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This document introduces the concept of  the Move i t  Forward -
female digi ta l  starters weekend, which is a grassroots event
developed in Belgium by the Digi ta l  Leadership Inst i tute that  aims
to br ing together teen and adul t  women to provide them with the
ski l ls ,  resources and access to expert ise necessary to inspire
them to take up digi ta l  entrepreneurship.This toolk i t  serves as a
guide with the v iew of  being used by any organizat ion aiming to
dupl icate or be inspired by such a concept.  

The documentat ion includes speci f ic  methodology to prepare such
an act iv i ty,  work wi th volunteers /  experts /  companies,  recrui t ing
part ic ipants,  f inding relevant partners.  This fu l l  toolk i t  is  f reely
avai lable and ready to be use by any organizat ion interested in
repl icat ing the act iv i t ies.The guide introduces step by step al l
necessary stages of  event organizat ion,  to the actual  running of
the event and fol low-up.  The guide is div ided in f ive parts,
including a f inal  checkl ist  to be used as a guidel ine dur ing event
planning and organizat ion.

I n t r o d u c t i o n
How to use this toolkit?
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P a r t  1 :  T h e  c o n c e p t  a n d

p syc h o l o g i c a l  a s p e c t s

1 . 1  HARNESSING  THE  INTELLECTUAL  AND

ENTREPRENEURIAL  POTENTIAL  OF  WOMEN

Entrepreneur ia l  potent ia l  is  a useful  concept because i t
encompasses the degree to which an indiv idual  possesses
entrepreneur ia l - related qual i t ies,  and also accounts for
entrepreneur ia l  intent ions,  or  the predisposi t ion toward creat ing
business or a way of  l iv ing.   Empowering women and including
them in the labour market could encourage their  entrepreneur ia l
pursui ts wi th a corresponding benef i t  for  society.

A woman's mindset impacts her character and behaviour,  and
the abi l i ty  to explore her interest  in entrepreneurship can
posi t ively reinforce her abi l i ty  to become an entrepreneur.  In
other words,  perceived control labi l i ty  and ef f icacy,  knowledge,
and ski l ls  could inf luence her mot ives to pursue business, as i t
s ignals venture creat ion as an achievable goal .  I t  is  th is
intr insic mot ivat ion to obtain personal  achievements that  pushes
a certain disposi t ion to act  upon that goal .
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P a r t  1 :  T h e  c o n c e p t  a n d

p syc h o l o g i c a l  a s p e c t s

Stat ist ical  data show that there are more women than men
among the unemployed in almost al l  countr ies,  wi th women
outnumbering men among the long-term unemployed.  In
addi t ion,  country-speci f ic  socio-cul tural  factors,  such as lack of
social  acceptance for pr ivate economic act iv i ty by women, lack
of t radi t ion concerning entrepreneur ia l  educat ion as wel l  as
gender-biased socio-occupat ional  segregat ion,  makes the
achievement of  a posi t ion in business part icular ly di f f icul t  for
women.

Entrepreneurship provides an important avenue toward
improving women’s qual i ty of  l i fe and access to wel l -paid
careers.  The development of  female entrepreneurship requires,
however,  the el iminat ion of  gender barr iers to start ing business
which are speci f ic  to their  cul tural  contexts.  ICT and
Entrepreneurship are environments posing unique chal lenges
for women, some of whom can be adversely impacted by
stereotypes that create barr iers to engagement.

1 .2  THE  BIGER  PICTURE

THE  ROLE  OF  COGNITIVE  AND  SKILL  FACTORS

Women are forced to overcome the stereotype that
independent act iv i ty is too r isky and di f f icul t  for  them. They
often do not real ize their  own ski l ls  and have low sel f -
esteem which der ives f rom the lower social  status of  women
in many societ ies.  In addi t ion,  women of ten lack the formal
digi ta l ,  management,  account ing and market ing ski l ls
needed in order for  them to be informed and to study onl ine
for professional  and personal  development.  The path f rom
their  ‘comfort  zone’  to a completely unknown ‘ learning zone’
is not necessar i ly  an easy one.
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P a r t  1 :  T h e  c o n c e p t  a n d

p syc h o l o g i c a l  a s p e c t s

As far as the underrepresentat ion of  women in
entrepreneurship is concerned, one must consider the fact
that  women do not enter sel f -employment solely out of
economic necessi ty and that there is a complex array of
mot ivat ions for  them to become entrepreneurs.  Their  main
mot ivat ions are documented to be social ly or iented,
addressing the fol lowing types of  factors:   Inadequate
household income; lack of  necessary ski l ls ;  a desire for
f lexibi l i ty  and autonomy; in order to par lay a hobby into a
business; increased decis ion-making author i ty;  lack of
sat isfact ion in a former job;  and because they suffer f rom a
lack of  recogni t ion and advancement in the corporate
sector. [1]  In sum, women of ten have personal  ambit ions and
seek control ,  autonomy, income and personal  sat isfact ion
through sel f -employment.
[1]  McClel land et  a l . ,  2005

Culture impacts entrepreneurship by women. In former
Communist  countr ies,  women were considered “equal”  and
appropr iate for  any job.  Even with integrat ion into the global
economy, these countr ies st i l l  enjoy a relat ively larger
percentage of  women business owners and managers in
sectors,  l ike ICT, that  are otherwise general ly male-
dominated[1] .Women also require more assistance in
f inancing, f inding business partners and accessing markets.  

THE ROLE OF MOTIVATIONAL FACTORS

1 .2  THE  BIGER  PICTURE

THE  ROLE  OF  ENVIRONMENTAL  FACTORS
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1 .3  THE  MOVE  I T  FORWARD  CONCEPT

Digi ta l isat ion is increasing faster than ever,  society is
changing, and women must be included in the
transformat ion taking place. A new ecosystem is
required to increase part ic ipat ion of  women in digi ta l
entrepreneurship that  includes clear object ives for
providing them a safe,  re l iable and accessible learning
environment where their  potent ia l  for  innovat ion and
business wi l l  be leveraged and supported. 

The f lagship Move I t  Forward for Female Digi ta l
Starters event aims to br ing together teen and adul t  women
to provide them with the ski l ls ,  resources and access to
expert ise necessary to inspire them to take up digi ta l
entrepreneurship.  MIF events are f ree,  targeted toward
beginners,  and focus on bui ld ing ski l lsets,  conf idence and
community to stream women and projects into digi ta l  start-
up incubators and eventual ly launch their  business in order
to dr ive jobs and posi t ive economic t ransformat ion at  the
local ,  nat ional  and global  level .

These are the consequences of  uneven distr ibut ion of
capi ta l ,  t ime constraints due to greater fami ly
responsibi l i t ies,  and tradi t ional  gender roles,  which
translate into a negat ive publ ic at t i tude towards women
entrepreneurs.  Al l  th is dr ives a need to increase access to
trade and business networks,  informat ion and training.

[1]  Eurostat ,  Proport ion of  Women among ICT special ist ,
2015
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Fol lowing a Move I t  Forward event,  the partner community
members take part  in an “ incubat ing” program that del ivers
part ic ipants addi t ional  access to “digi ta l  start-up” mentors
and coaches which increases their  odds of  launching a
successful  technology start-up. Moreover,  other actors—
from publ ic author i t ies to c iv i l  society and business owners
—are direct ly involved to create an ecosystem in which
women can engage beyond the event.

reach 40-50 teen and adul t  women·     
del iver 3-4 digi ta l  ski l ls  workshops ·    
create an average of  8 projects per event ·       
produce a minimum of 3-4 v iable tech-dr iven/enabled
start-up in i t iat ives

Using a bottom-up and resul ts-dr iven approach, Move I t
Forward direct ly involves women in ident i fy ing social
chal lenges that impact their  communit ies and supports them
in developing solut ions for  the benef i t  of  these communit ies
and of  society at  large. With a speci f ical ly intergenerat ional
approach to opt imize engagement and exper ience-shar ing
among women of  a l l  ages, each Move I t  Forward event aims
to:



MOVE  I T  FORWARD+  SAMPLE

RUNNING  ORDER

DAY  1 DAY  2

WORKSHOP 1 – BUILD AND LAUNCH 

YOUR WEBSITE IN THE CLOUD

 WITH WORDPRESS & AWS

WORKSHOP 2 – DEVELOP A  SMARTPHONE

 APP WITH MIT APP INVENTOR FOR ANDROID

PROJECT PROPOSALS ,  IDEATION & TEAM

SELECTION
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REGISTRATION & COFFEE

8:00-8:30 

8:30-10:00

REGISTRATION & COFFEE (PUBLIC)

10:00-10:30

COFFEE BREAK

10:30-12:30

13:00-14:00

LUNCH

14:00-16:00

16:00-17:00

8:00-8:30 
BREAKFAST

8:30-10:30 

10:30-11:00 

11:00-13:00 

13:00-14:00 

14:00-16:00 

16:00-17:00 

PROJECT WORK & PRESENTATION

PREPARATION

PROJECT WORK WITH COACHES

LUNCH BREAK

PROJECT WORK WITH COACHES

COFFEE BREAK

WORKSHOP 2 - TBD
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17:00-18:30

PROJECT WORK

18:30-19:30

DINNER

19:30-22:00

PROJECT WORK

17:00-18:00

18:00-19:00

19:00-21:00

DINNER & NETWORKING

KEYNOTE SPEECH ,  JUDGING & AWARD/

PRIZE ANNOUNCEMENTS

INTRODUCTION OF JURY & PROJECT

PRESENTATIONS WITH JURY

CLOSING  SESSION :

(PUBLIC)
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The Move i t  Forward concept was developed in 2014 and was
successful ly deployed roughly a dozen t imesacross s ix countr ies,
wi th the support  of  key strategic partners f rom the pr ivate and
publ ic sectors.  To date,  more than 450 women have part ic ipated
in the events,  wi th f ive to eight projects being developed at  each
edi t ion,  of  which two to three, on average, are considered viable
by a pool  of  experts.  The involvement of  other local  actors helps
to create an ecosystem in which women can engage beyond the
event.The success of  the event can be at t r ibuted to the fo l lowing
best pract ices:

1.  Female-focused:  the event is tackl ing chal lenges impact ing
gir ls and women;

 2.  Beginner- focused:  no pr ior  exper ience is requested with
technology, start-ups or the topic in quest ion;
3.  Pract ical  & resul t -or iented: Hands-on, output-or iented and
digi ta l  ski l ls- focused workshops are given dur ing the two days; 

4. Social ly or iented:  the outputs are projects/business ideas that
are addressing social  chal lenges and with a c lear societal  impact;

5. Local  ecosystem & community:  tapping into the local  community
helps to del iver solut ions that are sui ted for  the local  ecosystem
and ensure greater support  of  in i t iat ives beyond the event;

6. Fol low up (cont inui ty) :  the cont inui ty of  projects beyond the
event is ensured by the support  f rom partners (speakers,  mentors,
coaches) v ia a speci f ic  number of  mentor ing hours which
increases odds of  part ic ipants being able to launch a successful
technology-dr iven and/or -enabled start-up

7. Language and branding:  speci f ic  language has been adopted to
tackle the unconscious gender stereotypes related to digi ta l
entrepreneurship which is also ref lected in the adopted branding.

1 .2 . 1  BASED  ON  BEST  PRACTICES
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The project  start ing point  is  the cont inuat ion of  a concept
developed on a grassroots basis in Belgium, an event cal led
Move I t  Forward, which enables women to access learning and
col laborat ion opportuni t ies to test  their  (d ig i ta l )  business ideas.
These kinds of  events through t ime have bui l t  a community in
which women feel  a part—where they can express themselves in
a support ive environment,  chal lenge themselves and test  their
ideas. I t  is  a community of  which women feel  ownership and that
they are part  of  something bigger,  and where they contr ibute to
bui ld ing the digi ta l  future.  Women in the EU are less l ikely than
men to report  that  they have access to t ra in ing on start ing and
growing a business.[1]  This is why this type of  in i t iat ive plays a
crucial  ro le.
[1]  OECD Pol icy Br ief  on Women’s Entrepreneurship,  2017

1 .2 .2  THE  IMPORTANCE  OF  THE  "MOVE  I T

FORWARD "  BRAND

1 .2 .3  THE  IMPORTANCE  OF  LANGUAGE

Avoiding sex- and gender-based discr iminat ion starts wi th
language, as the systemat ic use of  gender-biased terminology
inf luences at t i tudes and expectat ions and could relegate women
to the background or help perpetuate a stereotyped view of
women’s and men’s roles.  There are a number of  strategies that
can be exercised to express gender relat ionships wi th accuracy,
including avoiding using language that refers expl ic i t ly  or
impl ic i t ly  to only one gender,  and ensur ing,  through inclusionary
al ternat ives and according to each language’s character ist ics,
the use of  gender-sensi t ive and inclusive language.

The target group for Move I t  Forward events is women who
belong to di f ferent ethnic i t ies and rel ig ious groups, migrant
women, women at  r isk of  being social ly excluded, et
al .   Trainers and the contr ibutors to MIF events should therefore
bear th is in mind by t ry ing to bui ld an inclusive,  welcoming and
bias-free learning environment for  part ic ipants of  the events.
The name of the Move i t  Forward -  Female Digi ta l  Starter event
was elaborated to ref lect  th is v is ion for  the events:
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Digital  -  defuses stereotypes around terms l ike “ technology,”
“ ICT,”  etc.

Starters  -  s ide-steps “peter pan syndrome” associated with the
“startup" wor ld,  makes clear that  events are open to “beginners”,
and that they do not require any pr ior  knowledge, e.g.  d ig i ta l  or
business ski l ls
 
Move it  Forward  – avoids potent ia l ly  a l ienat ing words l ike
“hackathon" and creates a vocabulary and narrat ive speci f ical ly
for the community of  women part ic ipants.

When part ic ipants are t ra ined via the Move I t  Forward event to
use a sof tware appl icat ion,  to bui ld/run their  own websi te,  etc. ,
they gain ski l ls ,  a sense of  community,  and a boost in sel f -
esteem that they may not have fel t  previously.  To carry on with
what they have exper ienced in the two days of  the event is then
the chal lenge for them and their  t ra iners,  which is where a
mentorship t ra jectory can help to bui ld on the successes of  the
event and inform next steps for the part ic ipants.  An ongoing
col laborat ion between Move I t  Forward part ic ipants and
coaches, speakers and jury members is therefore crucial  as
fol low-up to the event.   This may be great ly faci l i tated by
offer ing mentorship,  t ra in ing, opportuni t ies for  addi t ional
coaching, part ic ipat ion in "pi tch" sessions, etc. ,  as a part  of  the
"pr izes" awarded at  the end of  the event.

Community-bui ld ing,  by creat ing l inks between the part ic ipants
and their  community that  wi l l  contr ibute to developing the
project  ideas from concept to sel f -sustainable products,  is  the
main factor for  achieving cont inui ty beyond the MIF event.  I t  is
necessary to col laborate c losely wi th local  partners in order to
cont inuously improve content and approaches, and to provide
opt imal opportuni t ies for  growth by providing a safe,  dedicated
and support ive environment in which part ic ipants can learn,
make mistakes, and gain conf idence free from judgement.

1 .2 .4  THE  IMPORTANCE  OF  CONTINUITY

AND  COMMUNITY  BEYOND  THE  EVENT  
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wh e n  s h o u l d  i  o r g a n i s e  a  m o v e

i t  f o rwa r d  e v e n t?

A  M o v e  I t  F o r w a r d  e v e n t  l a s t s  f o r  t w o  f u l l  d a y s ,  s o  w e  s u g g e s t  p l a n n i n g
i t  o n  a  w e e k e n d  b e c a u s e  p a r t i c i p a n t s  w h o  w o r k  o r  g o  t o  s c h o o l  d u r i n g
t h e  w e e k  a r e  u s u a l l y  m o r e  a v a i l a b l e  t h e n .  I n  s o m e  e n v i r o n m e n t s ,
p a r t i c i p a n t s  a r e  m o r e  a v a i l a b l e  d u r i n g  w e e k d a y s ,  d u e  t o  c h i l d c a r e
c o n s t r a i n t s ,  f o r  e x a m p l e .  S p e a k e r s  a n d  C o a c h e s  m a y  a l s o  b e  m o r e
a v a i l a b l e  i n  o n e  t i m e f r a m e  o r  t h e  o t h e r .  T h i s  s h o u l d  b e  c o n s i d e r e d .  I n
e i t h e r  c a s e ,  t h e  m i s s i o n  s h o u l d  b e  f o r  e v e n t  p a r t i c i p a n t s  t o  p a r t i c i p a t e
i n  b o t h  d a y s  o f  t h e  M o v e  I t  F o r w a r d  e v e n t .  T h i s  i s  o u t  o f  r e s p e c t  f o r
p r o j e c t  t e a m - m e m b e r s  a s  w e l l  a s  f o r  t h e  o r g a n i s e r s ,  p a r t n e r s ,  e t c .
F i n a l l y ,  t h e  m o r e  a d v a n c e  n o t i c e  i s  g i v e n ,  t h e  g r e a t e r  t h e  l i k e l i h o o d
t h a t  t h e  M o v e  I t  F o r w a r d  e v e n t  w i l l  h a v e  a  g o o d  t u r n o u t  b y  p a r t i c i p a n t s ,
p a r t n e r s  a n d  o t h e r  s u p p o r t e r s .

P a r t  2:  c o n t e n t  -  wh a t

C h o o s i n g  a  t h e m e
K e y n o t e  s p e a k e r s  a n d  s e t t i n g  t h e  s c e n e
T y p e  o f  w o r k s h o p s

T h i s  p a r t  i s  d e v o t e d  t o  t h e  c o n t e n t  o f  t h e  t w o - d a y  M o v e  I t  F o r w a r d  e v e n t .
T h e  i m p o r t a n t  a s p e c t s  o f  t h i s  a r e :

1 . 1  CHOOSING  A  THEME

C h o o s i n g  t h e  t o p i c  o f  t h e  M o v e  I t  F o r w a r d  w e e k e n d  i s  t h e  c r i t i c a l  f i r s t
s t e p ,  a s  i t  e n a b l e s  o r g a n i z e r s  t o  b e g i n  c o m m u n i c a t i n g  t h e  e v e n t
i n f o r m a t i o n  t o  p o t e n t i a l  s p o n s o r s ,  p a r t i c i p a n t s ,  k e y n o t e  s p e a k e r s ,
j u d g e s ,  e t c .  I n  a d d i t i o n ,  p r e s e n t i n g  t h e  k e y n o t e  s p e a k e r s  o n  a l l
c o m m u n i c a t i o n  p l a t f o r m s  i s  a  g r e a t  w a y  t o  r e a c h  t h e  t a r g e t  a u d i e n c e  o f
p a r t i c i p a n t s .



The theme must be female-focused in order to reach the event ’s target
audience.

The object ive of  the event is for  women to design and create in i t iat ives,  wi th
and for other women, in order to involve and engage them in dr iv ing posi t ive
change in their  communit ies.  The organizer should look for  areas lacking in
useful  tools and services,  where the part ic ipants can create posi t ive benef i t
fa i r ly  quickly for  their  target market.  

To achieve this goal ,  the theme should be broad enough to have a wide
var iety of  solut ions related to i t  and wi l l  ideal ly be focused on the latest
innovat ion t rends.

The theme, and the solut ions the part ic ipants create,  must have an impact
on women’s professional ,  social  or  personal  l ives.  I t  should posi t ively
inf luence women, moving them towards better wel l -being and l iv ing:  design
solut ions,  t imesaving, adaptat ion to new technologies,  customers
exper ience, inclusion in any f ie ld

Examples of  themat ic areas from past Move I t  Forward events include:
Cyberviolence, cybersecur i ty,  tour ism and travel ,  b ig data,  music,  heal th and
nutr i t ion,  social  inclusion, smart  c i t ies,  f inancial  inclusion, environment,  etc.

The t i t le of  the event should fo l low this format:

Move it  Forward + Name of the city + for or with Women in + Topic

Example:  Move i t  Forward Par is for  Women in Cybersecur i ty

12

THEME  REQUIREMENTS

THE  EVENT  T ITLE



The theme must be female-focused in order to reach the event ’s target
audience.

The object ive of  the event is for  women to design and create in i t iat ives,  wi th
and for other women, in order to involve and engage them in dr iv ing posi t ive
change in their  communit ies.  The organizer should look for  areas lacking in
useful  tools and services,  where the part ic ipants can create posi t ive benef i t
fa i r ly  quickly for  their  target market.  

To achieve this goal ,  the theme should be broad enough to have a wide
var iety of  solut ions related to i t  and wi l l  ideal ly be focused on the latest
innovat ion t rends.

The theme, and the solut ions the part ic ipants create,  must have an impact
on women’s professional ,  social  or  personal  l ives.  I t  should posi t ively
inf luence women, moving them towards better wel l -being and l iv ing:  design
solut ions,  t imesaving, adaptat ion to new technologies,  customers
exper ience, inclusion in any f ie ld

.Examples of  themat ic areas from past Move I t  Forward events include:
Cyberviolence, cybersecur i ty,  tour ism and travel ,  b ig data,  music,  heal th and
nutr i t ion,  social  inclusion, smart  c i t ies,  f inancial  inclusion, environment,  etc.
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IMPACT  OF  THE  THEME  ON  STAKEHOLDERS

1 .2  KEYNOTE  SPEAKERS  AND  SETTING  THE  SCENE

In the Opening Session, the Master of  Ceremony br ief ly welcomes
part ic ipants and out l ines the agenda for the two days of  the event.  This
includes introducing the MIF concept and the event,  thanking sponsors,  and
explaining logist ics.Four keynote speeches are held dur ing the event:  Three
in the Opening Session at  the beginning of  the f i rst  day and one dur ing the
Closing Session at  the end of  the second day.During the Opening Session
on the f i rst  day,  the keynote speeches are held af ter  the welcoming address
in order to of f ic ia l ly  launch the event.  Each keynote address lasts twenty
minutes and sets the scene for the event.  Keynote speakers can represent a
sponsor ing organisat ion as long as the speaker meets the other cr i ter ia.
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KEYNOTE  SPEECHES  AT  OPENING  SESS ION  DAY  1  

( ~20  MIN  EACH )

KEYNOTE  1 :  DESCRIBE  THE  STATE -OF -PLAY  RELATED  TO  WOMEN

AND  THE  PROBLEM  AREA /THEME

Select  a speaker who can descr ibe the state-of-play related to women and
the topic area selected for the event.  This keynote speaker should provide a
clear picture of  the chal lenge area, by descr ib ing the nature and signi f icance
of the problem ( i .e.  by using data and test imony) and should spur the
audience to act ion and creat ing a sense of  camarader ie and shared purpose.

KEYNOTE  2 :  IDENTIFY  AREAS  FOR  IMPROVEMENT  AND  PROVIDE

DIRECT ION  ON  POTENTIAL  PROJECTS  FOR  MIF  EVENT

This keynote speaker may go further into problems related to the speci f ic
topic and possible ways of  solv ing them. They may also discuss issues
related to the theme and provide thoughts and suggest ions to guide
part ic ipants in brainstorming ideas to solve those issues. These
recommendat ions can be taken up by the MC dur ing brainstorming.

KEYNOTE  3 :  ROLE  MODEL  OR  SUCCESS  STORY

This speaker should provide a mot ivat ional  speech through pract ical  stor ies
/  examples of  success which part ic ipants become inspired to emulate.  By
shar ing their  story,  they wi l l  mot ivate part ic ipants and give them the
opportuni ty to learn f rom and potent ia l ly  repl icate the factors that
contr ibuted to the speaker ’s success.
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KEYNOTE  SPEECHES  AT  CLOSING  SESS ION  DAY  2

( ~20 -30  MIN  EACH )

This keynote is held at  the end of  the second day before the awards
ceremony, dur ing the t ime that the jury members are del iberat ing.  The
speaker is a mot ivator,  who tel ls the story of  h is/her own idea, i ts
implementat ion and success. The talk should encourage the part ic ipants to
be conf ident,  ref lect  upon their  choices and their  future,  and take act ions
that can change the world.  This ta lk can last  up to 30 minutes.

KEYNOTE  4 :  F INAL  INSP IR ING  STORY  /  ROLE  MODEL  OR  SUCCESS

STORY .

1 .3  WORKSHOPS

Hands-on and pract ical  t ra in ing is an important part  of  the event,  because i t
teaches part icular technical  ski l ls  useful  for  creat ing digi ta l  solut ions.  The
object ive is to promote women creat ing the do- i t -yoursel f  to empower women
by test ing digi ta l  ski l ls  and gain conf idence.

The workshop must be led by a technical  expert ,  ideal ly wi th some expert ise
in the topic f ie ld.  The workshop is NOT a conference but is a show and do- i t
yoursel f  t ra in ing. Al l  part ic ipants need to have their  laptops, on which the
work wi l l  be performed. 

There are three workshop leaders;  two the f i rst  day and one the second day.
Each workshop lasts ideal ly two hours.

Some workshop examples that introduce technical  ski l ls :

Launch a WordPress websi te in the c loud with AWS
Bui ld an Android smartphone app with MIT AppInventor
Visual ize data wi th Tableau
Storytel l ing wi th Vir tual  real i ty (VR)
Digi ta l  music composi t ion
Grow your business with the Salesforce plat form
Basic infographics and data-dr iven storytel l ing
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The Move I t  Forward event aims to give part ic ipants exper ience
with bui ld ing a business idea to a minimal ly v iable stage, give
them access to a community and mentors,  and provide them with
hands-on digi ta l  ski l ls  that  they can use in their  dai ly l ives f rom
the moment the event f in ishes.  This approach contr ibutes to
increasing part ic ipat ion of  g i r ls  and women in strategic and
innovat ive economic sectors as innovators,  entrepreneurs and
leaders.   I t  a lso contr ibutes to their  f inancial  independence and
sel f -determinat ion as product ive members of  society.

WHAT  IS  THE  PURPOSE  OF  A  MOVE  I T

FORWARD  EVENT?

P a r t  3:  Ac t i v a t i n g  l o c a l  c o m m u n i ty  -

wh o

Part ic ipants
Local  partner
Speakers,  including keynotes
Workshop leaders (content)
Judges
Coaches – mentors,  content experts,  funct ional  experts
Sponsors & In-kind contr ibutors,  including for Awards
MC/Master of  Ceremony

This sect ion is devoted to explaining al l  the actors needed to
carry out a Move I t  Forward event,  which include:

Once the Move I t  Forward event theme is decided, the focus
should be on f inding part ic ipants,  partners,  keynote speakers,
coaches, mentors,  judges, sponsors and other contr ibutors.  Don‘ t
waste t ime – i t  is  bet ter  i f  you start  ear l ier ,  no less than 6 months
before the event!
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Teen and adult  women:  Teenagers f rom the age of  16,  wi th
permission of  their  parents,  and women from age 18 and up
can part ic ipate.

No skil ls needed. Just registration! There are no condi t ions
for any woman who wants to part ic ipate in a Move I t  Forward
event.  Even a project  idea is not required when register ing
because part ic ipants wi l l  be supported to generate ideas, form
teams and discover projects dur ing the event.  I t  is  a lso
important to emphasize that no coding or special  d ig i ta l  ski l ls
are needed to part ic ipate,  just  the wi l l ingness to take part  in
the event f rom the start  t i l l  the end ( two days),  and to be
commit ted to learning, shar ing ideas and exper iences with the
intent ion to develop the project /  business idea af ter  the event.

Up to 50 participants .  The suggested number of  Move I t
Forward part ic ipants is up to 50, though we f ind for ty
part ic ipants to be an ideal  number.   An average number of
projects created per event is eight,  and f ive part ic ipants on
average per project  team is an opt imal number for
col laborat ing.

The fol lowing represent good average targets that  can vary in
ei ther direct ion depending on resources* avai lable for  a Move
It  Forward event:

Participants: 40
Projects to develop: 8
Team members per project:  5

Due to the technology- intensive nature of  MIF+ workshops,
where l imi ted assistance, volunteers or co-trainers are
avai lable,  event part ic ipant numbers should be scaled down
to maximum 30 part ic ipants for  one workshop leader,  for
example.

P a r t  3.1 :  T h e  p a r t i c i p a n t s/m a i n  a u d i e n c e

h o w  m a n y  p e o p l e  s h o u l d  p a r t i c i p a t e  i n  a

M o v e  I t  f o r w a r d  e v e n t ?
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P a r t  3.2 :  A  c o m m i t e d  L o c a l  P a r t n e r

Topic-related organizat ions & companies:  I t  is  very important
to choose the partner or partners who care about the cause
(f i rst ly,  th ink of  their  mission and/or company code of
conduct,  to be conf ident that  they al ign wi th the theme and
the purpose of  your event)  and are act ive in di f ferent areas
of expert ise e.g.  entrepreneurship,  innovat ion,  technology,
IT,  business management and etc.

Opinion leaders & experts:  Don' t  forget to consider the
opinion leaders,  who have already establ ished author i ty in a
given area, market,  or  industry your event may be l inked
with,  are act ive and trusted in a given community,  inf luence
the audience you are interested in,  etc.  This k ind of
partnership can increase the vis ib i l i ty  of  your event,  and you
have a good chance of  invoking their  expert /mentorship help
dur ing the event.

Local  media:  Finding a partner f rom local  media may give
your event a greater v is ib i l i ty .

Finding a commit ted local  partner is a very important task and a
cr i t ical  success factor for  a Move I t  Forward event!  When
select ing the partner,  consider the organizat ions/opinion leaders
that are topic related, are in contact  wi th the target group
(part ic ipants),  can give you the access to the stakeholders
( incubators,  developers,  needed experts and etc.) .

P a r t  3.4  k eyn o t e  s p e a k e r s
Keynote speakers add something special  to a Move I t  Forward
event.  They take the message and del iver i t  wi th a special
perspect ive that  can increase mot ivat ion,  change the audience’s
way of  th inking and leave part ic ipants feel ing energized and
inspired, bel ieving that they are capable of  accompl ishing
anything important.  A Move I t  Forward event requires at  least
four keynote speakers:   Three dur ing the Opening Session on
Day 1 to set  the scene within the selected topic,  and one dur ing
the Closing Session on Day 2 to inspire fo l low-up and bui ld on
the community created by the event.   Please see addi t ional
notes regarding Keynote Speakers in the previous sect ion.
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P a r t  3.5  wo r k s h o p  l e a d e r s

wh a t  i s  t h e  p u r p o s e  o f  m o v e  i t  f o rwa r d

d i g i t a l  s k i l l s  wo r k s h o p s?

Workshop leaders are faci l i tators who help teams to advance
their  ski l l  set ,  stay focused, and f ind the r ight  tools for
enabl ing their  ideas.  They interact  d i rect ly wi th part ic ipants to
give the basic inputs,  take care of  the qual i ty and the
attract iveness of  the topic but most ly to lead the idea
implementat ion process forward.

Move I t  Forward workshops are about teaching digi ta l  ski l ls
through hands-on, pract ical ,  and show-and-do
trainings.  Therefore,  i t  is  ideal  to organize them with one or
two workshop leaders,  p lus a volunteer helper or two. In th is
way, one can best ensure that al l  part ic ipants stay on board for
each step of  the t ra ining, and that the workshops st ick to their
planned agenda. Volunteer helpers do not require pr ior
knowledge about the t ra ining in order to help wi th carry ing i t
out .  Each workshop should last  two hours.

P a r t  3.6  j u d g e s

The Move I t  Forward Jury is made up of  an average of  f ive
people wi th diverse prof i les,  ideal ly represent ing the cr i ter ia
evaluated in the Presentat ion/Pi tching Session of  the project
teams, for  example:   Content expert ise in the topic area of  the
event;  expert ise in the k inds of  technical  solut ions the teams
may propose as outcomes; decis ion-makers in the publ ic and
pr ivate sector that  can inf luence support  for  and access to
resources for projects going forward; and funct ional  experts
who can support  the projects wi th technical ,  market ing or other
knowledge for developing and bui ld ing enterpr ises beyond the
event.

p r o f i l e s
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wh a t  d o  j u d g e s  d o?

The main task of  a jury member is to l is ten to the project
pi tches and select  the three top projects of  the event.  The
organizer may choose jury members among partners who want
to be showcased by the event in order to give them vis ib i l i ty .
These can also be your sponsors,  keynote speakers of  the
event,  or  workshop leaders,  but  may not include coaches.

Arr ive at  17:00 on Day 2
Get br iefed by MC and review jury sheets and cr i ter ia
explanat ion
Listen to the project  p i tches and engage in Q&A of teams -  5
minutes for  each element per team
Select  the winning projects behind closed doors;  and
Take part  in the awards ceremony.

P a r t  3.7  C o a c h e s

To organize a Move I t  Forward event a minimum of f ive volunteer
coaches is needed, and ideal ly s ix.   I f  possible,  coaches can
change each day of  the event so part ic ipants benef i t  f rom a
var ied pool  of  expert ise.  Coaches jo in the event dur ing
t imeframes set aside for project  work,  and travel  f rom team to
team providing advice,  tools and ideas to help them develop their
business plans, research and scope the chal lenge they are
addressing, and design, test  and model the solut ions they aim to
deploy.

r o l e :

m i s s i o n

b a c k g r o u n d :

Coaches may volunteer f rom the local  community and come from
partner organisat ions or sponsors.  Ideal ly,  they represent
di f ferent domains,  funct ional  areas and backgrounds, including
market ing and communicat ions,  business management,  tech,
f inance, etc.  The more diverse the domains represented among
the coaches, the more part ic ipants wi l l  benef i t .
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Best t iming to begin searching for coaches is 2-3 months
ahead of  the event.

Arr ive just  ahead of  t ime-windows for project  work;  
Be introduced br ief ly by the MC;
Circulate among project  teams so each group has always one
coach present,  depending on number of  groups and coaches;
Avoid prepar ing formal presentat ions;  rather,  focus on
l istening to project  teams and intervening with construct ive
suggest ions and “how to" hints,  especial ly related to their
domain of  expert ise,  when needed

P a r t  3.8  s p o n s o r s  &  i n -k i n d  c o n t r i b u t o r s

Finding sponsors for  a Move I t  Forward event is not an easy
task.  But i t  gets easier when one seeks companies that  are
engaged in the mission of ,  for  example,  increasing
part ic ipat ion of  teen and adul t  women in digi ta l  start-ups,
and/or that  are concerned about the topic being addressed by
the event.  The main mission of  the organiser is to help a
potent ia l  sponsor understand the benef i ts and clear value that
they may der ive f rom support ing the event,  e.g.  new talents
and ideas, social  responsibi l i ty  in a part icular area, the
possibi l i ty  to leverage creat ive teams to solve company
problems, engaging their  own staf f  to support  budding
entrepreneurs,  and fol lowing up on the new projects/start-ups.

m i s s i o n

o r g a n ize r s  s h o u l d  s e a r c h  f o r  o r g a n iza t i o n s  t h a t :

Are engaged in the cause
Seek to support  new start-ups
Derive a benef i t  f rom Move I t  Forward event outcomes
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Cri t ical  partners,  including speakers,  judges, mentors and etc. ,  
in-k ind contr ibutors,  including pr izes for  award-winning teams
Cater ing
Venue
Market ing and awareness-bui ld ing for  the event
Outreach and engagement of  target group
Other

P a r t  3.9  m a s t e r  o f  c e r e m o ny

A master of  ceremonies (MC) is the of f ic ia l  host  of  the Move I t
Forward event,  a faci l i tator who is wel l - informed about the idea
and the goals of  your event,  progress and resul ts,  the person
who keeps the event moving. I t  is  advisable to have someone
who is good with people,  has highly evolved communicat ion
ski l ls  (good body language and vocabulary,  and good at  reading
people and making them feel  comfortable),  is  not  afraid of
speaking in publ ic and can create a relaxed yet mot ivat ing
atmosphere for work and col laborat ion.

Ar e a s  f o r  wh i c h  s p o n s o r s h i p  a n d  i n -k i n d  s u p p o r t

m ay  b e  s o u g h t  i n c l u d e :

r o l e

Provide welcome speech at  the beginning of  the event
Introduce speakers
Keep event t iming and structure
Faci l i tate brainstorming, select ion of  ideas to work on,
grouping of  part ic ipants into project  teams, explaining
project  cr i ter ia and presentat ion/pi tching approach
Introduce coaches and jury members and explain
presentat ion rules and judging cr i ter ia
Faci l i tate project  select ion wi th and among the jury
members.
Host award ceremony
Close event wi th thanks to partners
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Project  brainstorming and select ing teams
Group work wi th coaches
Project  p i tching
Project  select ion
Award ceremony

P a r t  4.  e v e n t  p r o c e s s  -  h ow

The Master of  Ceremony for a Move I t  Forward event has an
important role in faci l i tat ing brainstorming of  projects and
grouping part ic ipants into the teams in which they wi l l  work on
their  respect ive projects.  A f l ipchart  or  a whi te board is useful
for  th is step, and the notes f rom this session should be kept in
a v is ib le locat ion so that the teams, MC and judges may
refer to them dur ing the course of  the event.

b r a i n s t o r m i n g  s t e p s :

1. START:

In i t ia l ly ,  the group may be reluctant to speak up, so the MC
might begin by l is t ing the ideas/ problems/solut ions related to
the event theme that were presented in the keynote speeches
at the beginning of  the event.

2. INITIAL IDEAS:

MC wi l l  then encourage part ic ipants who have project  ideas on
the given topic to art iculate them whi le the MC records each
idea in a v is ib le and last ing way. At th is point  no ideas are
discarded, cr i t iqued or el iminated.

This sect ion is devoted to how a Move I t  Forward event runs
outside of  the keynote speeches and workshops. The fol lowing
steps are descr ibed in detai l :

P a r t  4.1  p r o j e c t  b r a i n s t o r m i n g  a n d

s e l e c t i n g  t e a m s
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3. ENGAGE EVERYONE: 

I t  is  important that  everyone get an opportuni ty to speak her mind.
I f  a part ic ipant is reluctant to speak, the MC should act  to el ic i t  a
response in a gent le manner,  i .e.  by gent ly asking quest ions that
begin wi th phrases l ike “What do you think…?” or “Do you have a
suggest ion on this…?” etc.  Reading body language, being gent ly
persistent,  and an act ive l is tener wi l l  contr ibute to a MC’s success
in faci l i tat ing a f ru i t fu l  project  brainstorm. The MC should
encourage a col laborat ive,  f r iendly and resul ts-or iented
environment for  the brainstorming session. 

4. STICK TO THE THEME: 

While wr i t ing the project  ideas on the board,  the MC makes sure to
keep the ideas f lowing in the r ight  d i rect ion and more important ly
that everybody feels l ike their  ideas are being l is tened to.  The
theme of the event is important,  and the MC should determine i f  an
idea is wi th in the guidel ines of  the theme or i f  i t  dr i f ts away too
much. In th is case, the MC might refer back to the theme and invi te
the part ic ipants to suggest ideas more closely l inked.
.       
5.GROUP SIMILAR IDEAS: 

Once the f low of  ideas is f in ished, the MC groups simi lar  ideas
together and/or suggest potent ia l  changes to the ideas, i f  s l ight ly
out of  scope, in order to st ick to the theme.

6. VOTE FOR VIABLE IDEAS: 

After al l  project  ideas have been wri t ten down on the board,
everyone should vote on the ideas. From al l  gathered ideas, usual ly
20+ wi l l  be gathered, f rom which eight or nine ideas should be
chosen for fur ther work as projects,  depending on the number of
part ic ipants,  wi th a guidel ine that each project  team have a
minimum of three members.  The select ion of  the projects to be
created dur ing the event can happen by a s imple show of hands or
via more compl icated onl ine vot ing tool ,  where the eight projects
with the most votes survive.  L i t t le st ickers can be also used by
people to vote for  each idea—each part ic ipant can get a set  number
of “votes”,  l ike 3.  Then i t ’s  very easy to see visual ly which projects
got the most vote.
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7. GROUP INTO TEAMS

After project  ideas have been voted on, each part ic ipant
should express their  preference for the project  on which they
wish to work for  the next two days. The MC uses ei ther a
simple showing of  hands or other method to ensure that each
part ic ipant is happi ly engaged with a speci f ic  project  team.
Part ic ipants should keep in mind that they wi l l  be working on
the project  idea that they choose for the next two days, so they
need to be mot ivated to do i t .

wh a t  i s  t h e  r o l e  o f  t h e  m c  d u r i n g  t h e  m o v e  i t  f o rwa r d

b r a i n s t o r m i n g  s e s s i o n?

The Move I t  Forward brainstorming session takes place af ter
part ic ipants have fol lowed the Opening Session and are more
informed about the theme.  At  th is point ,  they may st i l l  feel
unsure about act ively part ic ipat ing in a brainstorming
discussion, however.  I t  is  therefore the job of  the MC to step in
and gent ly encourage part ic ipat ion.  Every idea proposed within
the group is accepted and can be used to start  a discussion.
The MC guides and faci l i tates the brainstorm, whi le st i l l
enforcing t iming and making sure discussion does not dr i f t  too
far away from the topic.

P a r t  4.2  p r o j e c t  wo r k  w i t h  c o a c h e s

During the two days of  the Move I t  Forward event,  part ic ipants
work on the project  idea they select  dur ing the brainstorming
session. Dur ing this phase, external  coaches wi l l  s tep in to
guide and help wi th project  work.   

The point  of  project  work wi th coaches is to provide groups
with real  l i fe exper ience and to al low them to get suggest ions
and advice f rom an expert  in the f ie ld.  Coaches can be
partners of  the event organizers,  but  as noted in the previous
sect ion,  i t  is  important that  coaches come from di f ferent
backgrounds and domains in order to provide part ic ipants wi th
exper ience from di f ferent f ie lds.  
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Each project  team is s i tuated in a di f ferent part  of  the venue,
and coaches are encouraged to c i rculate among al l  project
teams. Coaches are encouraged to f i rst  become attuned to the
team dialogue and dynamics and i f /when needed to provide
suggest ions.

a n  i m p o r t a n t  n o t e  a b o u t  c o a c h e s . . .

P a r t  4.3  p r o j e c t  p r e s e n t a t i o n/p i t c h

I t  is  important that  Move I t  Forward event coaches spend some
time with each project  team dur ing their  t ime at  the
event.  Coaches are encouraged to spend the same average
amount of  t ime with each group and not show preference for
one team over another.  The MC should communicate and
enforce this standard.

At the beginning of  the Move I t  Forward project  work sessions,
the MC explains to part ic ipants what is expected of  them by
the end of  the event.  The MC explains that  the projects wi l l  be
judged by a jury based on the fol lowing cr i ter ia,  which is the
same as is presented to the jury and included on their
evaluat ion sheets:

1:  The problem or need ident i f ied by the project  team as
related to the theme of the event;

2:  The unique solut ion or answer to the problem/need proposed
by the project  team3;

3 :  A short  act ion plan or steps the group ident i f ied as crucial  to
carry out the project ,  as wel l  as an idea of  the team involved,
budget,  and pract ical  aspects of  ef fect ively del iver ing the
proposed solut ion;

4:  The impact the project  idea would have on the community,
market or society whi le addressing the problem/theme
area;5.     The qual i ty of  the project  presentat ion,  i .e.  how
effect ively and convincingly the project  idea is presented to the
jury.
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5:  The qual i ty of  the project  presentat ion,  i .e.  how ef fect ively
and convincingly the project  idea is presented to the jury.

When structur ing their  project  presentat ions,  part ic ipants must
therefore address the f i rst  four cr i ter ia f rom a content
perspect ive,  and also pay at tent ion to how wel l  they execute
the presentat ion i tsel f .  The idea behind this last  cr i ter ion,  the
pi tch,  is  that  part ic ipants understand the value of  a good
presentat ion to prepare them for future opportuni t ies to pi tch
their  business idea in f ront  of  investors.

Teams have the opt ion to prepare a s l ide presentat ion,  a v ideo
or another method to present their  project  idea to the jury.

h ow  m u c h  t i m e  d o  t e a m s  h a v e  f o r  p r o j e c t
p r e s e n t a t i o n s  a n d  q&a?

The durat ion of  the Move I t  Forward project  p i tch and Q&A
can vary,  but  we suggest a maximum of f ive minutes for  the
pi tch and f ive minutes for  the Q&A. In the real  wor ld,  one
rarely receives more than three minutes to pi tch to potent ia l
investors and partners.

p a r t  4.4  t o p  p r o j e c t  s e l e c t i o n

After al l  project  ideas have been presented/pi tched to the jury
members,  the jury retreats to a separate room along with the
MC to del iberate.  Dur ing this t ime, a keynote speech is given
in the main venue hal l  to boost morale and raise mot ivat ion of
the part ic ipants whi le they wait  for  the resul ts.  In a separate
room, jury members discuss and compare grades they have
given to each project  based on the evaluat ion sheet (provided
as addi t ional  mater ia l  wi th th is toolk i t ) .  Projects are evaluated
and graded in the f ive categor ies noted in the above sect ion,
including problem, solut ion,  p lan, impact and pi tch.
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The awards ceremony of  the Move I t  Forward event is
important to the partners and sponsors of  the event because i t
g ives them vis ib i l i ty .  At  the same t ime, i t  is  a lso important to
the part ic ipants because i t  strengthens their  sense of
accompl ishment.  Since the Move I t  Forward Opening and
Closing Sessions can be opt ional ly open to the publ ic,  the
Presentat ions and Awards Ceremony are also opportuni t ies for
part ic ipants to share and celebrate their  accompl ishments wi th
their  own support  network.   

The MC hosts the Awards Ceremony, and i t  is  up to the jury
members to present the three winning projects of  the event and
to explain the rat ionale behind their  decis ions.  In present ing
the Awards, jurors give a short  descr ipt ion of  the factors
contr ibut ing to their  decis ion,  i .e.  why the winning project
stood out f rom the rest ;  they descr ibe what the pr ize is for  that
part icular award; and then they announce the name of the
project  that  receives the pr ize.

Most Innovative  — For the project  ref lect ing a
digi ta l / technical  approach or solut ion that does not
necessar i ly  exist  in the landscape at  present;

Most Impact –  For the project  wi th the most ambit ious
vis ion and/or impact on society in addressing the
problem addressed by the event;  and

Overall  Best — For the project  demonstrat ing an
effect ive and hol ist ic combinat ion of
the aforement ioned plus other elements that  place i t
above al l  the rest .

The jury awards three projects on the fol lowing basis:

p a r t  4.5  awa r d s  c e r e m o ny
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With each award, a cert i f icate is presented to the winning
project  team as wel l  as a “mater ia l ”  award depending on what
the organizer has succeeded in secur ing.  A very valuable
reward for the teams is mentorship and/or incubat ion t ime for
their  project ,  which can be del ivered in whatever t imeframes
are manageable,  f rom three, s ix or more months.  For
part ic ipants,  sponsors and partners,  the Awards Ceremony is a
great opportuni ty to take pictures of  the winning teams with the
jury members and the MC, as wel l  as a group photo wi th al l  the
part ic ipants and people involved in the event organizat ion.

Venue
Technical  and digi ta l  mater ia l
Pr inted mater ia l
Other mater ia ls
Cater ing Outreach and disseminat ion
Recrui t ing part ic ipants
Addressing part ic ipant needs
About part ic ipant fees
Disseminat ionFol low up

This sect ion is dedicated to the actual  organizat ion of  a Move I t
Forward event.  The topics are div ided in the fo l lowing way:
Event logist ics and mater ia ls

p a r t  5.  e v e n t  o r g a n iza t i o n  a n d  o u t r e a c h

p a r t  5.1  e v e n t  l o g i s t i c s  a n d  m a t e r i a l s

5.1 .1  V e n u e

The Move I t  Forward starter event is best organized in a venue that
includes minimum two separate rooms, namely:
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Space 1:  The most important space for the event is one that
is large and mult iuse and can funct ion for  presentat ions and
speeches, project  work,  meals and break-out sessions. For
project  work,  the best is a c lassroom setup with movable
tables arranged in a U-shape to faci l i tate group working,
presentat ions and speeches. The ideal  setup consists of  at
least  e ight tables wi th enough chairs to enable groups of  5 to 6
people to work comfortably.  The room should also have a table
at the f ront of  the room for workshop leaders to s i t  wi th a
computer and present content,  including overhead project ions
and/or other mater ia ls,  to the group.

Space 2:   A separate smal ler  room for jury members to discuss
their  evaluat ion dur ing the judging process.

Space 3 (optional):  An audi tor ium or stage for project
presentat ions in a more formal set t ing.

Space 4 (optional):   An area for cater ing and eat ing that may
or may not be part  of  one of  the other spaces.

5.1 .2  t e c h n i c a l  a n d  d i g i t a l  m a t e r i a l

HIGH-SPEED WI-FI INTERNET CONNECTION

The Move I t  Forward+ event locat ion should be equipped with fast
internet which is accessible for  the part ic ipants.  Please, double-
check i f  there are secur i ty passwords or part icular login detai ls
required in the venue before the start  of  the event.  For some
trainings, a highspeed Wi-Fi  connect ion wi th secure access from
several  devices s imultaneously is required.

EXTENSION CORDS

There should be enough extension cords to keep al l  computers
charged. Consider ing that the part ic ipants wi l l  set  up a websi te
and apps dur ing their  tech workshops, the laptops and tablets
need to remain charged. For the MIT App Inventor t ra in ing, a
Google account for  each part ic ipant or team wi l l  be required.
Please inform part ic ipants to set  th is up beforehand to save t ime.
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h ow  m a ny  c o m p u t e r s  a r e  n e e d e d  f o r  a  M o v e  I t
F o rwa r d  e v e n t?

The Move I t  Forward+ websi te permits downloading of  a l l
pr intable mater ia ls necessary for  the event,  including:
 
Jury Sheets:  
Provide one sheet per project  per judge.

Award Certif icates:  
Award cert i f icates on the websi te,  which can be modif ied,
include: Most Innovat ive,  Most Impact and Overal l  Best.

Participant Certif icates: 
Provide one cert i f icate per part ic ipant and keep extra blank
copies on hand. 

In addi t ion to the pr inted mater ia ls,  i t  is  useful  to also prepare
a presentat ion.

Presentation Slides:
Including presentat ion for  the technical  workshops, as wel l  MC
presentat ion.  Also,  make sure to have al l  workshop, MC, and
project  presentat ions saved on a local  device.

Each part ic ipant wi l l  need a personal  computer on which to
work dur ing Move I t  Forward workshops, as a minimum. These
can be brought in by the part ic ipants themselves, provided by
sponsors or partners,  and/or shared by other part ic ipants,  wi th
a maximum of two people ut i l iz ing one computer,  part icular ly
for digi ta l  ski l ls  t ra in ings. I t  is  important to be able to provide
freely avai lable computers for  part ic ipants who do not have the
means to secure computers of  their  own.

5.1 .3  p r i n t e d  m a t e r i a l s
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·EVENT BRIEF -

A document should be provided ahead of  the event that
includes the agenda, goals,  number of  part ic ipants and other
detai ls necessary.  The br ief  is  useful  for  c i rculat ion to al l  the
part ies to the event including judges, coaches, partners,  and
speakers,  e.g.  in the invi tat ion emai ls.

EVENTBRITE -

ht tps: / /www.eventbr i te.com/Eventbr i te is a digi ta l  tool  that  uses
a “ f ree-mium” model for  pr ic ing and al lows organizers to
manage and promote the event onl ine,  del iver e-t ickets,
download the l is t  of  part ic ipants,  and send detai led emai ls wi th
the locat ion and t iming to al l  the part ic ipants.  I t  a lso faci l i tates
registrat ion of  the part ic ipants and communicat ion wi th them
before,  dur ing and af ter  the event.  There are other such event
promot ion, registrat ion and organisat ion tools avai lable as
wel l .  AFTER THE EVENT:

SPEAKER GIFTS -

For the awardees and the speakers included in the process, i t
is  worthwhi le to prepare gi f ts in grat i tude for their  t ime and
effort ,  that  are given to them at the end of  the event.

DIGITAL THANK-YOU NOTE - 

To be sent af ter  the event (next day) to part ic ipants and al l  the
part ies that  supported the event.  

FOLLOW-UP EMAIL TO PARTICIPANTS -

An emai l  to hear about the part ic ipants’  exper ience and their
future plans af ter  the end of  the event.  I t  is  a lso an opportuni ty
to establ ish long-term contact  wi th them, per the previous
sect ion.  This could be in a for  of  a survey.

5.1 .4  o t h e r  m a t e r i a l s

b e f o r e  t h e  e v e n t
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The cater ing for  both days should include coffee and breakfast
in the morning which can be served dur ing registrat ion and be
avai lable dur ing breaks.

5.1 .5  c a t e r i n g

c o f f e e

l u n c h  a n d  d i n n e r

To make the most out of  the t ime and keep the workf low going,
a “working lunch" should be served on the spot and should not
last  more than one hour.  Dinner is opt ional  on the f i rst  day
depending i f  part ic ipants wish to cont inue working on their
projects dur ing dinner t ime. Dinner is strongly encouraged on
the second day, as i t  creates a networking opportuni ty between
the event partners and part ic ipants and encourages contact
beyond the event.  This networking dinner can be open for
external  guests upon registrat ion (wi th smal l  charge to cover
their  food) and should take dietary restr ict ions into
considerat ion ( that  can be part  of  the registrat ion process).

h ow  m a ny  p e o p l e  a r e  i n v o l v e d  i n  o r g a n iz i n g  a  m o v e   i t
f o rwa r d  e v e n t?

3 workshop leaders
4 keynote speakers
6 coaches (3 f irst day and 3 second day)
5 jury members
1 Master of Ceremonies
Team Members

On average, 40 teen and adul t  women part ic ipate in one Move I t
Forward event wi th an addi t ional  15-20 more involved in event
organizat ion:  

I f  the Opening and Closing Sessions are open to the publ ic,  th is
should also be taken into considerat ion for  planning
purposes.  Be sure to arrange cater ing,  tables and chairs,  a long
with any required technical  faci l i t ies based on these total
numbers.
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5.2 .  o u t r e a c h  a n d  d i s s e m i n a t i o n

To make sure the desired number of  part ic ipants for  the event
is achieved, use of  a Social  Media campaign is suggested.
Organizat ions can also rely on their  local  partners and outside
media to at t ract  part ic ipants.  Ideal ly,  the group of  part ic ipants
should be around forty women who are aged 16 and above.
The group should represent diverse cul tural  and social-
economic backgrounds.

5.2 .1  r e c r u i t i n g  p a r t i c i p a n t s

5.2 .2  a d r e s s i n g  p a r t i c p a n t  n e e d s

To create an inclusive event,  organizers should careful ly
consider part ic ipant needs. These may include having
translators avai lable dur ing the event.  Other part ic ipants might
require chi ldcare or have special  food requirements.  I t  is  a lso
important that  the event i tsel f  be accessible in terms of  the
venue and t iming.

5.2 .3  a b o u t  p a r t i c i p a n t  f e e s

In order to reach the most diverse and vulnerable
demographics,  the Move I t  Forward event is intended to be
provided at  no cost to part ic ipants.  However,  to ensure that
people who register show up to the event,  a model that
includes a smal l  administrat ion fee along with the opportuni ty
to have this fee waived via “scholarship” based on need, on a
case-by-case basis,  has proven to be the best approach when
this is a concern.

5.2 .4  d i s s e m i n a t i o n

In order to reach a large number of  part ic ipants for  the Move I t
Forward event,  several  d ig i ta l  tools can be used to engage
stakeholders and promote. 

SOCIAL MEDIA -  
To get word out,  the organizer,  partners and sponsors can use
newslet ters,  social  media or other promot ional  tools
tradi t ional ly ut i l ized for event promot ion.
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EVENTBRITE -
This tool  permits communicat ing detai ls of  the event and also
automat ical ly promotes the event v ia i ts own plat form.  This
achieves better reach among targeted users who are interested
in the event theme and purpose and are in the geographic area.

MEDIA -  
I f  possible,  prepare a press k i t  and/or an event br ief  to send out
to the press to promote the event.

LOCAL PARTNERS -
Local  partners and companies can promote the event on their
social  media,  v ia their  own market ing and press contacts and
channels,  and within their  networks.

wh a t  k i n d s  o f  o u t r e a c h  c a n  b e n e f i t  a  m o v e  i t  f o rwa r d
e v e n t

MIF+ event br ief
Event images and video 
Press release
Event /  workshop l ive-streaming and/or capture for  re-use
Social  media posts
Blog posts /  websi te art ic les
Etc.

A Move I t  Forward event can benef i t  f rom a ful l  media and
communicat ions campaign in order to reach key stakeholders,
including part ic ipants.  I f  resources are not avai lable to promote
the event,  consider approaching media partners to contr ibute in-
k ind for th is purpose, and/or inquire wi th Sponsors and Partners
about the opportuni ty to leverage their  in-house media
capaci t ies.  A sponsor can draf t  a press release, blogpost,  etc. ,
before or af ter  the event.   Social  media channels can also be
ut i l ized to promote the event beforehand, to cover the Opening
and Closing Sessions “ l ive,”  and captured video* may be edi ted
for re-use later.  Tools that  can be developed and used for
outreach include:
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Overall  Best :  4 months of  Incubat ion,  wi th 8 hours of
one-on-one coaching,

Most Impact :  2 months of  Incubat ion,  wi th 4 hours of
one-on-one coaching,

Most innovative :  2 months of  Incubat ion,  wi th 4 hours of
one-on-one coaching,

FEEDBACK -

In order to cont inuously improve Move I t  Forward events,  i t  is
valuable to col lect  part ic ipant feedback. The best t ime to do
this is before the last  keynote speaker.  Possible tools for
surveying part ic ipants include a google form or SurveyMonkey
whose l ink can be displayed dur ing the f inal  keynote
presentat ion.  Af ter the event,  i t  is  important to stay in touch
with the part ic ipants by sending a short  thank-you note and
fol low-up emai ls.  This is also a good t ime to check on the
winners,  inquire about next steps, and decide together how to
support  them going forward. 

AWARDS AND PRIZES -

Awards that include Incubat ion for  the project  a lso al low for
long-term fol low-up. Incubat ion aims to prolong work wi th the
Move I t  Forward part ic ipants beyond the event which is
supported via the pr izes handed out wi th each award.Possible
project  pr izes can be the fol lowing:

5.2 .5  f o l l ow  u p

*Images and l ikenesses of  MIF+ at tendees may only be used
with their  express wr i t ten consent,  and expl ic i t ly  not  for
commercial  purposes of  any k ind. This could be part  of  the
registrat ion process.
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