
NEW MEXICO 

ECONOMIC DEVELOPMENT DEPARTMENT 

 

STATE EXPENDITURES FOR BUSINESS INCUBATORS ACT 

 

REQUEST FOR INCUBATOR CERTIFICATION 

 

 

 

1.  Request ing Agency:  

 

2.  Address:  

 

3.  Phone:  

 Fax:  

 Email :  

 

4.  Type of  ent it y:  

 

5.  Liaison person at  Request ing Agency:  

  Phone:  

  Fax:  

  Email :  

 

6.  The Request ing Agency cert if ies t hat  t he fol lowing fact s are correct ,  in 

exist ence,  in operat ion,  and document ed in t his Request :  

 

A.  a mission st at ement  t hat  def ines t he incubat or's role t o assist  

ent repreneurs and support  t he growt h of  businesses;  

 

B.  for incubat ors est abl ished af t er July 1,  2005,  a formal 

feasibil i t y st udy indicat ing an appropriat e market  and local communit y 

support  or,  for incubat ors est abl ished prior t o July 1,  2005,  a business 

plan;  

 

C.  an ef fect ive governing board or an appropriat e oversight  

advisory board commit t ed t o t he incubat or's mission;  

 

D.  qual if ied management  and st af f  t o achieve t he mission of  t he 

incubat or and t o help businesses;  

 

E.  an ongoing business assist ance program t hat  places t he great est  

value on cl ient  assist ance and adds value t o cl ient  businesses by 

developing programs and coordinat ing act ivit ies such as:  

 



(1) t echnical assist ance and consult ing;  

 

(2) coaching and ment oring,  business t raining workshops and 

seminars;  

 

(3) providing market ing assist ance;  

 

(4) fost ering net working opport unit ies and l inks wit h ot her 

business service providers;  and 

 

(5) providing assist ance in obt aining f inancing;  

 

F.  a facil i t y t hat  encourages innovat ion and provides dedicat ed 

space for incubat or cl ient  f irms wit h f lexible leases and t hat  includes a 

common area meet ing space and business equipment ;  

 

G.  a process for cl ient  businesses t hat  involves a screening and 

select ion process and graduat ion pol icy for cl ient  companies;  

 

H.  a syst em for program evaluat ion;  

 

I.  al l  appl icable required l icenses and permit s and a funct ional  

account ing syst em; and 

 

J.  membership in t he Nat ional Business Incubat ion Associat ion.  

 

  SIGNED t his t he ____________ day of   ____________,  2005.  

 

 

 

     _____________________________ 

     Name: 

     Tit le:  

 



Incubator Definition (Source: Nat ional  Business Incubat ion Associat ion) 

An incubat or is a business support  facil i t y wit h processes t hat  accelerat e t he 

successful development  of  st art -up and f ledgl ing companies by providing 

ent repreneurs wit h an array of  t arget ed resources and services.   These services 

are usually developed or orchest rat ed by incubat or management  and of fered 

bot h in t he business incubat or and t hrough it s net work of  cont act s.   A business 

incubat or’ s main goal is t o produce successful f irms t hat  wil l  leave t he program 

f inancial ly viable and f reest anding.   These incubat or graduat es have t he 

pot ent ial t o creat e j obs,  revit al ize neighborhoods,  commercial ize new 

t echnologies,  and st rengt hen local and nat ional economies.  

 

Attachments to Application: 

• Resumes of  management  and st af f   

• Incubat or mission st at ement   

• A descript ion of  t he incubat or’ s ongoing business assist ance program 

t hat  places t he great est  value on cl ient  assist ance and adds value t o 

cl ient  businesses by developing programs and coordinat ing act ivit ies such 

as:  

1.  t echnical assist ance and consult ing 

2.  coaching and ment oring,  business t raining workshops and seminars 

3.  providing market ing assist ance 

4.  fost ering net working opport unit ies and l inks wit h ot her business 

service providers 

5.  providing assist ance in obt aining f inancing 

• Facil it y descript ion (t he facil it y must  encourage innovat ion and provide 

dedicat ed space for incubat or cl ient  f irms wit h f lexible leases and t hat  

includes a common area meet ing space and business equipment ) 

• Descript ion of  business applicat ion screening process  

• Descript ion of  graduat ion pol icy and exit  st rat egy for cl ient  companies 

• Descript ion of  syst em for program evaluat ion 

• Describe t he account ing syst em and f inancial cont rols 

• Provide a copy of  your membership in t he Nat ional Business Incubat ion 

Associat ion 

• Include copies of  al l  appl icable required l icenses and permit s  

• Provide a minimum of  t hree let t ers of  support  f rom t he local communit y 

 

 

 

 

 

 

 

 

 



Established Incubators (see definition on previous page) must also include a 

current business plan approved by the governing entity.  

Business Plan Components (applicants are scored on sections three through 

six): 

1.  The Incubat or Organizat ion 

 Complet e and of f icial  name of  organizat ion 

 Legal st ruct ure of  organizat ion 

 Prof it  or Non-Prof it  

 Locat ion 

 Mission St at ement   

 Organizat ional Goals and Obj ect ives 

 Af f i l iat ions wit h ot her organizat ions,  inst it ut ions,  groups 

(membership in t he Nat ional Business Incubat ion 

Associat ion is required) 

 Service area 

 Describe local support  for t he incubat or and include a 

minimum of  t hree let t ers of  local support   

2.  Management  Team 

• Summary of  management  t eam t raining,  experience and 

skil ls 

• Names of  Board of  Direct ors,  Advisors or Members of  

governing ent it y wit h af f i l iat ions 

• List  of  incubat or st af f  posit ions wit h a resume for each 

st af f  person  

• Describe on-going st af f  t raining and professional 

development  

3.  Market ing Plan 

• Overal l  market ing/ promot ional st rat egy of  incubat or 

• Explain ant icipat ed occupancy rat e 

• Describe market  area served 

    4.   Cl ient  Services and Programs 

• Describe specif ic services of fered t o cl ient s,  including 

consult ing,  support ,  net working opport unit ies,  t raining and 

workshops 

• Describe how t hese services are del ivered t o cl ient s and 

include t he pricing st ruct ure 

• Describe incubat or’ s int ernal evaluat ion process 

• Describe cl ient  graduat ion/ exit  pol icies 

• Provide a copy of  incubat or’ s cl ient  appl icat ion 

• Provide requirement s for cl ient s’  admission int o incubat or 

5.  Facil it ies and Operat ions 

• Ownership of  building 

• Describe facil it y including t ype of  equipment  available t o 

cl ient s,  common area availabil it y and descript ion,  et c.  

• Incubat or facil it y insurance coverage 



• Include a sample lease agreement  or memorandum of  

underst anding and descript ion of  how cl ient s pay incubat or 

lease and services cost s 

• Describe how cl ient  insurance coverage is addressed 

• Include copies of  land and facil i t y t it le,  lease or ot her 

assurance of  long t erm availabil it y t o cl ient s;  legal descript ion 

of  propert y;  and drawing of  facil i t y lay-out  wit h square 

foot age 

6.  Financial Informat ion 

• Describe incubat or sources of  funding  

• Include copies of  most  recent  year-end and mont h-end 

f inancial st at ement s (audit ed if  available) 

• Provide a 3-year proforma income st at ement  and cash f low 

proj ect ion (year one by mont h,  years t wo and t hree can be 

cumulat ive) or approved budget  

• List  assumpt ions made in proforma st at ement  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Applicants representing incubators that were not established before July 1,  

2005 (see definition on previous page) must include a Feasibility Study.  

 

Feasibility Study Criteria & Components:  

The feasibil it y st udy should address whet her or not  t he market  area t hat  wil l  

be served by t he incubat or has a signif icant  concent rat ion of  small  business 

act ivit y t o sust ain an incubat or facil it y.   The market  area must  be able t o 

generat e a suf f icient  level of  new business act ivit y t o provide a new group of  

businesses every t wo t o t hree years,  depending on t he t ime needed t o properly 

incubat e cl ient  businesses.    

 

The feasibil it y st udy should address whet her or not  t he communit y or region t o 

be served has a suf f icient  level and diversit y of  value-added services (e.g. ,  

business coaching and ment oring f rom expert s in t he f ield,  access t o 

professional services,  and access t o capit al) suit ed t o st imulat e t he format ion 

and growt h of  businesses.   If  an incubat or only provides reduced rent  and 

cannot  dif ferent iat e it self  wit h benef it s t hat  are available only t o businesses 

served by t he incubat or,  it  is operat ing more as a business park t han as a t rue 

incubat or.  

 

Ot her incubat or success fact ors in t he def ined market  area:  

• The region must  have a sound regional economic development  st rat egy;  

• A clear concept  of  how t he incubat or wil l  play a role in meet ing broader 

economic development  obj ect ives;  and 

• Long-t erm commit ment  f rom it s st akeholders.  

 

Components of the Feasibility Study: 

• Ident ify t he incubat or’ s st akeholders and pot ent ial  funding sources for 

t he incubat or 

• Def ine t he market  t o be served by t he incubat or and assess t he 

economic environment  and ent repreneurial act ivit y of  t he area 

• Ident ify indust ry sect ors t hat  may be t arget ed as cl ient s and ident ify t he 

opport unit ies and chal lenges for each sect or 

• Ident ify services available t o pot ent ial cl ient s,  such as management  

guidance,  t echnical assist ance,  business t raining workshops,  market ing 

assist ance and net working opport unit ies.  

• Ident ify capit al available t o pot ent ial cl ient s wit hin t he market  area 

• Ident ify and analyze pot ent ial sit e(s) 

• Demonst rat e t he region’ s desire t o build and sust ain t he incubat or and 

provide let t ers of  support  

• Creat e and provide act ion plan for incubat or development  

• Creat e and provide a proj ect ed operat ing budget  and proforma 

proj ect ions for t hree years,  including sources of  funding wit h descript ion 

of  each.   Please l ist  al l  assumpt ions made in t he proforma st at ement .  


