 percent of existing partners 

contacted to explore potential 

expansion of relationship 

- New dimension added to 1 existing 

partnership 

Result Area 3: 

Communications 

Indicators Year One Target(s) 

3.1 SUGECO 

communications planned 

more effectively  

3.1.1 Communications 

planning approach 

introduced 

- Formally establish communications 

team 

- Hold regular communications team 

meetings 

3.2 Knowledge 3.2.1 IT tools supporting - Shared calendar in place at SUGECO 
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management and 

communications made 

more efficient 

internal KM and comms - WhatsApp mailing lists organized and 

consolidated 

- Google Drive folders set up and used 

by 75 percent of SUGECO 

- Mail Chimp used for all email blasts 

3.3 Communications made 

more effective 

3.3.1 Branding 

articulated 

- Template for PPT, 1-pagers on services 

areas, fact sheets, profiles of 

entrepreneurs created 

- Differentiated pitches to partners fully 

developed 

3.3.2 Press mentions 

increased 

- Press release template finalized 

- Media mentions tracked 

- Media mentions increased by 10 

percent 

3.3.3 Speaker’s Bureau 

developed 

- SUGECO spokespersons identified and 

trained on brand and messaging 

3.3.4 Website improved - 75 percent of changes identified in 

Website audit completed 

3.3.5 Channel strategy 

established  

- Knowledge products to be produced 

are defined and produced, pending 

funding  

- Entrepreneurship profiles created 

- Email blast for private sector partners 

sent once every two months 

- Facebook page revived 
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ANNEX 1: JOB DESCRIPTIONS  

Manager, Networking, Partnerships, and Communication 

 

Job summary: 

As part of its strategic growth, SUGECO is seeking a manager for networking, partnerships, and 

communication. The manager will report directly to the executive director.  

 

This role is central in delivering a comprehensive, strategic and tactical plan for networking, 

partnerships, and communications. The manager will support the executive director in reporting on 

progress and implementing the strategic plan to achieve the following primary objectives: 

1. Nurturing and expansion of positive and productive relationships with Sokoine University and 

SUGECO members and alumni. 

2. Identification, development, and management of partnerships to further SUGECO’s work in its 

service areas (capacity building, action research, advocacy, and enterprise development) and 

support resource mobilization. 

3. Implementation of a communications program to raise SUGECO’s profile, and develop and 

maintain good relations with SUGECO’s key audience groups. 

To meet these objectives, the manager will align the networking, partnerships, and communications 

strategic and tactical plan with the organizational strategy, and implement programs. Furthermore, 

the manager will oversee and develop a small team of staff and volunteers to support networking, 

partnerships, and communications activities, and measure the overall performance of these activities.  

 

Essential job functions include: 

 

Networking and Partnerships 

 Work with executive director to achieve networking and partnerships goals for SUGECO. 

 Research relationships that should be developed, and manage effective partnerships with both 

existing and new corporate partners, NGOs, government, media, and funders. 

 Serve as relationship manager for some partnerships as assigned by the executive director. 

 Work effectively across the organization to facilitate networking with Sokoine departments and 

SUGECO members. 

 Work with the executive director to define membership levels.  

 Support relationships with members by developing information products for each group. 

 Support two new formal network structures for trainers and interns involved in Israel program. 

Determine with the executive director if the networks are serving the needs of participants and 

if other networks are needed. 
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 Maintain tracking of networking and partnerships activities.  

 Maintain tracking of contacts through contact management tool. 

Communications 

 Develop and oversee communications plan for the organization and its projects.  

 Leverage strategic communications tools to implement communications plans. 

 Establish priority lines of communication with key audiences including partners and networks 

described above. 

 Initiate and manage existing and potential corporate and media relationships.  

 Collaborate with the executive director and SUGECO technical committee members on agenda 

for public relations, and developing media releases and meetings with the media. 

 Lead development of the SUGECO brand by ensuring development, maintenance, and use of 

templates for information collateral/products. 

 Develop and maintain a set of information collateral/products to capture SUGECO activities, 

e.g., 1-pagers on service areas, case stories on entrepreneurs, basic presentation on services 

areas, and membership information. 

 Capture photographs, videos and documentation of SUGECO’s programs on the website and 

through social media. 

 Maintain website content and social media presence. 

 Support SUGECO events. 
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ANNEX 2: ACTION PLAN 

2017 

    Q2 2017 Q3 2017 Q4 2017 

SUGECO NETWORKING, PARTNERSHIPS, AND COMMUNICATIONS ACTION PLAN Q1 Apr May Jun Jul Aug Sept Oct Nov Dec 

NETWORKING                     

Immediate Actions                     

Add technical committee member photos and bios to website and feature in 

quarterly blog and/or WhatsApp curated chat 

                    

Define, introduce, and market ‘tiers’ of membership with differentiated services 

and fee structure: student member, alumni member, and corporate member 

                    

Increase Number of New Members                     

Market membership at the university twice annually                     

Implement Excel-based contact management system, focusing on increasing 

contacts with and outreach to the private sector 

                    

Develop New Member e-mail blast and send it out quarterly                     

Increase Involvement of Existing Members                     

Conduct periodic surveys of active and inactive members to leverage and//or 

gauge interest area and reasons for inactivity 

                    

Better leverage relationship with SUA                     

 -Highlight research interests of technical committee members                     
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PARTNERSHIP 

                    

Immediate Actions                     

Formalize network of trainers by establishing letter contract, gathering materials, 

standardizing format 

                    

Establish relationship management approach to partnership development                     

 -Divide relationship and transfers background information to relationship 

managers 

                    

 -Establish concrete partnership targets for relationship managers                     

 -Provide additional training to relationship managers                     

Increase Understanding of Potential Partners                     

Conduct a thorough landscape analysis of potential partners in Tanzania, the 

region, and internationally 

                    

Identify list of potential incubator partners from whom they can learn more about 

business mentoring / skills transfer and pursue contacts 

                    

 -Invite facility with related interests to highlight their research at expanded 

annual meeting 

                    

 -Define standing role for long-term interns from SUA business school and develop 

onboarding and alumni outplacement programs 

                    

Establish formal community of practice for interns involved in Israel program                      

 -Assign curator and develop discussion and events agenda                     

 -Put in place supporting IT tool to support community of practice once it is 

operating 
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Identify list of potential regional university partners to help bolster SUGECO 

thought leadership status in action research area and pursue contacts 

                    

Leverage Relationship with Existing Partners                     

Contact past partners to plan future activities in specific areas of interest                     

Proposed joint fundraising with partners as appropriate                     

COMMUNICATIONS                     

Immediate Actions                     

Develop templates for PowerPoint, 1-pagers on service areas, fact sheet, profiles 

of entrepreneurs, and press release 

                    

Develop Press Kit and disseminate to media and post on website                     

Strategy: Communications Planning                     

Form Communications Team and put in place communications planning function                     

Hold regular meetings to plan SUGECO Communications activities                     

Develop onboarding material to orient interns and volunteers                     

Internal Communications: Increase Cohesiveness of SUGECO staff, technical 

committee, volunteers, and interns 

                    

Create consolidated shared activity calendar via Google Calendar                     

Streamline WhatsApp groups as specified in Communications Charter and 

monitor and report on them 

                    

Internal Communications: Improved Knowledge Management                     

Create shared network drive via Google Drive                     

Develop taxonomy and upload organizational documents                     

Leverage Mail Chimp: create mailing lists for knowledge product dissemination 

and dissemination newly created materials and track open and read rates 
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External Communications: Branding                     

Update logo of Facebook page                     

External Communications: Messaging                     

Fully develop pitches to potential partners                     

Create segmented by audience mailing lists and manage them                     

External Communications: Representation                     

Develop Speaker's Bureau                     

Create press outreach strategy and track press placements                     

External Communications: External Relations                     

Implement recommendations in Website audit                     

Develop social media strategy including targets                     

Revive external Facebook page: update logo, refresh content; post at least on a 

monthly basis or remove page 

                    

Expand scope of annual meeting to include series of seminars and exhibiting, 

technical committee and SUA researchers and student members and charging for 

exhibits from outside companies and others 

                    

External Communications: Knowledge Products                     

Establish channel strategy and plan series of Knowledge Products                      

 -Publish legal/regulatory barriers study once annually to coincide with opening of 

Parliament  

                    

 -Develop Entrepreneurship Profiles, following example of One Acre Fund                     

 -Create email blast to private sector partners and send out once every two 

months 
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 -Revive external Facebook page: refresh content; post at least on a monthly basis 

or remove page 

                    

MONITORING AND EVALUATION OF NETWORKING, PARTNERSHIP, AND COMMS                     

Develop M&E targets for Networking, Partnership, and Comms Activities                     

Convene technical committee to discuss and set realistic targets in major focus 

areas 

                    

Develop M&E tracking sheet and record progress on semi-annual basis                     

Include a few paragraphs on Networking, Partnerships, Communications Activities 

in Annual Report 
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2018 

  Q1 2018 2018 Level of Effort 

SUGECO NETWORKING, PARTNERSHIPS, AND COMMUNICATIONS 

ACTION PLAN 

Jan Feb Mar Q2 Q3 Q4 Chr ExDi

r 

Intern/Vol Mgr 

NETWORKING             26 60 107 47 

Immediate Actions             5 12 16 11 

Add technical committee member photos and bios to website and feature in quarterly 

blog and/or WhatsApp curated chat 

            0 2 6 6 

Define, introduce, and market ‘tiers’ of membership with differentiated services and fee 

structure: student member, alumni member, and corporate member 

            5 10 10 5 

Increase Number of New Members             4 15 23 10 

Market membership at the university twice annually             1 1 10 0 

Implement excel-based contact management system, focusing on increasing contacts with 

and outreach to the private sector 

            2 10 5 10 

Develop New Member e-mail blast and send it out quarterly             1 4 8 0 

Increase Involvement of Existing Members             17 33 68 26 

Conduct periodic surveys of active and inactive members to leverage and//or gauge 

interest area and reasons for inactivity 

            2 5 10 0 

Better leverage relationship with SUA             5 2 0 6 

 -Highlight research interests of technical committee members             0 0 5 6 

 -Invite facility with related interests to highlight their research at expanded annual 

meeting 

            2 4 8 6 

 -Define standing role for long-term interns from SUA business school and develop 

onboarding and alumni outplacement programs 

            5 15 15 5 

Establish formal community of practice for interns involved in Israel program              1 1 10 1 

 -Assign curator and develop discussion and events agenda             1 1 10 1 
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 -Put in place supporting IT tool to support community of practice once it is operating             1 5 10 1 

PARTNERSHIP             33 29 53 62 

Immediate Actions             12 8 27 18 

Formalize network of trainers by establishing letter contract, gathering materials, 

standardizing format 

            2 2 10 0 

Establish relationship management approach to partnership development             4 4 10 6 

 -Divide relationship and transfers background information to relationship managers             2 0 2 6 

 -Establish concrete partnership targets for relationship managers             2 0 0 0 

 -Provide additional training to relationship managers             2 2 5 6 

Increase Understanding of Potential Partners             16 16 23 35 

Conduct a thorough landscape analysis of potential partners in Tanzania, the region, and 

internationally 

            2 2 10 10 

Identify list of potential incubator partners from whom they can learn more about 

business mentoring / skills transfer and pursue contacts 

            2 2 2 2 

Identify list of potential regional university partners to help bolster SUGECO thought 

leadership status in action research area and pursue contacts 

            2 2 5 5 

Leverage Relationship with Existing Partners             5 5 3 9 

Contact past partners to plan future activities in specific areas of interest             3 3 2 6 

Proposed joint fundraising with partners as appropriate             2 2 1 3 

COMMUNICATIONS             33 84 147 62 

Immediate Actions             2 4 7 1 

Develop templates for PowerPoint, 1-pagers on service areas, fact sheet, profiles of 

entrepreneurs, and press release 

            1 2 2 0 

Develop Press Kit and disseminate to media and post on website             1 2 5 1 

Strategy: Communications Planning             7 17 18 21 

Form Communications Team and put in place communications planning function             2 4 0 6 

Hold regular meetings to plan SUGECO Communications activities             4 8 8 12 
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Develop onboarding material to orient interns and volunteers             1 5 10 3 

Internal Communications: Increase Cohesiveness of SUGECO staff, technical committee, 

volunteers, and interns 

            6 6 0 0 

Create consolidated shared activity calendar via Google Calendar             5 5 0 0 

Streamline WhatsApp groups as specified in Communications Charter and monitor and 

report on them 

            1 1 0 0 

Internal Communications: Improved Knowledge Management             1 8 11 3 

Create shared network drive via Google Drive             1 1 1 3 

Develop taxonomy and upload organizational documents             0 2 0 0 

Leverage Mail Chimp: create mailing lists for knowledge product dissemination and 

dissemination newly created materials and track open and read rates 

            0 5 10 0 

External Communications: Branding             0 0 1 0 

Update logo of Facebook page             0 0 1 0 

External Communications: Messaging             2 6 8 6 

Develop pitches to potential partners             1 4 4 6 

Create segmented by audience mailing lists and manage them             1 2 4 0 

External Communications: Representation             1 8 16 6 

Develop Speaker's Bureau             1 4 4 6 

Create press outreach strategy and track press placements             0 4 12 0 

External Communications: External Relations             4 20 44 4 

Implement recommendations in Website audit             4 8 24 4 

Develop social media strategy including targets             0 4 4 0 

Revive external Facebook page: update logo, refresh content; post at least on a monthly 

basis or remove page 

            0 8 16 0 

Expand scope of annual meeting to include series of seminars and exhibiting, technical 

committee and SUA researchers and student members and charging for exhibits from 

outside companies and others 

            10 20 40 20 
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External Communications: Knowledge Products             10 15 42 21 

Establish channel strategy and plan series of Knowledge Products              2 0 0 0 

 -Publish legal/regulatory barriers study once annually to coincide with opening of 

Parliament  

            2 4 6 12 

 -Develop Entrepreneurship Profiles, following example of One Acre Fund             1 4 12 6 

 -Create email blast to private sector partners and send out once every two months             3 6 12 3 

 -Revive external Facebook page: refresh content; post at least on a monthly basis or 

remove page 

            2 1 12 0 

MONITORING AND EVALUATION OF NETWORKING, PARTNERSHIP, AND 

COMMS 

                    

Develop M&E targets for Networking, Partnership, and Comms Activities             2 3 10 17 

Convene technical committee to discuss and set realistic targets in major focus areas             2 2 0 6 

Develop M&E tracking sheet             0 0 0 1 

Establish baselines and record progress on semi-annual basis             0 0 10 10 

Include a few paragraphs on Networking, Partnerships, Communications Activities in 

Annual Report 

            0 1 0 0 

     

TOTAL 94 176 317 188 
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ANNEX 3: SUGECO 

COMMUNICATIONS CHARTER 

Introduction 

This document provides specific guidelines for the internal and external communications activities at 

SUGECO, and is aligned with the networking, partnership, and communications strategy. The 

communications charter reflects the organization’s mission, vision, and strategic framework. It is the 

responsibility of all SUGECO technical committee members, organizational leadership, staff, and 

volunteers to understand the function of communication protocols and procedures in order to 

facilitate better information sharing, and cooperation across SUGECO’s network. 

 

Audiences  

The table below captures SUGECO’s key audiences as well as their respective impact, 

needs/interests, and strategies for engagement.  

 

Audiences Impact Needs/Interests Engagement 

Strategies  

Internal 

Alumni Members 

 

Potential for 

leverage 

Contribute Emails, WhatsApp 

group/Emails, Meetings, 

Social Media, Website 

Current Members Essential to 

survival 

Receive services; pay 

dues 

Emails, WhatsApp group, 

Meetings, Social Media, 

Website 

Entrepreneurs: funded 

entrepreneurs; 

entrepreneurs 

receiving technical 

assistance 

Essential to 

survival 

Receive services; pay 

dues 

Emails, WhatsApp group, 

Meetings, Social Media, 

Website, knowledge 

products, presentations 

Interns Central to 

implementation 

Receive services Emails, Meetings, Social 

Media, Website 

Staff Central to 

implementation 

Deliver services Emails, Meetings, Social 

Media, Website 

Technical Committee Central to Reputation and deliver Emails, WhatsApp group, 
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implementation  services Meetings, Social Media, 

Website 

Trainers Central to 

implementation 

Reputation and delivery 

of services 

Emails, WhatsApp group, 

Meetings, Social Media, 

Website 

Volunteers Central to 

implementation 

Deliver services Emails, Meetings, Social 

Media, Website 

External 

Media: newspapers, 

radio, television 

Publicity Disseminate 

information 

Press releases, press 

conferences, Emails, 

WhatsApp Group, 

presentations 

Sokoine University 

School of Agriculture: 

administration and 

faculty  

Resource partner Reputation and deliver 

services 

Emails, Email blasts, Social 

media, Website, 

knowledge products, 

presentations 

Financial Sector: 

CRDB; other financial 

institutions 

Resource 

partners 

Increase market Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

Donors/Other 

Resource Partners: 

Government of 

Denmark, SIDA, 

USAID, Bill and 

Melinda Gates 

Foundation 

Resource 

partners 

Disseminate 

information; 

contribute; reputation 

and deliver services 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

Tanzanian 

Government: Ministry 

of Industry and Trade, 

Ministry of 

Agriculture, Food 

Security and 

Cooperatives, Sugar 

Board 

Advocacy target; 

resource 

partners 

Disseminate 

information; advocacy; 

contribute 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

Private Sector 

(domestic and 

foreign) 

Linkages; 

resource partner 

Disseminate 

information; advocacy; 

deliver services; 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 
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receive services; 

contribute 

Website, knowledge 

products, presentations 

Intermediaries: 

Agricultural Council 

of Tanzania, BEST-

Dialogue, Tanzania 

Private Sector 

Foundation; SAGOT 

Resource 

partners 

Disseminate 

information; advocacy; 

contribute 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

Other players in the 

ecosystem: 

TradeMark East 

Africa, Magado 

Entrepreneurship 

Business Training 

Institute 

Resource 

partners 

Disseminate 

information; advocacy; 

deliver services; 

receive services 

Emails, Email blasts, 

Formal partnership 

formation, Social media, 

Website, knowledge 

products, presentations 

 

Communications Procedures 

 

Internal Communications 

 

Email, WhatsApp (and other messaging), and SMSs: Messages sent through these channels 

should be answered within a reasonable time frame according to the urgency and timeliness 

indicated by the person sending the message, the priority of the content for the organization, and 

the availability of the recipient. 

 Urgent and Time Sensitive Emails 

o Not every email is urgent, be careful not to overuse this procedure. 

o As a sender, include the words URGENT or TIME SENSITIVE in the subject line and give 

a deadline indicating by when you need a response. 

o As a receiver, confirm receipt of URGENT emails sent to you within the same business 

day, and indicate when you will be able to respond to the content of the email.  

 Daily Correspondence 

o Used to share collaborative documents, meeting notes, and move cooperative activities 

forward by sharing “updates”, “action items”, and “next steps” related to the activity. 

o As a sender, do not expect same-day responses and clearly indicate actions on which 

you need input or a response. 

o As a receiver, respond to these emails within three days. 
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o Use the various “send to” fields appropriately: 

 “To” recipients are only those from whom a direct response is needed; those who 

have action items or specific questions. 

 “CC” recipients are those who should be made aware of activities, usually a 

supervisor or supportive departments (finance or procurement). 

 “BCC” can be used to include a recipient without others knowing. 

o Email signatures for all staff should be uniform, including a full name, office phone, and 

email address; stylized in accordance with SUGECO’s brand. 

 

Meetings: Regular meetings should be scheduled and maintained. For all meetings, notes should be 

circulated following the meeting, and should be labeled with a date and stored on the Google Drive. 

 Types of meetings: 

o SUGECO leadership meeting. 

o All staff meeting. 

o Networking, partnership, and communications planning meeting. 

o Monitoring and evaluation meeting. 

o Ad hoc meetings to: 

 Celebrate successes 

 Launch, advance, or close a strategy, initiative, project, or campaign 

 Brainstorm ideas 

 Resolve conflicts and interpersonal issues 

 Address performance gaps 

 Roles:  

o Facilitator: Calls the meeting, sets the agenda, leads the meeting. 

o Note taker: Captures meeting minutes; highlights points of discussion and disagreement, 

action items, and next steps; distributes notes within one day of meeting. 

o Time keeper: Ensures the meeting runs according to the schedule and there is time to 

cover the whole agenda. 

 Recommendations for conducting the meeting: 

o Ensure participants have a place to ask questions openly (Q&A period, for remote 

meetings a WhatsApp group or group chat). 

o Circulate the meeting agenda and all associated documents at least one-day in advance of 

the meeting. 

o Send reminders for the day before a meeting. 

o For in-person meetings: Ensure there is ample space for attendees and that all attendees 

can access the space and check meeting supplies in advance. 
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o For remote meetings: Conduct a test run the day before the meeting. Do not attempt 

to use a new technology the day of a meeting. Include instructions for joining the 

meeting with your invitation. 

 

Document Sharing and Coordination Tools 

 Google Drive: Used to store marketing materials, reports, reference documents, and 

meeting notes. Also for collaborative writing and review of written documents. 

 Google Calendar: Used to schedule and send reminders about meetings.  

 

External Communications 

 

Spokespersons: Members of the SUGECO network who are authorized to speak to the media, 

post updates on social media, write op-eds and articles for publication, and speak publicly on behalf 

of SUEGCO. 

 Qualifications: Having spokesperson status, as designated by the board chair or executive 

director, and having completed brand compliance training. 

 Mandatory Brand Compliance Training: Includes review of SUGECO messages, social media 

policies, public calendars, marketing documents and templates. 

 Responsibilities: Spokespeople must report details of events to the M&E department. This 

includes the numbers of people in attendance at the event and general impressions of the 

event. If possible, spokespersons should also take photographs.  

 

Formal Partnership Formation 

 Partnerships should be formalized through a signed agreement between SUGECO and the 

partnering organization. 

 New formal partnerships should be proposed via a formal proposal that outlines the scope 

and timeframe of the partnership, specifications for meetings and document sharing, 

partnership goals, and roles and responsibilities for each partner.  

 Once a partnership is official, it should be announced through the website, social media 

channels, and a formal press release.  

 

Outgoing Correspondence  
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 MailChimp: Used to disseminate official communication, which should be tracked and 

reported on in the results framework. 

o Only the executive director, or designated staff or volunteers, can send an official email 

via the MailChimp account. 

o Content sent via MailChimp must be approved in advance. Content for MailChimp 

includes a quarterly newsletter to SUGECO members. 

 WhatsApp or Email lists: Used to deliver a single message to a group of similar recipients. 

Some of these groups over time may form a community of practice that is supported by 

more sophisticated technology.  

o The approach to managing current WhatsApp groups should be codified. 

o Member contacts should be stored and tracked. 

o Each WhatsApp group should have a goal, a curator, and a content agenda. 

o Any substantive exchange with knowledge management value should be captured in M&E 

reporting. 

o WhatsApp group activity should be supported by occasional face-to-face meetings. 

o WhatsApp groups should be streamlined and maintained for: 

 Israel interns 

 Training program participants 

 Projects (staff, interns, volunteers, technical committee members, and partners 

working on projects, and where appropriate beneficiaries also should be included)  

 Spokespersons 

 Media 

 Short Messages: These should only be used to confirm activities, give specific direction, or 

check the status of an individual en route to a meeting or event. Short messages should not 

be used to facilitate a discussion or collaboration. 

 

Media  

 SUGECO values and maintains good relations with the press. 

 SUGECO should regularly inform the press through standard press releases on project 

results. 

 Press conferences should be held to announce new initiatives, campaigns, and events. A 

press release and invitation to the press conference will be issued at least one-day prior 

(unless in the case of breaking news). At press conferences, a press kit (including background 

information, press release, detailed information about upcoming activities, and ways to 

connect on social media) should be distributed. 

 Following press releases and conferences, media mentions should be tracked and articles 

should be saved and reported on in the results framework. Metadata including the following 

should be captured: date, reporter, topic of article, and tone of article (positive, negative and 
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neutral). All positive stories should be linked to on the website, and a copy of the story 

should be stored on Google Drive. 

 This includes electronic media, mentions in which should be tracked periodically through 

Google. 

 A trained and designated SUGECO spokesperson will be on-hand at all NWC events to 

respond to the media.  

 

Social Media and Website 

 SUGECO should use social media and the website to release a steady stream of information 

to news outlets and audiences. 

 Administration of social media accounts and website interactive features and functionality 

should be tied to a SUGECO general email address that is read regularly by an individual 

assigned to respond to queries. 

 SUGECO should maintain a Facebook page and/or a Twitter account. However, these 

accounts must be updated at least on a monthly basis with a informative post. 

 Metrics should be tracked and reported on in the results framework as follows: 

o Social media: Number of followers; number of shares and comments; number of likes. 

o Website: Number of unique visitors; time on site; number of page view; bounce rate. 

 Search engine optimization: Given the importance of search engine, performance of the 

SUGECO website should be monitored and optimized. 

o Establish a baseline using Google analytics. 

o Incorporate keywords and crosslinks with other organizations throughout the site 

including in titles, subtitles, and body copy. To determine keywords, it is necessary to 

periodically gather information on common search terms employed by key audiences. 

o Add a site map listing and linking to all the other major pages, and submit this site map 

to Google. 

o Make your URLs more search-engine-friendly by naming them with clear keywords. 

o Avoid use of frames and flash, which reduce website exposure to search engines. 

o Make image descriptions as detailed as possible using keyword. Adding an "ALT" tag 

allows you to include a keyword-rich description for every image on your site.  

o Promote links to content on your site across appropriate social networking platforms 

and on partner websites. 

 

Privacy and Attribution 

 Individuals included in SUGECO communication materials should sign releases, and these 

should be kept in the communication folder on Google Drive. 
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 Photos and content should always be attributed to their sources. 

 

Essential Elements to Include in Communications Materials 

 Tone: All communications materials should be fully aligned with the SUGECO’s mission, 

vision and strategic framework. 

 Posts should include one or more of the following: 

o Link to SUGECO website, newsletter, or related article 

o Images 

o Call to action, e.g., prompt to sign up to receive more information or attend event  

o Thanks and celebration, e.g. for volunteers



 

 

XLIX 

 

Attachment 1 Style Guide Template 

 

1. Introduction 

a. Purpose of the SUGECO brand 

b. Process for revisions to the SUGECO brand 

 

2. The Brand 

a. Our Message 

i. Mission and vision 

ii. Positioning statements 

b. Our logo 

i. Examples of usage on various collateral 

ii. Size relative to partners 

c. Our Colors 

i. Primary color palette: CMYK and RGB values for each color 

ii. Secondary color palette: CMYK and RGB values for each color 

d. Our Fonts 

i. Type, size, headline, body text, etc. 

ii.  Examples of print materials and on the web 

e. Images and videos 

i. Guidelines 

ii. Stock images 

iii. ‘Documentary’ information on entrepreneurs 

3. Approved Templates  

a. Letterhead 

b. Email signatures  

c. Business cards 

d. Fact sheet 

e. PowerPoint presentations 

f. 1-pagers on service areas 

g. Profiles of entrepreneurs 

h. Press release 
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Attachment 2 Social Media Policy Template 

 

1. Introduction 

a. How should this guidance be used? 

b. Policy implementation 

 

2. Roles 

a. Administrator: Job titles/roles 

i. Manages the platforms  

ii. Assigns and manages contributors  

iii. Monitoring results 

b. Contributor: Job title/role 

i. Develops posts 

ii. Responds to comments 

3. Content 

a. Main messages to convey 

b. Content from partners 

c. Linking to third parties 

d. Process for vetting/approval of posts 

4. Frequency: Decide on frequency of updates and stick to this 

5. Tone: The SUGECO Voice 

6. Controversy 

a. Monitoring and responding to comments 

i. Vetting/approval process 

ii. Timing 

iii. Who is doing the response? 

7. Legal 

a. Attribution from original sources 

i. Photo credits 

ii. Reposting  

b. Community Image Use 

i. Image use waiver forms (should be an attachment) 

ii. Tagging and name use 


