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EP – Incubator Support – DocHub Guidance 

This document is intended to support users of the DocHub container EP- Incubator Support. 

Delivery Library  

Name  
This is a mandatory DocHub free text field that describes what the document is e.g. Supplier details 
form or another title for the document that has not already been used in another metadata field. 
DocHub requires that each document has a name that is unique.  

There is no minimum naming style for these documents, however keep in mind that anyone who 
comes into the library should be able to know what a document is from its file name and metadata 
tags so it is important that the name includes a descriptor of the document. Some examples of the 
format you might use are: 

- Historical Extract XYZ Holdings Pty Ltd
- Funding Agreement Finalisation Form XYZ Holdings ISI12345

Security Classification 
This is a mandatory DocHub field that provides a dropdown list of security classifications used across 
the department. For guidance on which classification to use refer to the Australian Government 
Security Classification table.  

The general advice is to use For-Official-Use only, however please use your judgement and select the 
classification that is appropriate for the document you are saving.  

Document type 
This is a mandatory DocHub field that provides a dropdown list of document types that apply across 
the department. The document types that should be used for Incubator Support are outlined on 
page 3.  

Work activity 
This is an optional field that provides a dropdown list of work activity types that apply across the 
department. It is unlikely that this field will be used in Delivery as the relevant information is covered 
by the Phase/Lifecycle tag.  

However, the network may wish to use this metadata tag to track any state based documents 
related to the programme which do not relate to a specific customer. For example Programme 
Management may be used to tag any state or territory programme management type documents 
such as state based trackers.  

Phase/Lifecycle 
This field provides a dropdown menu of service or grant phases and aligns to the categories used by 
BGM. 

 Application

 Eligibility Assessment

 Merit Assessment

 Agreement

 Variation
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 Initial / Progress / Final Payment 

 Progress Report 

 Post Project Report 

 Termination  

 
Please use this field for all documents related to a customer engagement. Guidance about which 
lifecycle phase applies to which documents can be found in the table on page 3.  
 
Entity (Customer) 
This field is a free text field for the customer’s business name. Make sure that the name of the entity 
matches the ‘organisation’ record in BGM. 
 
Project (Grant/Benefit) no 
This field is a free text field for a reference number. For all customers this number will be the BGM 
‘service number’. 
 
Stream  
This field provides a dropdown menu of the two streams, Expert in Residence and New & Existing. 
Please select the relevant stream for the application.  
 
State  
This field has the option to input a state or territory. Please select the state where the assessor is 
located.  
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Information from 
Customer 

  For Official Use 
Only 

Correspondence     Company Name ISIXXX 
DISR – for release under the FOI Act Document 2 - 76646

5



Management Library 
 
In the Management Library not every metadata field needs to be completed. The most useful fields 
for views are: 

- Document Type 
- Work Activity 

 
For ease of identification of documents it is best to select a Work Activity and Document Type for all 
documents. We can also utilise other free text fields such as Project (Grant/Benefit) No and Entity 
Name to track and group documents if needed.  
 
Sometimes it can also be a good idea to use the Division Keywords field to distinguish between 
documents which have the same tags but are for different purposes. For example both the CSM 
meeting agenda and a team meeting agenda would be tagged with the Work Activity Meetings and 
Document Type Agenda so using Division Keywords would enable them to be separated easily using 
a filter.  
 
Some common documents that we use and suggested metadata tags are in the table below. 
 

Document 
description 

Name Document Type Work Activity 
Division 

Keywords 

Decisions Brief 

PDMS tracking 
number and 
Committee 
Meeting Date Brief Briefing   

Ministerial 
Briefing 

PDMS tracking 
number and 
subject Brief Briefing   

Ministerial 
Decisions 

PDMS tracking 
number and 
Committee 
Meeting Date Decision Briefing   

Hot Issues Briefs   Hot Issues Brief Briefing   

QTB   
Question Time 
Brief Briefing   

Customer 
Documentation 
eg Guidelines, 
Factsheets   As per document Documentation   

EPC Meeting 
Agenda   Agenda Meetings EPC  

CSM Meeting 
Agenda   Agenda Meetings Network 

EPC Meeting 
Minutes   Minutes Meetings EPC  

CSM Meeting 
Minutes   Minutes Meetings Network 

Decision Sheets   Decision 
Programme 
Management   
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Templates eg 
assessment, 
eligibility, FAFF   Template 

Programme 
Management   

Senate Estimates 
Brief   Brief Senate Estimates   

Ministerial 
Correspondence 

PDMS tracking 
number 
Correspondent 
Name and Issue Correspondence 

Stakeholder 
Engagement   

Contact Centre 
Script   Script 

Stakeholder 
Engagement Contact Centre 
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For Official Use Only 

Incubator Support July 2017 3 
Variation Assessment 

I approve/reject (please circle) the variation request. 

Signed .......................................................................  Date .....................................................  
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For Official Use Only 

IS – Expert in Residence - Application eligibility and completion checklist  6 of 6 

J. Final comments 

Provide any further comments in relation to the eligibility and completeness of the application. Note any 

concerns that require your supervisor to review. 

      

K. Assessor’s recommendation 

Assessor name [Your name] 

Date [date] 

This application is complete. Yes  No           N/A     

The application meets all of the eligibility criteria.  Yes  No           N/A     

I recommend it be considered for delegate approval. Yes  No           N/A     

(for grants of $50,000 or less) 

I recommend it be considered for merit assessment. Yes  No           N/A     

(for grants over $50,000) 

L. Authorised officer’s recommendation  

Does this project meet the program’s intended outcomes and will funding this project be a proper use of 

public resources?  Yes  No           N/A     

Provide comment if applicable. 

      

The application is complete Yes  No           N/A     

The application meets all of the eligibility criteria Yes  No           N/A     

This eligibility checklist is complete Yes  No           N/A     

I recommend it be considered for delegate approval. Yes  No           N/A     

(for grants of $50,000 or less) 

I recommend it be considered for merit assessment. Yes  No           N/A     

(for grants over $50,000) 

 

Authorised officer name [Name]  

Positon  [Position] 

Signature [signature] 

Date [date] 
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Incubator Support Initiative – New and Existing 
Grant agreement finalisation form Template V2 September 2017 2 of 3 

 Yes No 

 If “Yes” provide the link to the approved Purchase Order Amendment 

(POA). 
      

5. Has the initial agreement due date in the letter of offer passed?   

 If “Yes” provide the link to the Authorised Officer or Programme 

Delegate approval to vary the agreement due date. 
      

6. Insert Creditor Code       

CSM Comments 

Add comments if there are any changes to what was approved.  

Note: Changes may only be approved where they do not fundamentally change the project outcome 

and are in accordance with the applicable policies and guidelines. 

<Enter comments> 

CSM recommendation 

CSM Name <CSM name> 

I submit this grant agreement as reflecting what was approved and ready to be issued. 

Signed ...................................................................... Date .....................................................  
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For Official Use Only 

Incubator Support Initiative – New and Existing 
Grant agreement finalisation form Template V2 September 2017 3 of 3 

To be checked by authorised officer before issuing grant 
agreement 

All details in the grant agreement should be checked by the authorised officer responsible for issuing 

the grant agreement. Those that are straightforward (eg check the organisation name is correct) are 

not specifically mentioned here, but still need to be checked. Those that relate to programme 

guidelines are specifically checked below. 

 Yes No 

7. Is the agreed project start date consistent with the rules of the programme as 

outlined in the programme guidelines?  

Note: The guidelines state the earliest project start date can only be the date 

the grant agreement is executed. 

  

8. Is the agreed project end date within 24 months of the project start date?   

9. Does the funding ratio and grant amount match what was approved by the 

Minister? 
  

10. Is the project outcome entered in the agreement consistent with the expected 

project outcomes that informed the decision making process to award funding? 
  

Authorised officer’s decision 

Authorised officer name <Manager name> 

I confirm that all aspects of the grant agreement are in line with what was approved and authorise 

the grant agreement to be issued. 

Signed ...................................................................... Date .....................................................  
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For Official Use Only 

Incubator Support Initiative - MTP Assessment Report V1 September 2017 4 of 7 

The applicant has advised that the market gap its project will address is <insert details>. The applicant has 

provided <describe evidence> which demonstrates this market gap.  

OR 

The applicant has not directly outlined the market gap its project will address, however the CSM considers 

that the project is addressing the market gap of <insert details> as the applicant has provided <describe 

evidence> which demonstrates this gap.  

OR 

The applicant has not outlined the market gap its project will address and the CSM has been unable to 

determine the market gap based on the information provided. [Delete that which is not required] 

 

The applicant has advised that its project addresses the market gap in terms of <insert number of 

outcomes> intended outcomes from the programme guidelines. The applicant has advised that its project 

will address the following intended outcomes: 

 <insert intended outcome name> - <insert details of how addressed> [Repeat if required] 

OR 

The applicant has not directly addressed how its project fills the market gap, however based on the 

information provided, the CSM considers that the project addresses this market gap in terms of the following 

intended outcomes: 

 <insert intended outcome name> - <insert details of how addressed>[Repeat if required] 

OR 

The applicant has not addressed how its project fills the market gap in terms of the intended outcomes in 

the programme guidelines and the CSM has been unable to determine this based on the information 

provided. [Delete that which is not required] 

 

Project Plan 

The applicant has provided a satisfactory project plan which outlines the project <activities, milestones, 

timeframe, value and intended outcomes>. The project plan includes eligible activities that are consistent 

with the intent of the Incubator Support Initiative.  

OR 

The applicant has provided a project plan, however it fails to outline the project <activities, milestones, 

timeframe, value and intended outcomes>. However, the CSM notes that the project plan includes eligible 

activities that are consistent with the intent of the Incubator Support Initiative.  

OR 

The applicant has provided a project plan, however it fails to outline the project <activities, milestones, 

timeframe, value and intended outcomes> and it appears that the activities are not consistent with the intent 

of the Incubator Support Initiative. [Delete that which is not required] 

 

Sectoral Incubators 

The applicant is seeking to launch an incubator in the <insert sector name> and has described the sector 

as: 

 <insert sector description> 

The applicant has indicated that the sector has growth potential in terms of <insert details> and the following 

new market opportunities: 
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For Official Use Only 

Incubator Support Initiative - MTP Assessment Report V1 September 2017 5 of 7 

 <insert details> [Repeat as required] 

The applicant states that the incubator will bring the following benefits to the sector and local innovation 

ecosystems: 

 <insert details> [Repeat as required] 

OR 

The applicant is seeking to launch an incubator in the <insert sector name> and has not described the 

sector. The applicant has indicated that the sector has not indicated the sector’s growth potential or new 

market opportunities. The applicant has not outlined the benefits the incubator will bring to the sector and 

local innovation ecosystems. [Delete that which is not required]  

Note to CSM: If required the options can be combined to fit with the specifics of the application. 

Regional Incubators 

The applicant is seeking to launch an incubator in the <insert region details> and has provided the following 

information regarding existing economic activity: 

 <insert details> 

The applicant states that the incubator will bring the following benefits to the region and local innovation 

ecosystems: 

 <insert details> [Repeat as required] 

OR 

The applicant is seeking to launch an incubator in the <insert region details > and has not provided 

information regarding existing economic activity. The applicant has not outlined the benefits the incubator 

will bring to the region and local innovation ecosystems. [Delete that which is not required]  

Note to CSM: If required the options can be combined to fit with the specifics of the application. 

Evidence of Support 

The applicant has provided <insert details of evidence> from <insert details of organisation supporting> 

which demonstrates community support from the <region/sector>.  

OR 

The applicant has not provided evidence of support from the community for the incubator in <insert 

region/sector details>. [Delete that which is not required] 

Purchase of new Equipment of Facilities 

The project includes the purchase of new <equipment and facilities> including <insert details>. The 

applicant has stated that this will impact start-ups in the following ways: 

 <insert details> [Repeat as required] 

The applicant has also indicated that the <equipment and facilities> will bring the following benefits to start-

ups, the incubator and local innovation ecosystem: 

 <insert details> [Repeat as required] 

OR 

The project includes the purchase of new <equipment and facilities> including <insert details>. The 

applicant has not indicated how this will impact start-ups or the benefits to start-ups, the incubator and local 

innovation ecosystem. 
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For Official Use Only 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Unsuccessful application 

Thank you for your application under the Incubator Support initiative. 

This is a merit based program. Successful applications had to rate highly against each merit 
criterion taking into consideration the project size, complexity, grant amount requested, and the 
risks associated with the project. 

Unfortunately your application was not successful as it did not rate sufficiently highly against all of 
the merit criteria. Please refer to the attached feedback provided on your application against the 
merit criteria. 

Decisions are final and will not be reviewed. 

However, you are welcome to submit a new application which includes new or additional 
information to address the points raised above.  

Thank you for your interest in the Incubator Support initiative. 

We offer a number of other programs and services to support Australian industry, to find out more 
visit www.business.gov.au. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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For Official Use Only 

Incubator Support July 2017 1 
Variation Request 

Incubator Support Variation Request Form 

This request form is designed for recipients who would like to make variations to their funding 

agreement with the Commonwealth.   

Please ensure you have read the Incubator Support Initiative Guidelines, in particular Section 6 

which sets out the maximum grant funds allowable; Section 8 which sets out the maximum project 

timeframes; Section 9 which provides information on eligible projects and activities and Section 13.5 

which provides information on grant agreement variations. 

You may use this form to apply for a variation to your agreed Incubator Support project that involves 

any of the following changes that do not significantly change the project objectives or outcomes: 

 Changes to the project period (including changes to annual capped amounts)

 Movement of funds

 Milestone variations

DISR – for release under the FOI Act Document 9 - 76646

1





For Official Use Only 

Incubator Support July 2017 3 
Variation Request 

 

 
 

4. What is the reason for the variation request?  

Describe the reasons for the variation request including but not limited to: 
- How it progresses the project or project outcomes 
- If it reflects problems with project progress and if so how these problems are being 

resolved 
 
 

 
5. Are there likely to be any further variations to the project?  

Outline if there are likely to be any further variations required for the project.  
 
 
 
 

 
6. What is the impact to the project if the variation is not approved?  

Outline the impact on the project if the variation is not approved including but not limited to: 
- Changes to project outcomes 
- Changes to achievement of milestones 

 
 

 
7. Does this Variation change any of the Merit or Eligibility criteria presented in your original 

grant application? 

Explain if the variation request changes or impacts upon the merit or eligibility criteria from your 
original grant application.  
 
 
 

 

8. Certification 

I ............................................. being a person duly authorised by the grantee hereby certify that: 

 The information listed above is accurate, complete and not misleading. 

 I am aware of the grantee’s obligations under the Incubator Support Initiative grant 

agreement, including the need to keep the Commonwealth informed of any circumstances 

that may impact on the objectives, completion and/or outcomes of the agreed project. 

 I am aware that the grant agreement empowers the Commonwealth to terminate the grant 

agreement and to request repayment of funds paid to the grantee where the grantee is in 

breach of the grant agreement. 

 I understand that giving of false or misleading information is a serious offence under the 

Criminal Code 1995 (Cth). 
 
 
Signed ................................................................................  Date ............................................. 

 

Position/Title ............................................. 
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For Official Use Only 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Report Overdue 

Your <insert report name> under the Incubator Support initiative grant agreement is overdue. 

Your grant agreement outlines your reporting obligations and you are in breach of the agreement 
for failing to provide this report. 

You must provide the outstanding report within <number of days> from the date of this letter 
otherwise we may choose to terminate the grant agreement. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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For Official Use Only 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Report due reminder 

This is a reminder that your <insert report name> is due on or before <report due date>. 

Your report will enable us to assess your progress against the agreed project milestones, and to 
calculate and process any payments that may be due. 

Once we receive a satisfactorily completed report we will process as quickly as possible. We 
cannot make any further grant payments until we receive a satisfactory report. 

Your grant agreement details all your reporting obligations. 

If you foresee any problem in submitting the report by its due date, or if you would like to discuss 
this matter further, please contact me on <phone number>. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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For Official Use Only 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <email address> 

w: www.business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Progress payment 

Thank you for submitting your progress report for the project period of <report start date> to <report 
end date>. 

We have assessed the report and have received approval from the Program Delegate to make a 
payment of <insert payment amount>. We will deposit this amount in your nominated bank account 
shortly. These funds are for use by you in accordance with the terms of the grant agreement. 

Note the due dates for future reports we require over the remaining life of the grant agreement. 
Your agreement details all your reporting obligations and we will send a report due reminder before 
the next report due date. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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1 

Incubator Support – Expert in Residence  
Approval and Payment Checklist – Grants under $50,000 

Customer Name: Customer Name Project Number: Project Number 

Creditor Code: Creditor Code Purchase Order: Purchase Order 
Number 

Total Grant Amount: Total Grant 
Amount 

Payment Amount: Payment Amount 

Grant Agreement 
Execution Date: 

Grant Execution 
Date 

Number Question 
Response 

Yes No N/A 

1 
Has the applicant been deemed eligible and the Expert in 
Residence Eligibility Checklist been signed off by the 
appropriate delegate? 

2 

Does the entity have a creditor code in TechOne? 

If yes, what is the creditor code? _________________ 

If no, have you completed a Supplier Form and sent to 
@industry.gov.au? 

3 

Has the following been entered in SGMS: 

a. Applicant’s creditor code

b. Financial plan

c. Reports

d. Payments

e. ABN

f. Entity type

g. Project start and end dates

h. Electorate

i. Grant amount

j. Key Personnel

k. Web Reporting decision

4 
Has the EL1 completed the Recommendation for the 
application in SGMS? 

Provide any further comments in relation to the grant approval and payment. 

DISR – for release under the FOI Act Document 14 - 76646
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2 

 

CSM Sign Off 

I, <CSM name>, confirm that all information has been entered into SGMS and sent to Programme 

Management and the Strategic Partnerships Finance team to enable approval and payment of the 

grant.  

Signed ......................................................................  Date .....................................................  

 

CSM’s Manager Sign Off 
I, <EL1 or EL2 Name>, confirm that I have checked all information has been entered into SGMS and 
sent to Programme Management and the Strategic Partnerships Finance team to enable approval and 
payment of the grant.  

Signed ......................................................................  Date .....................................................  
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For Official Use Only 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <email address> 
w: business.gov.au 

abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - End of project and final payment 

Thank you for submitting your end of project report for the final project period of <report start date> 
to <report end date>.  

We have assessed the report and have received approval from the Program Delegate to make a 
final <GST inclusive> payment of <insert payment amount>. We will deposit this final amount in 
your nominated bank account shortly. 

<Your grant agreement details all your obligations and there are a number which will continue to 
apply to you. 

From the project end date of <insert date> you must: 

 keep adequate records of project expenditure for a period of seven years

 <insert obligations and period of time it is in effect>

We may request post project reports to track project outcomes that take effect from the completion 
of the project. When we require post project reports we will contact you with the details of the 
reporting requirements.> 

On behalf of Incubator Support, I would like to commend you on your efforts in undertaking this 
project. If we can provide any further assistance, please do not hesitate to contact us. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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For Official Use Only 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <program mailbox address> 

w:business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name > 

Incubator Support - Ineligible application 

Thank you for applying for a grant under the Incubator Support initiative. 

Unfortunately your application is not eligible as it does not comply with the program guidelines. 
<We therefore cannot assess your application against the merit criteria>. 

In particular, your application did not meet the following requirements: 

 <list the eligibility criteria that are not satisfied>

You are welcome to submit a new application which complies with the eligibility criteria. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 

Canberra ACT 2601 
p: < state office phone number> 

e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Application eligibility 

Your application is eligible and we will now assess it against the merit criteria. 

We will inform you in writing of the outcome of the merit assessment process. If you are successful, 
you will receive a written offer. If you are unsuccessful, you will have an opportunity to discuss the 
outcome with us. 

You must not start your project until we sign a grant agreement with you. We will not accept 
responsibility for any expenses until a grant agreement is in place. 

If you are unsuccessful, we will not provide grant funding to cover any expenses. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <email address> 
w: business.gov.au 

abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support – <Project Title>. 

Thank you for your application for an Incubator Support - New and Existing grant for the above 
project.  

I am writing to advise that the offer of funding for the Incubator Support grant has been withdrawn. 

[REASON] 

You may wish to submit a new application at a future round. For further information, refer to the 
Incubator Support Program Guidelines or contact your Regional Incubator Facilitator, <title> <first 
name> <last name>, who will work with you to submit a regional incubator project should you wish 
to apply. <first name>can be contacted on <email address>. 

Please contact me on <CSM or EL 2 Telephone> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Application withdrawal 

Thank you for informing us that <organisation name> has decided to withdraw its application 
submitted under the Incubator Support initiative. 

We have updated our records.  

If we can help in any other way please visit business.gov.au or contact me on <phone number>. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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AusIndustry 
<Insert State office address> 

<Insert State office suburb, state, 
postcode> 

GPO Box 2013 
Canberra ACT 2601 Australia 

Web: www.industry.gov.au 
ABN: 74 599 608 295 

<Insert contact name> 
<Insert contact title> 
<Insert company name> 
<Insert address> 
<Insert suburb, state, postcode> 

Dear <Insert contact name> 

Incubator Support Initiative – Expert in Residence 

Project Number: <insert SGMS project number> 

Project Title: <insert SGMS project title> 

Thank you for the final report for your project funding under the Incubator Support Initiative – Expert in 
Residence. Your report has been assessed and found to meet all requirements under the Funding 
Agreement by the Programme Delegate.  

[A final <GST inclusive> payment of <insert payment amount>, will be deposited into your nominated 
bank account shortly.] (To be used where a final payment is to be paid). 

You are also reminded that there are a number of obligations under the Funding Agreement which will 
continue to apply to your company. Specifically, clauses 3, 4, 5 and 7 survive the Funding Agreement.  

On behalf of Incubator Support, I would like to commend you on your efforts in undertaking this project. 
If AusIndustry can provide any further assistance, please do not hesitate to contact us. 

If you have any queries please do not hesitate to contact me on <insert CSM phone number> or <insert 

CSM email address>. 

Kind Regards, 

<insert CSM name> 

<insert CSM title> 

<insert CSM state office> - AusIndustry 

Department of Industry, Innovation and Science 

<Insert date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <email address> 
w: business.gov.au 

abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - End of project  

Thank you for submitting your end of project report. 

Your grant agreement details all your obligations and there are a number which will continue to 
apply to you. 

From the project end date of <insert date> you must: 

 keep adequate records of project expenditure for a period of five years

 <insert obligations and period of time it is in effect>

We may request post project reports to track project outcomes that take effect from the completion 
of the project. When we require post project reports we will contact you with the details of the 
reporting requirements. 

On behalf of Incubator Support, I would like to commend you on your efforts in undertaking this 
project. If we can provide any further assistance, please do not hesitate to contact us. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: @industry.gov.au 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Executed grant agreement 

Thank you for accepting the Expert in Residence grant offer made to you. This letter is to confirm 
that we received your signed copy of Attachment A (grant schedule), Attachment B (grant terms 
and conditions), and the Supplier Details form on <date>, and as of that date you entered into a 
binding grant Agreement with the Commonwealth of Australia. 

The Grant Agreement includes the letter of offer, the grant schedule (attachment A), the grant 
terms and conditions (attachment B), the reporting templates (attachment C), your application, and 
the program guidelines applicable on the date you submitted your application. 

You should note the due dates for any reports we require over the life of the agreement. If you are 
unable to provide a report on time you must tell us the reason before the due date.  

[For EIR grants under $50,000 and less than six months] Once you have provided us with evidence 
that you have formally engaged your expert/s, we will pay the Grant into the bank account 
nominated by you in the Supplier Details form within 28 days. 

[For all other EIR grants] Once you have provided us with evidence that you have formally 
engaged your expert/s, we will make an initial payment into the bank account nominated by you in 
the Supplier Details form within 28 days. Remaining grant payments will only be made after we 
receive a satisfactory report and confirm you have met the necessary obligations in the grant 
agreement. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<CSM> 
<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Incubator Support A17.05 Grant Agreement December 2017 1 of 16 

Template Instructions: Note that this agreement is considered to be executed when we receive 
the signed documents from the grantee.  Please ensure that you retain evidence of the date 
received and record the appropriate date in SGMS. 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 

<department address 1> 
<department address 2> 

<department postal address 1> 
<department postal address 2> 
p: < state office phone number> 

e: <  i @industry.gov.au> 
w: business.gov.au 

abn: 74 599 608 295 

Dear <title> <first name> <last name> 

Your application has been successful 

I am writing to offer you a Grant under the Incubator Support initiative. 

The grant agreement 

This letter is an offer to enter into a binding grant agreement (Agreement) between <organisation 

name> ABN <organisation ABN> (Grantee/you) and the Commonwealth of Australia as 

represented by the Department of Industry, Innovation and Science (Commonwealth/we).  

The Agreement includes: 

 this letter

 the grant schedule (attachment A)

 the grant terms and conditions (attachment B)

 the reporting templates (attachments C and D)

 your application

 the program guidelines applicable on the date you submitted your application.

We may use information contained in this Agreement for public reporting purposes, including the 

grantee name and grant amount. 

What you must do 

To accept this offer and enter into this Agreement with the Commonwealth, complete the attached 

Accounts Payable - Supplier Details form and sign attachment A. Then send or email a scanned 

copy of this letter, the Supplier Details form, attachment A and attachment B to the address above 

by <insert date>, otherwise this offer will lapse. The Agreement takes effect from the date we 

receive your signed attachment A.  

In addition to this, we will also require a copy of the contract you have executed with your 

nominated Expert(s), or other evidence to demonstrate your intentions of entering into a formal 
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Incubator Support A17.05 Grant Agreement December 2017 2 of 16 

agreement with the Expert(s), within 14 days of accepting this offer. We may choose to withhold 

payment of your grant until this has been provided. 

You must undertake the Project in line with this Agreement. You must only spend the Grant on   

eligible activities required to undertake the Project. [You must provide a progress report outlining 

progress and expenditure on the Project, by the due date. You can find a sample report at 

attachment C.] 

If you spend any amount of the Grant on activities not identified in the Project, or if you have a 

Grant amount unspent at the Project end date, you will need to repay those amounts to the 

Commonwealth. 

You must provide a progress report, if required, and a final report which includes a statement that 

you spent the Grant in accordance with this Agreement, by the due date. You can find sample 

report templates at attachment C.  

We will send you a report template to complete after you finish your Project. 

If you make a public statement or publish any material about your Project you must acknowledge 

the grant by using the following: ‘This project is supported by the Australian Government 

Department of Industry, Innovation and Science through Incubator Support initiative funding as part 

of the Entrepreneurs’ Programme’. You must not use the Commonwealth Coat of Arms in 

connection with the Grant or the Activity without the Commonwealth’s prior written approval. 

You must notify us about events relating to the Project and provide an opportunity for the Minister 

or their representative to attend. 

What the Commonwealth will do 

[For Expert in Residence grants under $50,000 and less than six months]  

We will pay the Grant into the bank account that you nominate in the Supplier Details form within 

28 days of receiving your signed agreement documents. 

[For all other grants] 

We will make an initial payment into the bank account that you nominate in the Supplier Details 

form within 28 days of receiving your signed agreement documents. 

We will pay your initial payment and subsequent payments up to six months in advance, based on 

your forecast eligible project expenditure, and adjusted for unspent amounts from previous 

payments, subject to available funds and satisfactory progress on the project. We will retain a 

minimum 10% of the total grant funding for the final payment when you submit a satisfactory final 

report demonstrating you have met end of project reporting obligations. 

We may notify you of issues or concerns with the project and withhold the Grant if we consider that 

you are unable to undertake the project in accordance with this Agreement. We will pay the Grant 

once you have corrected the issues raised in the notice. 
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Any questions? 

If you have any questions please contact <CSM name> on <CSM phone number>. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 
 

<date> 

 

 

Template Instructions: Under the draft Duty Statement an EL1 or EL 2 must sign the Exchange of 
Letters 

DISR – for release under the FOI Act Document 24 - 76646

3





Incubator Support A17.05 Grant Agreement December 2017 5 of 16 

Signatures 

Template Instructions: Use this signature block if Grantee is a company. – make sure that ABN 
or ACN is included with organisation name 

Note that if there is only one person in the Director Company Secretary positions the second 
signatory section needs to be changed to be that of a Witness. The CSM should carry out an ASIC 
extract to check the people in the Director(s)/Company Secretary roles.  

Trusts: If the grantee is an incorporated trustee on behalf of trust, make sure that you use the name 
of the trustee (NOT the Trust) as the name of the Grantee- as the trustee is the legal entity entering 
into the Agreement. If requested by the Grantee, the words 'as trustee of the XXX Trust' could be 
included at the end of the name. 

I agree to the terms and conditions outlined in this grant. 

Full legal name of the Grantee <organisation> <ABN> 

Director’s name 

(print) 

      

Signature  

Date  

Director and/or Company Secretary 

name (print) 

      

Signature  

Date  

[or] 

Template Instructions: Use this signature block if Grantee is an Incorporated Association; make 
sure ABN or other registration number is included with organisation name 

 

Full legal name of the Grantee <organisation> <ABN> 

Public Officer’s name 

(print) 
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Signature  

Date  

Committee member/Secretary name 

(print) 

      

Signature  

Date  

 

[or] 

Template Instructions: Use this signature block if Grantee is a Publically Funded Research 
Organisation (PFRO) 

Full legal name of the Grantee 
[insert name of Publically Funded Research Organisation 

(PFRO) and ABN] 

Authorised Representative 

(print) 

 

Position 

(print) 

 

Signature 
 

Date 
 

Witness name 

(print) 

 

Signature 
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Date 
 

 

[or]  

Template Instructions: Use this signature block if Grantee is a Local Governing Body  

I agree to the terms and conditions outlined in this grant. 

  

Full legal name of the Grantee 
[insert name of Local Governing Body and ABN] 

Authorised Representative 

(print) 

 

Position 

(print) 

 

Signature 
 

Date 
 

Witness name 

(print) 

 

Signature 
 

Date  
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Attachment B Grant Terms and Conditions

1. Notices 

The Grantee agrees to promptly notify the 
Commonwealth of anything reasonably likely to affect 
the performance of the Grant Activity, including any 
actual, perceived or potential conflict of interest which 
could affect the Grantee’s performance of this 
Agreement and to take action to resolve the conflict. 

2. Payment of the Grant 

2.1 The Commonwealth agrees to pay the Grant to 
the Grantee in accordance with this Agreement. 
2.2 The parties agree that the amount of the Grant is 
inclusive of any GST payable and the Grantee agrees to 
pay all taxes, duties and government charges in 
connection with the performance of this Agreement. 
2.3 Where applicable, the parties acknowledge and 
agree that they are each registered for GST purposes, 
have each quoted their Australian Business Number to 
the other and must notify the other of any changes in 
their GST status. The Grantee agrees that the 
Commonwealth will issue the Grantee with a recipient 
created tax invoice, and the Grantee will not issue any 
tax invoices, for any taxable supply the Grantee makes 
under this Agreement. 

3. Spending the Grant 

3.1 The Grantee agrees to spend the Grant for the 
sole purpose of undertaking the Grant Activity, and to 
provide a statement, in the form required by the 
Commonwealth and signed by the Grantee, verifying 
that the Grant Activity has been undertaken and the 
Grant was spent in accordance with this Agreement. 

4. Repayment 

If any of the Grant has been spent other than in 
accordance with this Agreement or on expiration or 
termination of this Agreement is additional to the 
requirements of the Grant Activity, the Grantee agrees 
to repay that amount to the Commonwealth, unless the 
Commonwealth agrees in writing otherwise. 

5. Record keeping 

The Grantee agrees to maintain records of the 
performance of the Grant Activity and the expenditure of 
the Grant and to make them available to the 
Commonwealth on request. 

6. Privacy 

When dealing with Personal Information (as defined in 
the Privacy Act 1988) in carrying out the Activity, the 
Grantee agrees not to do anything which, if done by the 
Commonwealth, would be a breach of an Australian 
Privacy Principle. 

7. Grant Activity material 

The Grantee gives (or procures for) the Commonwealth 
a non-exclusive, irrevocable, royalty-free licence to use, 
reproduce, communicate, publish and adapt all material 
that is provided to the Commonwealth under this 
Agreement. This includes a right to sub-license that 
material. 

8. Confidentiality 

A party agrees not to disclose the other’s confidential 
information without its prior written consent unless 
required or authorised by law or Parliament. 

9. Insurance 

The Grantee agrees to maintain adequate insurance for 
the duration of this Agreement and provide the 
Commonwealth with proof when requested. 

10. Indemnities 

10.1 The Grantee indemnifies the Commonwealth, its 
officers, employees and contractors against any claim, 
loss or damage arising in connection with the Activity. 
10.2 The Grantee's obligation to indemnify the 
Commonwealth will reduce proportionally to the extent 
any act or omission involving fault on the part of the 
Commonwealth contributed to the claim, loss or 
damage. 

11. Licences and approvals 

The Grantee must ensure that all persons engaged to 
work on the Grant Activity obtain and maintain all 
relevant licences, registrations or other approvals 
required by applicable laws or as directed by the 
Commonwealth, including but not limited to police 
checks, Working With Children checks and Working 
with Vulnerable People checks. 

12. Dispute resolution 

12.1 The parties agree not to initiate legal proceedings 
in relation to a dispute unless they have tried and failed 
to resolve the dispute by negotiation. 
12.2 The parties agree to continue to perform their 
respective obligations under this Agreement where a 
dispute exists. 
12.3 The procedure for dispute resolution does not 
apply to action relating to termination or urgent litigation. 

13. Termination for default 

The Commonwealth may terminate this Agreement by 
notice if it reasonably believes the Grantee: 

a. has breached this Agreement; or 
b. has provided false or misleading statements in their 

application for the Grant; or 
c. will be unable to complete the Grant Activity; or 
d. has become bankrupt or insolvent, entered into a 

scheme of arrangement with creditors, or come 
under any form of external administration. 

The Commonwealth will not be required to make any 
further payments of the Grant after the termination of 
the Agreement. 

14. General provisions 

14.1 A party is not by virtue of this Agreement an 
employee, agent or partner of the other party.  
14.2 This Agreement may only be varied by the parties’ 
signed written agreement. 
14.3 Clauses 3 (Spending of the Grant), 4 
(Repayment), 5 (Record keeping), and 7 (Grant Activity 
material) survive the expiry or termination of this 
Agreement. 
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Yes  No  

If yes, a customer service manager from AusIndustry will provide you with a form, to 
complete your new bank details. 

4. Certification 

I ...............................................................being a person duly authorised by the grantee hereby 
certify that: 

 the information in this report is accurate, complete and not misleading and that I understand 

the giving of false or misleading information is a serious offence under the Criminal Code 1995 

(Cth). 

 the activities identified above are for the purposes stated in the grant agreement. 

 I am aware of the grantee’s obligations under their grant agreement, including the need to keep 

the Commonwealth informed of any circumstances that may impact on the objectives, 

completion and/or outcomes of the agreed project. 

 I am aware that the grant agreement empowers the Commonwealth to terminate the grant 

agreement and to request repayment of funds paid to the grantee where the grantee is in 

breach of the grant agreement. 

Signed ................................................................................ Date       

[Position/ title] 
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What new knowledge was gained by your outgoing expert? How has this new knowledge 

benefitted the incubator and start-ups? 

      

b) Do the achieved project outcomes align with those specified in the grant agreement? 

Yes  No  

If no, explain why. 

      

c) Attach copies of any published reports and promotional material, relating to the project, and list 

them below. 

      

d) Are there any planned events relating to the project that you are 

required to notify us about in accordance with your agreement? 
 yes  no 

If yes, please provide details of the event including date, time, purpose of the event and 
key stakeholders expected to attend.  

      

3. Project benefits 

a) Explain how your project will continue to have an impact now that the grant project has 

finished. 

      

b) Outline the number and type of Expert in Residence services that were provided to start up 

participants through your incubator. 

Examples of these may include advice or services for business capability; financial; marketing; 

product development; resourcing; access to facilities and equipment; workshops; mentoring; 

events. 
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AusIndustry 

<Insert State office address> 

<Insert State office suburb, state, 

postcode> 

GPO Box 2013 

Canberra ACT 2601 Australia 

Web: www.industry.gov.au 

ABN: 74 599 608 295 

<Insert contact name> 

<Insert contact title> 

<Insert company name> 

<Insert address> 

<Insert suburb, state, postcode> 

Dear <Insert contact name> 

Incubator Support Initiative – Expert in Residence – Payment 

Project Number: <insert SGMS project number> 

Project Title: <insert SGMS project title> 

Further to our letter dated <insert date> advising that your grant application under the Incubator Support 

Initiative was successful, I am pleased to advise that a payment of $<insert payment amount> will shortly be 

deposited into your nominated bank account.  

Please find attached a Recipient Created Tax Invoice (RCTI) for your records. 

If you have any queries please do not hesitate to contact me on <insert CSM phone number> or <insert CSM 

email address>. 

Kind Regards, 

<insert CSM name> 

<insert CSM title> 

<insert CSM state office> - AusIndustry 

Department of Industry, Innovation and Science 

<Insert date>  
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Incubator Support - NEI - final project report V January 2018 Page 2 of 6 

 

2. Project outcomes 

a. Outline the project outcomes achieved by the project end date. 

Did you achieve the project outcomes as anticipated? Describe how many cohorts, workshops or 

events were delivered; how many startups successfully completed your incubator or accelerator 

program; how many services your incubator provided. Provide details on the total investment 

raised, increase in employee numbers across startups, did your Incubator assist startups with any 

other significant achievement such as IPO; commercialisation; partnerships/collaborations. 

      

b. Do the achieved project outcomes align with those specified in the grant agreement? 

Yes  No  

If no, explain why. 

      

c. Attach copies of any published reports and promotional material, relating to the project, 

and list them below. 

      

d. Are there any planned events relating to the project that you are 

required to notify us about in accordance with your agreement? 

 yes  no 

If yes, please provide details of the event including date, time, purpose of the event and 

key stakeholders expected to attend.  

 

3. Project benefits 

a. Explain how your project will continue to have an impact now that the grant project has 

finished. 

      

b. Outline the number and type of services that were provided to start-up participants through 

your project.  

Examples of these may include advice or services for business capability; financial; marketing; 

product development; resourcing; access to facilities and equipment; workshops; mentoring; 

events. 
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[Program name] -  
Independent audit report 

Background 

These templates assist grant recipients (and their auditors) to understand the audit requirements 
under a [program name] grant agreement. For further information contact us on 13 28 46 or at 
business.gov.au. 

All [program name] grant recipients enter into a grant agreement with the Commonwealth. Under 
this grant agreement, when an independent audit report is required the grant recipient must provide 
us with: 

 a statement of grant income and expenditure against the expenditure categories under the

grant agreement (attachment A)

 an independent audit report on the statement of grant income and expenditure (attachment B)

 certification of certain matters by the auditor (attachment C).

You can find additional information on [program name] at business.gov.au or by calling us on 
13 28 46. 

Eligible expenditure 

Advice on eligible expenditure for projects under the [program name] can be found in [program 
name] program guidelines. These guidelines are revised from time to time and therefore more than 
one version of the document may exist. For [program name] grant recipients, the relevant 
guidelines are those that were effective at the time the application was accepted.  

It is essential that grant recipients and their auditors understand the [program name] eligible 
expenditure requirements because these determine whether, and the extent to which, certain costs 
are reportable and claimable. 

The amount of grant funding we approve is based on the grant recipient’s estimated eligible 
expenditure, as provided in their application. However, the grant funding any grant recipient is 
ultimately entitled to receive is determined against actual eligible expenditure incurred and paid for 
on the project. The grant amount specified in the grant agreement is the maximum amount the 
grant recipient may be paid. 

The expenditure reported in the ’statement of grant income and expenditure’ at attachment A must 
represent actual ‘eligible expenditure’ paid on the project during that period. 
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2. Statement of eligible expenditure 

Details of the eligible expenditure that has been incurred and paid for during the reporting period 
must be reported in the tables provided at Section 4 of the ISI final report.  

Comment on any variance between the expenditure items and amounts detailed in the grant 
agreement and the actual items and amounts detailed in Section 4 of the ISI final report. 

[enter details] 

3. Note to the statement of eligible expenditure. 

3.1. Eligible expenditure 

The eligible expenditure as reported in the statement of eligible expenditure is in accordance with 
the [program name] program guidelines. 

3.2. Basis of compilation 

This statement of eligible expenditure has been prepared to meet the requirements of the grant 
agreement between [enter grant recipient name] and the Commonwealth represented by the 
Department of Industry, Innovation and Science. Significant accounting policies applied in the 
compilation of the statement of grant income and expenditure include the following: 

[enter details] 
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4. Certification by directors [if not director, replace with appropriate 
equivalent] 

[Grant recipient name] 

[Project number] 

For the period [dd/ mm/yyyy] to [dd/ mm/yyyy] 

We confirm that, to the best of our knowledge and believe, having made such enquiries as we 
considered necessary for the purpose of appropriately informing ourselves: 

Statement of grant income and expenditure 

a. We have fulfilled our responsibilities for the preparation of the statement of grant income 

and expenditure in accordance with the cash basis of accounting and the terms of the 

grant agreement with the Commonwealth, represented by the Department of Industry, 

Innovation and Science dated [enter date]; in particular, the statement of grant income and 

expenditure presents fairly in accordance therewith. 

b. All events subsequent to the date of the statement of grant income and expenditure which 

require adjustment or disclosure so as to present fairly the statement of grant income and 

expenditure, have been adjusted or disclosed. 

c. [Where applicable] The effects of uncorrected misstatements are immaterial, both 

individually and in the aggregate, to the statement of grant income and expenditure as a 

whole. A list of the uncorrected misstatements is attached to this representation letter. 

d. That all grant recipient contributions and other financial assistance were spent for the 

purpose of the project and in accordance with the grant agreement and that the grant 

recipient has complied with the grant agreement and relevant accounting policies. 

e. That salaries and allowances paid to persons involved in the project are in accordance with 

any applicable award or agreement in force under any relevant law on industrial or 

workplace relations. 

Signature ......................................................................................  

Name [enter name] 

Director 

Date [dd/mm/yyyy] 

Signature ......................................................................................  

Name [enter name] 

Director 

Date [dd/mm/yyyy] 
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5. For Auditor use only 

I certify that this statement of grant income and expenditure is the one used to prepare my 
independent audit report dated [enter date] for the Department of Industry, Innovation and Science. 

Signature ......................................................................................  

Name [enter name] 

Position [enter position] 

Auditor’s employer [enter employer name] 

Date [dd/mm/yyyy] 
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Attachment B - Independent audit report 

Background for auditors 

The purpose of the independent audit report is to provide us with an auditor's opinion on the grant 
recipient’s statement of grant income and expenditure. The statement of grant income and 
expenditure is prepared by the grant recipient to correspond with the expenditure reported to the 
department by the grant recipient for the same period, in the process of claiming grant payments. 

The independent audit report must be prepared by a person who is an approved auditor. 

An approved auditor is a person who is: 

a. registered as a company auditor under the Corporations Act 2001 or an appropriately 

qualified member of Chartered Accountants Australia and New Zealand, or of CPA 

Australia or the Institute of Public Accountants; and 

b. not a principal, member, shareholder, officer, agent, subcontractor or employee of the 

grant recipient or of a related body corporate or a Connected Entity. 

The audit should be undertaken and reported in accordance with Australian Auditing Standards.  

The independent audit report must follow the required format and include any qualification 
regarding the matters on which the auditor provides an opinion. We may follow up any 
qualifications with the grant recipient or auditor. The independent audit report must be submitted on 
the auditor's letterhead. 

Auditors must comply with the professional requirements of Chartered Accountants Australia and 
New Zealand, CPA Australia and the Institute of Public Accountants in the conduct of their audit. 

If the auditor forms an opinion that the statement of grant income and expenditure does not give a 
true and fair view of the eligible expenditure for the period, the independent audit report should be 
qualified and the error quantified in the qualification section of the independent audit report. 

The required independent audit report format follows. 
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Auditor’s report 

Independent audit report in relation to [grant recipient name]’s statement of grant income and 
expenditure to the Commonwealth, represented by the Department of Industry, Innovation and 
Science (the department). 

We have audited: 

a. the accompanying statement of grant income and expenditure of [grant recipient name] for 

the period [dd/mm/yyyy] to [dd/mm/yyyy], a summary of significant accounting policies and 

other explanatory information, and management’s attestation statement thereon (together 

“the financial statement”). The financial statement has been prepared by management 

using the cash basis of accounting described in note 3.2 to the financial statement; and 

b. [grant recipient name]'s compliance with the terms of the grant agreement between [grant 

recipient name] and the Commonwealth dated [date of agreement] for the period 

[dd/mm/yyyy] to [dd/mm/yyyy] (the grant agreement). 

We have: 

a. reviewed [grant recipient name]’s statement of labour costs in support of its claim of eligible 

expenditure[; and 

b. performed limited assurance procedures on [grant recipient name]’s statement of 

employee numbers under the grant agreement]. 

Management’s responsibility 

Management is responsible for:  

a. the preparation and fair presentation of the financial statement in accordance with the 

basis of accounting described in note 3.2, this includes determining that the cash basis of 

accounting is an acceptable basis for the preparation of the financial statement in 

accordance with the grant agreement;  

b. compliance with the terms of the grant agreement;  

c. the preparation of the statement of employee numbers and labour costs in support of 

eligible expenditure; and  

d. such internal control as management determines is necessary to:  

i enable the preparation of the financial statement and the statement of [employee 

numbers and ]labour costs that are free from material misstatement, whether due 

to fraud or error; and  

ii enable compliance with the terms of the grant agreement.  

Auditor’s responsibility  

Our responsibilities are:  

a. To express an opinion, based on our audit, on:  

i the financial statement; and  

ii [Grant recipient name]’s compliance, in all material respects, with the terms of the 

grant agreement; and  

b. To conclude based on:  
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i our review procedures, on the statement of labour costs; and  

ii our limited assurance procedures on the statement of employee numbers.  

We conducted our audit of the financial statement in accordance with Australian Auditing 

Standards; our audit of compliance with the grant agreement in accordance with ASAE 3100, our 

review of the statement of labour costs in accordance with ASRE 2405[; and our limited assurance 

procedures on employee numbers in accordance with ASAE 3000]. The applicable Standards 

require that we comply with relevant ethical requirements and plan and perform our work to:  

a. obtain reasonable assurance about whether the financial statement is free from material 

misstatement and that [grant recipient name] has complied, in all material respects, with 

the terms of the grant agreement; and  

b. obtain limited assurance as to whether anything has come to our attention that causes us 

to believe that the statements of employee numbers and labour costs are materially 

misstated.  

An audit involves performing procedures to obtain audit evidence about the amounts and 

disclosures in the financial statement and about the grant recipient’s compliance with the grant 

agreement. The procedures selected depend on the auditor’s judgement, including the assessment 

of the risks of material misstatement of the financial statement, whether due to fraud or error. In 

making those risk assessments, the auditor considers internal control relevant to the grant 

recipient’s preparation and fair presentation of the financial statement, and to the grant recipient’s 

compliance with the grant agreement, in order to design audit procedures that are appropriate in 

the circumstances, but not for the purpose of expressing an opinion on the effectiveness of the 

grant recipient’s internal control. An audit also includes evaluating the appropriateness of 

accounting policies used by management, as well as evaluating the overall presentation of the 

financial statement.  

A review consists of making enquiries and applying analytical and other review procedures. A 

review is substantially less in scope than an audit conducted in accordance with Auditing 

Standards and consequently does not enable us to obtain assurance that we would become aware 

of all significant matters that might be identified in an audit. Accordingly, we do not express an audit 

opinion on the statement of labour costs.  

A limited assurance engagement undertaken in respect of the statement of employee numbers, in 

accordance with ASAE 3000 involves [level of detail about procedures to be determined by the 

auditor]. The procedures performed in a limited assurance engagement vary in nature and timing 

from, and are less in extent than for, a reasonable assurance engagement; and consequently, the 

level of assurance obtained in a limited assurance engagement is substantially lower than the 

assurance that would have been obtained had a reasonable assurance engagement been 

performed.  

We believe that the evidence we have obtained is sufficient and appropriate to provide a basis for 

our audit opinion, review and limited assurance conclusions. 

Opinion  

In our opinion: 

a. the financial statement presents fairly, in all material respects, the grant income and 

expenditure of [grant recipient name] for the period [dd/mm/yyyy] to [dd/mm/yyyy] in 

accordance with the cash basis of accounting described in note 3.2 and the terms of the 

grant agreement, dated [date of agreement], with the Commonwealth; and  
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b. [Grant recipient name] has complied, in all material respects, with the requirements of the 

grant agreement between the organisation and the Commonwealth dated [date of 

agreement], for the period [dd/mm/yyyy] to [dd/mm/yyyy].  

Basis of Accounting and Restriction on Distribution  

Without modifying our opinion, we draw attention to note 3.2 to the financial statement, which 

describes the basis of accounting. The financial statement is prepared to provide information to the 

department in accordance with the grant agreement, dated [date of agreement]. As a result, the 

financial statement may not be suitable for another purpose. 

Use of Report  

This report has been prepared for [Grant recipient name] and the department in accordance with 

the requirements of the grant agreement between [grant recipient name] and the Commonwealth, 

dated [date of agreement]. We disclaim any assumption of responsibility for any reliance on this 

report to any persons or users other than [grant recipient name] and the department, or for any 

purpose other than that for which it was prepared. 

Conclusions  

Based on:  

a. Our review, which is not an audit, nothing has come to our attention that causes us to 

believe that the statement of labour costs in the period [dd/mm/yyyy] to [dd/mm/yyyy] is 

not, in all material respects, fairly presented in accordance with the grant agreement dated 

[date of agreement] with the Commonwealth[; and  

b. The procedures we have performed and the evidence we have obtained, nothing has come 

to our attention that causes us to believe that the statement of employee numbers as at 

[dd/mm/yyyy] is not prepared, in all material respects, in accordance with the grant 

agreement dated [date of agreement] with the Commonwealth].  

 

Auditor’s signature  ...........................................................................................................  

Name [enter name] 

Auditor’s employer [enter employer name] 

Employer’s address [enter address] 

Qualifications [enter qualification] 

Position [enter position] 

Date [dd/mm/yyyy]

DISR – for release under the FOI Act Document 28 - 76646

9



For Official Use Only 

Independent audit report 171017 10 of 11 

Attachment C - Certification of certain matters by the auditor  

The department also requires a certification of certain matters by the auditor in addition to the 
independent audit report. This should be submitted with the statement of grant income and 
expenditure and independent audit report. 

The auditor who signs this certification must also initial and date a copy of the grant recipient’s 
statement of eligible expenditure. The department will not accept an independent audit report that 
lacks this attachment. 

The required format of certification is on the following page.
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[print on auditor letterhead] 

[addressee] 
Department of Industry, Innovation and Science 
GPO Box 2013 
Canberra ACT 2601 
 

I understand that the Commonwealth, represented by the Department Industry, Innovation and 
Science and [grant recipient name] have entered into a grant agreement for the provision of financial 
assistance under the [program name] to the grant recipient for the project. A condition of funding 
under the grant agreement is that the grant recipient provides a statement of grant income and 
expenditure certifying that expenditure on approved project items has been incurred within the 
relevant audit period and paid in accordance with the program guidelines, and is supportable by 
appropriate documentation. 

In fulfilment of the condition, I hereby certify that: 

a. I am a member of Chartered Accountants Australia and New Zealand/ CPA Australia/ the 

Institute of Public Accountants (as a Public Practice Certified Member). 

b. I have prepared the independent audit report on [grant recipient name]’s, statement of grant 

income and expenditure in accordance with the details of the grant agreement between the 

grant recipient and the Commonwealth, project no [project no] dated [dd/mm/yyyy]. 

c. I have reviewed the grant agreement between the grant recipient and the Commonwealth, 

project no [project no] dated [dd/mm/yyyy], and related program guidelines and understand 

the requirements pertaining to financial reporting and eligible expenditure contained therein. 

d. I have signed the attached copy of [grant recipient name]'s statement of eligible expenditure 

that I used to prepare the independent audit report. 

e. I have complied with the professional independence requirements of Chartered Accountants 

Australia and New Zealand/ CPA Australia/the Institute of Public Accountants. I specifically 

certify that I: 

i am not, and have not been, a director, office holder, or employee of [grant recipient 

name] or related body corporate of [grant recipient name] 

ii have not been previously engaged by [grant recipient name] for the purpose of 

preparing their [program name] application or any report required under the grant 

agreement 

iii have no financial interest in [grant recipient name]. 

Signature ......................................................................................  

Name [enter name] 

Qualifications [enter qualification] 

Position [enter position] 

Date [dd/mm/yyyy] 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Report due reminder 

This is a reminder that your <insert report name> is due on or before <report due date>. 

Your report will enable us to assess your progress against the agreed project milestones, and to 
calculate and process any payments that may be due. 

Once we receive a satisfactorily completed report we will process as quickly as possible. We 
cannot make any further grant payments until we receive a satisfactory report. 

Your grant agreement details all your reporting obligations. 

If you foresee any problem in submitting the report by its due date, or if you would like to discuss 
this matter further, please contact me on <phone number>. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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If yes, a customer service manager from AusIndustry will provide you with a form, to 

complete your new bank details. 

4. Certification 

I ...............................................................being a person duly authorised by the grantee hereby 

certify that: 

 the information in this report is accurate, complete and not misleading and that I understand 

the giving of false or misleading information is a serious offence under the Criminal Code 1995 

(Cth). 

 the activities identified above are for the purposes stated in the grant agreement. 

 I am aware of the grantee’s obligations under their grant agreement, including the need to keep 

the Commonwealth informed of any circumstances that may impact on the objectives, 

completion and/or outcomes of the agreed project. 

 I am aware that the grant agreement empowers the Commonwealth to terminate the grant 

agreement and to request repayment of funds paid to the grantee where the grantee is in 

breach of the grant agreement. 

Signed ................................................................................ Date       

[Position/ title] 
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2. Project outcomes 

a. Outline the project outcomes achieved by the project end date. 

Did you achieve the project outcomes as anticipated? Describe how many cohorts, workshops or 

events were delivered; how many startups successfully completed your incubator or accelerator 

program; how many services your incubator provided. Provide details on the total investment 

raised, increase in employee numbers across startups, did your Incubator assist startups with any 

other significant achievement such as IPO; commercialisation; partnerships/collaborations. 

      

b. Do the achieved project outcomes align with those specified in the grant agreement? 

Yes  No  

If no, explain why. 

      

c. Attach copies of any published reports and promotional material, relating to the project, 

and list them below. 

      

d. Are there any planned events relating to the project that you are 

required to notify us about in accordance with your agreement? 

 yes  no 

If yes, please provide details of the event including date, time, purpose of the event and 

key stakeholders expected to attend.  

 

3. Project benefits 

a. Explain how your project will continue to have an impact now that the grant project has 

finished. 

      

b. Outline the number and type of services that were provided to start-up participants through 

your project.  

Examples of these may include advice or services for business capability; financial; marketing; 

product development; resourcing; access to facilities and equipment; workshops; mentoring; 

events. 
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Incubator Support  
Board / CEO approval letter 

Incubator Support  

AusIndustry 

Department of Industry, Innovation and Science 

To the Program Manager 

Incubator Support 

This letter confirms support for the project contained in the application from  for the Incubator 

Support Initiative. It also confirms that  can complete the project and meet the cost of the 

project not covered by grant funding should our application be successful. 

Signature .................................................................................... 

Name ................................................................................. 

Position title ..................................................................... 

of organisation ................................................................. 

Date ................................................................................. 

If your organisation has a Board of Management a signature from the Managing Director 

representing the board is required. If you do not have a board the Chief Executive Officer should 

sign this letter. 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support> - Successful application 

Your application submitted under the Incubator Support initiative was successful. 

Name of project <project name> 

Maximum grant funding amount <funding amount> 

Capped Amount for financial year 

<year 1> 

<amount year 1> 

Capped Amount for financial year 

<year 2> 

<amount year 2> 

Capped Amount for financial year 

<year 3> 

<amount year 3> 

Grant percentage Up to <grant %> 

Total eligible project expenditure <total project expenditure> 

Special conditions n/a or <special conditions> 

You need to enter into a grant agreement with the Department of Industry, Innovation and Science 
acting on behalf of the Commonwealth. We will confirm details specific to your project and provide 
the agreement to you shortly. We have attached a sample grant agreement for your information. 

We cannot make any grant payments until we execute the grant agreement with you. ‘Execute’ 
means both you and the Commonwealth Government sign the grant agreement. You will be 
responsible for any expenses incurred before we execute the grant agreement. 

The program guidelines explain how we will manage the grant agreement and inform you of your 
obligations. This includes notifying us immediately if the project or your circumstances change 
significantly from that described in your application. 

Please contact me on <phone number> if you have any questions. 
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Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Unsuccessful application 

Thank you for your application under the Incubator Support initiative. 

This is a merit based program. Successful applications had to rate highly against each merit 
criterion taking into consideration the project size, complexity, grant amount requested, and the 
risks associated with the project. 

Unfortunately your application was not successful as it did not rate sufficiently highly against all of 
the merit criteria. Please refer to the attached feedback provided on your application against the 
merit criteria. 

Decisions are final and will not be reviewed. 

However, you are welcome to submit a new application which includes new or additional 
information to address the points raised above.  

Thank you for your interest in the Incubator Support initiative. 

We offer a number of other programs and services to support Australian industry, to find out more 
visit www.business.gov.au. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 

DISR – for release under the FOI Act Document 38 - 76646

1



For Official Use Only 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Application withdrawal 

Thank you for informing us that <organisation name> has decided to withdraw its application 
submitted under the Incubator Support initiative. 

We have updated our records.  

If we can help in any other way please visit business.gov.au or contact me on <phone number>. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Commonwealth Grant Agreement 
between the Commonwealth represented by 

[Entity name] 

and 

[Grantee] 

[Reference number] 

NB: This is an example grant agreement intended for use with the Incubator Support initiative for 

New and Existing Incubators grants. The Commonwealth reserves the option to amend or adjust 

the form of the grant agreement. 
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Background 

The Commonwealth has agreed to enter this Agreement under which the Commonwealth will 

provide the Grantee with one or more Grants for the purpose of assisting the Grantee to undertake 

the associated Activity. 

The Grantee agrees to use [each/ the] Grant and undertake [each/ the] Activity in accordance with 

this Agreement and the relevant Grant Details. 

Scope of this Agreement 

This Agreement comprises: 

(a) this document; 

(b) the Supplementary Terms (if any); 

(c) the General Grant Conditions (Schedule 1); 

(d) the Grant Details;  

(e) any other document referenced or incorporated in the Grant Details. 

Each set of Grant Details, including Supplementary Terms (if any), only applies to the particular 

Grant and Activity covered by that set of Grant Details and a reference to the ‘Agreement’ in the 

Grant Details or the Supplementary Terms is a reference to the Agreement in relation to that 

particular Grant and Activity. If there is any ambiguity or inconsistency between the documents 

comprising this Agreement in relation to a Grant, the document appearing higher in the list will have 

precedence to the extent of the ambiguity or inconsistency.  

This Agreement represents the Parties' entire agreement in relation to each Grant provided under it 

and the relevant Activity and supersedes all prior representations, communications, agreements, 

statements and understandings, whether oral or in writing. 

Certain information contained in or provided under this Agreement may be used for public reporting 

purposes. 
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G11 Jurisdiction 

G11.1 This Agreement is governed by the law of the Australian Capital Territory. 

G12 Grantee trustee of a Trust (if applicable) 

G12.1 In this clause, 'Trust' means the trust specified in the Parties to the Agreement section of 

this Agreement. 

G12.2 The Grantee warrants that: 

(a) it is the sole trustee of the Trust 

(b) it has full and valid power and authority to enter into this Agreement and perform the 

obligations under it on behalf of the Trust 

(c) it has entered into this Agreement for the proper administration of the Trust; 

(d) all necessary resolutions, consents, approvals and procedures have been obtained 

or duly satisfied to enter into this Agreement and perform the obligations under it; 

and 

(e) it has the right to be indemnified out of the assets of the Trust for all liabilities 

incurred by it under this Agreement. 
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Signatures 

Executed as an agreement: 

Template Instructions: You will need to consider the legal status and structure of the Grantee. 

The execution clause may need to be amended to reflect this. You should contact your legal area if 

you have any uncertainty as to how the Grantee should execute the Agreement. This is particularly 

the case where the Grantee is a partnership or a trust, or where the Grantee proposes an 

alternative form of execution clause. 

Commonwealth 

Signed for and on behalf of the Commonwealth of Australia as represented by the Department of 

Industry, Innovation and Science [or insert entity name] 

Name 

(print) 

 

Position 

(print) 

 

Signature and date 
 

Witness name 

(print) 

 

Signature and date 
 

 

Template Instructions: Select or insert the appropriate signature block depending on the nature of 

Grantee. Delete the signature blocks that are not used. 

Grantee 

[or] 

Template Instructions: Use this signature block if Grantee is a company. 

Name of Company 
[insert name of company and any ABN, ACN or ARBN] 

Director name 

(print) 

 

Signature and date 
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Director/ Company Secretary name 

(print) 

 

Signature and date 
 

[or] 

Template Instructions: Use this signature block if Grantee is an Incorporated Association. 

Full legal name of the Grantee 
[insert name of incorporated association and any ABN or 

other registration number] 

Public officer’s name 

(print) 

 

Signature and date 
 

Committee Member/ Secretary 

name 

(print) 

 

Signature and date 
 

[or] 

Template Instructions: Use this signature block if Grantee is a Local Governing Body or 

Unincorporated Association 

Name 

(print) 

 

Position 

(print) 

 

Signature and date 
 

Witness name 

(print) 

 

Signature and date 
 

Template Instructions: If Grantee is a trustee of a Trust, you should confirm the legal status of the 

trustee and use the appropriate execution clause. For example, if the trustee is a company, use the 

company execution clause. Make sure that you use the name of the trustee (NOT the Trust) as the 
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'name' of the Grantee- as the trustee is the legal entity entering into the Agreement. If requested by 

the Grantee, the words 'as trustee of the XXX Trust' could be included at the end of the name. 
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Schedule 1 Commonwealth General Grant Conditions 
23. Undertaking the Activity 

The Grantee agrees to undertake the Activity in 
accordance with this Agreement. 

24. Acknowledgements 

The Grantee agrees to acknowledge the 
Commonwealth’s support in Material published in 
connection with this Agreement and agrees to use 
any form of acknowledgment the Commonwealth 
reasonably specifies. 

25. Notices 

3.0 The Parties agree to notify the other Party of 
anything reasonably likely to affect the 
performance of the Activity or otherwise 
required under this Agreement. 

3.1 A notice under this Agreement must be in 
writing, signed by the Party giving notice 
and addressed to the other Party’s 
representative. 

26. Relationship between the Parties 

A Party is not by virtue of this Agreement the 
employee, agent or partner of the other Party and 
is not authorised to bind or represent the other 
Party. 

27. Subcontracting  

3.0 The Grantee remains responsible for 
compliance with this Agreement, including in 
relation to any tasks undertaken by 
subcontractors. 

3.1 The Grantee agrees to make available to 
the Commonwealth the details of any of its 
subcontractors engaged to perform any 
tasks in relation to this Agreement upon 
request. 

28. Conflict of interest 

The Grantee agrees to notify the Commonwealth 
promptly of any actual, perceived or potential 
conflicts of interest which could affect its 
performance of this Agreement and agrees to take 
action to resolve the conflict.  

29. Variation 

This Agreement may be varied in writing only, 
signed by both Parties. 

30. Payment of the Grant 

3.0 The Commonwealth agrees to pay the 
Grant to the Grantee in accordance with the 
Grant Details. 

3.1 The Commonwealth may by notice withhold 
payment of any amount of the Grant where 
it reasonably believes the Grantee has not 
complied with this Agreement or is unable to 
undertake the Activity. 

3.2 A notice under clause 8.2 will contain the 
reasons for any payment being withheld and 
the steps the Grantee can take to address 
those reasons. 

3.3 The Commonwealth will pay the withheld 
amount once the Grantee has satisfactorily 
addressed the reasons contained in a notice 
under clause 8.2. 

31. Spending the Grant 

3.0 The Grantee agrees to spend the Grant for 
the purpose of undertaking the Activity only. 

3.1 The Grantee agrees to provide a statement 
signed by the Grantee verifying the Grant 
was spent in accordance with the Grant 
Details. 

32. Repayment 

3.0 If any of the Grant has been spent other 
than in accordance with this Agreement or 
any amount of the Grant is additional to the 
requirements of the Activity, the Grantee 
agrees to repay that amount to the 
Commonwealth unless agreed otherwise.  

3.1 The amount to be repaid under clause 10.1 
may be deducted by the Commonwealth 
from subsequent payments of the Grant. 

33. Record keeping 

The Grantee agrees to maintain records of the 
expenditure of the Grant.  

34. Intellectual Property 

3.0 The Grantee owns the Intellectual Property 
Rights in Material created undertaking the 
Activity.  

3.1 The Grantee gives the Commonwealth a 
non-exclusive, irrevocable, royalty-free 
licence to use, reproduce, publish and adapt 
Reporting Material for Commonwealth 
Purposes. 

3.2 The licence in clause 12.2 does not apply to 
Activity Material. 

3.3 This Agreement does not affect the 
ownership of Intellectual Property Rights in 
Existing Material. 

35. Privacy 

When dealing with Personal Information in carrying 
out the Activity, the Grantee agrees not to do 
anything which, if done by the Commonwealth, 
would be a breach of an Australian Privacy 
Principle. 

36. Confidentiality 

The Parties agree not to disclose each other’s 
confidential information without prior written 
consent unless required or authorised by law or 
Parliament. 

37. Insurance 

The Grantee agrees to maintain adequate 
insurance for the duration of this Agreement and 
provide the Commonwealth with proof when 
requested. 

38. Indemnities 

3.0 The Grantee indemnifies the 
Commonwealth, its officers, employees and 
contractors against any claim, loss or 
damage arising in connection with the 
Activity. 

3.1 The Grantee's obligation to indemnify the 
Commonwealth will reduce proportionally to 
the extent any act or omission involving fault 
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on the part of the Commonwealth 
contributed to the claim, loss or damage. 

39. Dispute resolution 

3.0 The Parties agree not to initiate legal 
proceedings in relation to a dispute unless 
they have tried and failed to resolve the 
dispute by negotiation.  

3.1 The Parties agree to continue to perform 
their respective obligations under this 
Agreement where a dispute exists. 

3.2 The procedure for dispute resolution does 
not apply to action relating to termination or 
urgent litigation. 

40. Termination for default 

The Commonwealth may terminate this Agreement 
by notice where it reasonably believes the Grantee: 

(a) has breached this Agreement; or  

(b) has provided false or misleading statements 
in their application for the Grant; or  

(c) has become bankrupt or insolvent, entered 
into a scheme of arrangement with creditors, or 
come under any form of external administration. 

41. Cancellation for convenience 

3.0 The Commonwealth may cancel this 
Agreement by notice, due to 

(a) a change in government policy; or  

(b) a Change in the Control of the Grantee, 
which the Commonwealth believes will negatively 
affect the Grantee’s ability to comply with this 
Agreement. 

3.1 The Grantee agrees on receipt of a notice of 
cancellation under clause 19.1 to: 

(a) stop the performance of the Grantee's 
obligations as specified in the notice; and  

(b) take all available steps to minimise loss 
resulting from that cancellation. 

3.2 In the event of cancellation under clause 
19.1, the Commonwealth will be liable only 
to: 

(a) pay any part of the Grant due and owing to 
the Grantee under this Agreement at the date of 
the notice; and 

(b) reimburse any reasonable expenses the 
Grantee unavoidably incurs that relate directly to 
the cancellation and are not covered by 19.3(a). 

3.3 The Commonwealth’s liability to pay any 
amount under this clause is subject to: 

(a) the Grantee's compliance with this 
Agreement; and 

(b) the total amount of the Grant. 

3.4 The Grantee will not be entitled to 
compensation for loss of prospective profits 
or benefits that would have been conferred 
on the Grantee. 

42. Survival 

Clauses 10, 12, 13, 14, 16, 20 and 21 survive 
termination, cancellation or expiry of this 
Agreement. 

43. Definitions 

In this Agreement, unless the contrary appears: 

 Activity means the activities described in the 
Grant Details. 

 Activity Material means any Material, other 
than Reporting Material, created or developed by 
the Grantee as a result of the Activity. 

 Agreement means the Grant Details, 
Supplementary Terms (if any), the Commonwealth 
General Grant Conditions and any other document 
referenced or incorporated in the Grant Details. 

 Australian Privacy Principle has the same 
meaning as in the Privacy Act 1988. 

 Change in the Control means any change in 
any person(s) who directly exercise effective 
control over the Grantee. 

 Commonwealth means the Commonwealth of 
Australia as represented by the Commonwealth 
entity specified in the Agreement and includes, 
where relevant, its officers, employees, contractors 
and agents.  

 Commonwealth General Grant Conditions 
means this document. 

 Commonwealth Purposes does not include 
commercialisation or the provision of the Material 
to a third party for its commercial use. 

 Completion Date means the date or event 
specified in the Grant Details. 

 Existing Material means Material developed 
independently of this Agreement that is 
incorporated in or supplied as part of Reporting 
Material. 

 Grant means the money, or any part of it, 
payable by the Commonwealth to the Grantee as 
specified in the Grant Details. 

 Grantee means the legal entity specified in the 
Agreement and includes, where relevant, its 
officers, employees, contractors and agents. 

 Grant Details means the document titled 
Grant Details that forms part of this Agreement. 

 Intellectual Property Rights means all 
copyright, patents, registered and unregistered 
trademarks (including service marks), registered 
designs, and other rights resulting from intellectual 
activity (other than moral rights under the Copyright 
Act 1968). 

 Material includes documents, equipment, 
software (including source code and object code 
versions), goods, information and data stored by 
any means including all copies and extracts of 
them. 

 Party means the Grantee or the 
Commonwealth. 

 Personal Information has the same meaning 
as in the Privacy Act 1988. 

 Reporting Material means all Material which 
the Grantee is required to provide to the 
Commonwealth for reporting purposes as specified 
in the Grant Details.
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Project outcomes 

a. Outline the project outcomes achieved by the project end date. 

Did you achieve the project outcomes as anticipated? Describe how many cohorts, workshops or 

events were delivered; how many startups successfully completed your incubator or accelerator 

program; how many services your incubator provided. Provide details on the total investment 

raised, increase in employee numbers across startups, did your Incubator assist startups with any 

other significant achievement such as IPO; commercialisation; partnerships/collaborations. 

      

b. Do the achieved project outcomes align with those specified in the grant agreement? 

Yes  No  

If no, explain why. 

      

c. Attach copies of any published reports and promotional material, relating to the project, 

and list them below. 

      

d. Are there any planned events relating to the project that you are 

required to notify us about in accordance with your agreement? 

 yes  no 

If yes, please provide details of the event including date, time, purpose of the event and 

key stakeholders expected to attend.  

 

Project benefits 

a. Explain how your project will continue to have an impact now that the grant project has 

finished. 

      

b. Outline the number and type of services that were provided to start-up participants through 

your project.  
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Appendix 3 
[Program name] -  
Independent audit report 

Background 

These templates assist grant recipients (and their auditors) to understand the audit requirements 

under a [program name] grant agreement. For further information contact us on 13 28 46 or at 

business.gov.au. 

All [program name] grant recipients enter into a grant agreement with the Commonwealth. Under 

this grant agreement, when an independent audit report is required the grant recipient must provide 

us with: 

 a statement of grant income and expenditure against the expenditure categories under the 

grant agreement (attachment A) 

 an independent audit report on the statement of grant income and expenditure (attachment B) 

 certification of certain matters by the auditor (attachment C). 

You can find additional information on [program name] at business.gov.au or by calling us on 

13 28 46. 

Eligible expenditure 

Advice on eligible expenditure for projects under the [program name] can be found in [program 

name] program guidelines. These guidelines are revised from time to time and therefore more than 

one version of the document may exist. For [program name] grant recipients, the relevant 

guidelines are those that were effective at the time the application was accepted.  

It is essential that grant recipients and their auditors understand the [program name] eligible 

expenditure requirements because these determine whether, and the extent to which, certain costs 

are reportable and claimable. 

The amount of grant funding we approve is based on the grant recipient’s estimated eligible 

expenditure, as provided in their application. However, the grant funding any grant recipient is 

ultimately entitled to receive is determined against actual eligible expenditure incurred and paid for 

on the project. The grant amount specified in the grant agreement is the maximum amount the 

grant recipient may be paid. 

The expenditure reported in the ’statement of grant income and expenditure’ at attachment A must 

represent actual ‘eligible expenditure’ paid on the project during that period. 
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Statement of eligible expenditure 

Details of the eligible expenditure that has been incurred and paid for during the reporting period 

must be reported in the tables provided at Section 4 of the ISI final report.  

Comment on any variance between the expenditure items and amounts detailed in the grant 

agreement and the actual items and amounts detailed in Section 4 of the ISI final report. 

[enter details] 

Note to the statement of eligible expenditure. 

3.1 Eligible expenditure 

The eligible expenditure as reported in the statement of eligible expenditure is in accordance with 

the [program name] program guidelines. 

3.2  Basis of compilation 

This statement of eligible expenditure has been prepared to meet the requirements of the grant 

agreement between [enter grant recipient name] and the Commonwealth represented by the 

Department of Industry, Innovation and Science. Significant accounting policies applied in the 

compilation of the statement of grant income and expenditure include the following: 

[enter details] 
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4.  Certification by directors [if not director, replace with appropriate 
equivalent] 

[Grant recipient name] 

[Project number] 

For the period [dd/ mm/yyyy] to [dd/ mm/yyyy] 

We confirm that, to the best of our knowledge and believe, having made such enquiries as we 

considered necessary for the purpose of appropriately informing ourselves: 

Statement of grant income and expenditure 

a. We have fulfilled our responsibilities for the preparation of the statement of grant income 

and expenditure in accordance with the cash basis of accounting and the terms of the 

grant agreement with the Commonwealth, represented by the Department of Industry, 

Innovation and Science dated [enter date]; in particular, the statement of grant income and 

expenditure presents fairly in accordance therewith. 

b. All events subsequent to the date of the statement of grant income and expenditure which 

require adjustment or disclosure so as to present fairly the statement of grant income and 

expenditure, have been adjusted or disclosed. 

c. [Where applicable] The effects of uncorrected misstatements are immaterial, both 

individually and in the aggregate, to the statement of grant income and expenditure as a 

whole. A list of the uncorrected misstatements is attached to this representation letter. 

d. That all grant recipient contributions and other financial assistance were spent for the 

purpose of the project and in accordance with the grant agreement and that the grant 

recipient has complied with the grant agreement and relevant accounting policies. 

e. That salaries and allowances paid to persons involved in the project are in accordance with 

any applicable award or agreement in force under any relevant law on industrial or 

workplace relations. 

Signature ......................................................................................  

Name [enter name] 

Director 

Date [dd/mm/yyyy] 

Signature ......................................................................................  

Name [enter name] 

Director 

Date [dd/mm/yyyy] 
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5.  For Auditor use only 

I certify that this statement of grant income and expenditure is the one used to prepare my 

independent audit report dated [enter date] for the Department of Industry, Innovation and Science. 

Signature ......................................................................................  

Name [enter name] 

Position [enter position] 

Auditor’s employer [enter employer name] 

Date [dd/mm/yyyy] 
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Attachment B - Independent audit report 

Background for auditors 

The purpose of the independent audit report is to provide us with an auditor's opinion on the grant 

recipient’s statement of grant income and expenditure. The statement of grant income and 

expenditure is prepared by the grant recipient to correspond with the expenditure reported to the 

department by the grant recipient for the same period, in the process of claiming grant payments. 

The independent audit report must be prepared by a person who is an approved auditor. 

An approved auditor is a person who is: 

a. registered as a company auditor under the Corporations Act 2001 or an appropriately 

qualified member of Chartered Accountants Australia and New Zealand, or of CPA 

Australia or the Institute of Public Accountants; and 

b. not a principal, member, shareholder, officer, agent, subcontractor or employee of the 

grant recipient or of a related body corporate or a Connected Entity. 

The audit should be undertaken and reported in accordance with Australian Auditing Standards.  

The independent audit report must follow the required format and include any qualification 

regarding the matters on which the auditor provides an opinion. We may follow up any 

qualifications with the grant recipient or auditor. The independent audit report must be submitted on 

the auditor's letterhead. 

Auditors must comply with the professional requirements of Chartered Accountants Australia and 

New Zealand, CPA Australia and the Institute of Public Accountants in the conduct of their audit. 

If the auditor forms an opinion that the statement of grant income and expenditure does not give a 

true and fair view of the eligible expenditure for the period, the independent audit report should be 

qualified and the error quantified in the qualification section of the independent audit report. 

The required independent audit report format follows. 
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Auditor’s report 

Independent audit report in relation to [grant recipient name]’s statement of grant income and 

expenditure to the Commonwealth, represented by the Department of Industry, Innovation and 

Science (the department). 

We have audited: 

a. the accompanying statement of grant income and expenditure of [grant recipient name] for 

the period [dd/mm/yyyy] to [dd/mm/yyyy], a summary of significant accounting policies and 

other explanatory information, and management’s attestation statement thereon (together 

“the financial statement”). The financial statement has been prepared by management 

using the cash basis of accounting described in note 3.2 to the financial statement; and 

b. [grant recipient name]'s compliance with the terms of the grant agreement between [grant 

recipient name] and the Commonwealth dated [date of agreement] for the period 

[dd/mm/yyyy] to [dd/mm/yyyy] (the grant agreement). 

We have: 

a. reviewed [grant recipient name]’s statement of labour costs in support of its claim of eligible 

expenditure[; and 

b. performed limited assurance procedures on [grant recipient name]’s statement of 

employee numbers under the grant agreement]. 

Management’s responsibility 

Management is responsible for:  

a. the preparation and fair presentation of the financial statement in accordance with the 

basis of accounting described in note 3.2, this includes determining that the cash basis of 

accounting is an acceptable basis for the preparation of the financial statement in 

accordance with the grant agreement;  

b. compliance with the terms of the grant agreement;  

c. the preparation of the statement of employee numbers and labour costs in support of 

eligible expenditure; and  

d. such internal control as management determines is necessary to:  

i enable the preparation of the financial statement and the statement of [employee 

numbers and ]labour costs that are free from material misstatement, whether due 

to fraud or error; and  

ii enable compliance with the terms of the grant agreement.  

Auditor’s responsibility  

Our responsibilities are:  

a. To express an opinion, based on our audit, on:  

i the financial statement; and  

ii [Grant recipient name]’s compliance, in all material respects, with the terms of the 

grant agreement; and  
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b. To conclude based on:  

i our review procedures, on the statement of labour costs; and  

ii our limited assurance procedures on the statement of employee numbers.  

We conducted our audit of the financial statement in accordance with Australian Auditing 

Standards; our audit of compliance with the grant agreement in accordance with ASAE 3100, our 

review of the statement of labour costs in accordance with ASRE 2405[; and our limited assurance 

procedures on employee numbers in accordance with ASAE 3000]. The applicable Standards 

require that we comply with relevant ethical requirements and plan and perform our work to:  

a. obtain reasonable assurance about whether the financial statement is free from material 

misstatement and that [grant recipient name] has complied, in all material respects, with 

the terms of the grant agreement; and  

b. obtain limited assurance as to whether anything has come to our attention that causes us 

to believe that the statements of employee numbers and labour costs are materially 

misstated.  

An audit involves performing procedures to obtain audit evidence about the amounts and 

disclosures in the financial statement and about the grant recipient’s compliance with the grant 

agreement. The procedures selected depend on the auditor’s judgement, including the assessment 

of the risks of material misstatement of the financial statement, whether due to fraud or error. In 

making those risk assessments, the auditor considers internal control relevant to the grant 

recipient’s preparation and fair presentation of the financial statement, and to the grant recipient’s 

compliance with the grant agreement, in order to design audit procedures that are appropriate in 

the circumstances, but not for the purpose of expressing an opinion on the effectiveness of the 

grant recipient’s internal control. An audit also includes evaluating the appropriateness of 

accounting policies used by management, as well as evaluating the overall presentation of the 

financial statement.  

A review consists of making enquiries and applying analytical and other review procedures. A 

review is substantially less in scope than an audit conducted in accordance with Auditing 

Standards and consequently does not enable us to obtain assurance that we would become aware 

of all significant matters that might be identified in an audit. Accordingly, we do not express an audit 

opinion on the statement of labour costs.  

A limited assurance engagement undertaken in respect of the statement of employee numbers, in 

accordance with ASAE 3000 involves [level of detail about procedures to be determined by the 

auditor]. The procedures performed in a limited assurance engagement vary in nature and timing 

from, and are less in extent than for, a reasonable assurance engagement; and consequently, the 

level of assurance obtained in a limited assurance engagement is substantially lower than the 

assurance that would have been obtained had a reasonable assurance engagement been 

performed.  

We believe that the evidence we have obtained is sufficient and appropriate to provide a basis for 

our audit opinion, review and limited assurance conclusions. 

Opinion  

In our opinion: 

a. the financial statement presents fairly, in all material respects, the grant income and 

expenditure of [grant recipient name] for the period [dd/mm/yyyy] to [dd/mm/yyyy] in 
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accordance with the cash basis of accounting described in note 3.2 and the terms of the 

grant agreement, dated [date of agreement], with the Commonwealth; and  

b. [Grant recipient name] has complied, in all material respects, with the requirements of the 

grant agreement between the organisation and the Commonwealth dated [date of 

agreement], for the period [dd/mm/yyyy] to [dd/mm/yyyy].  

Basis of Accounting and Restriction on Distribution  

Without modifying our opinion, we draw attention to note 3.2 to the financial statement, which 

describes the basis of accounting. The financial statement is prepared to provide information to the 

department in accordance with the grant agreement, dated [date of agreement]. As a result, the 

financial statement may not be suitable for another purpose. 

Use of Report  

This report has been prepared for [Grant recipient name] and the department in accordance with 

the requirements of the grant agreement between [grant recipient name] and the Commonwealth, 

dated [date of agreement]. We disclaim any assumption of responsibility for any reliance on this 

report to any persons or users other than [grant recipient name] and the department, or for any 

purpose other than that for which it was prepared. 

Conclusions  

Based on:  

a. Our review, which is not an audit, nothing has come to our attention that causes us to 

believe that the statement of labour costs in the period [dd/mm/yyyy] to [dd/mm/yyyy] is 

not, in all material respects, fairly presented in accordance with the grant agreement dated 

[date of agreement] with the Commonwealth[; and  

b. The procedures we have performed and the evidence we have obtained, nothing has come 

to our attention that causes us to believe that the statement of employee numbers as at 

[dd/mm/yyyy] is not prepared, in all material respects, in accordance with the grant 

agreement dated [date of agreement] with the Commonwealth].  

 

Auditor’s signature  ...........................................................................................................  

Name [enter name] 

Auditor’s employer [enter employer name] 

Employer’s address [enter address] 

Qualifications [enter qualification] 

Position [enter position] 

Date [dd/mm/yyyy]
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Attachment C - Certification of certain matters by the auditor  

The department also requires a certification of certain matters by the auditor in addition to the 

independent audit report. This should be submitted with the statement of grant income and 

expenditure and independent audit report. 

The auditor who signs this certification must also initial and date a copy of the grant recipient’s 

statement of eligible expenditure. The department will not accept an independent audit report that 

lacks this attachment. 

The required format of certification is on the following page.
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[print on auditor letterhead] 

[addressee] 

Department of Industry, Innovation and Science 

GPO Box 2013 

Canberra ACT 2601 

 

I understand that the Commonwealth, represented by the Department Industry, Innovation and 

Science and [grant recipient name] have entered into a grant agreement for the provision of 

financial assistance under the [program name] to the grant recipient for the project. A condition of 

funding under the grant agreement is that the grant recipient provides a statement of grant income 

and expenditure certifying that expenditure on approved project items has been incurred within the 

relevant audit period and paid in accordance with the program guidelines, and is supportable by 

appropriate documentation. 

In fulfilment of the condition, I hereby certify that: 

a. I am a member of Chartered Accountants Australia and New Zealand/ CPA Australia/ the 

Institute of Public Accountants (as a Public Practice Certified Member). 

b. I have prepared the independent audit report on [grant recipient name]’s, statement of 

grant income and expenditure in accordance with the details of the grant agreement 

between the grant recipient and the Commonwealth, project no [project no] dated 

[dd/mm/yyyy]. 

c. I have reviewed the grant agreement between the grant recipient and the Commonwealth, 

project no [project no] dated [dd/mm/yyyy], and related program guidelines and understand 

the requirements pertaining to financial reporting and eligible expenditure contained 

therein. 

d. I have signed the attached copy of [grant recipient name]'s statement of eligible 

expenditure that I used to prepare the independent audit report. 

e. I have complied with the professional independence requirements of Chartered 

Accountants Australia and New Zealand/ CPA Australia/the Institute of Public Accountants. 

I specifically certify that I: 

i am not, and have not been, a director, office holder, or employee of [grant recipient 

name] or related body corporate of [grant recipient name] 

ii have not been previously engaged by [grant recipient name] for the purpose of 

preparing their [program name] application or any report required under the grant 

agreement 

iii have no financial interest in [grant recipient name]. 

Signature ......................................................................................  

Name [enter name] 

Qualifications [enter qualification] 

Position [enter position] 

Date [dd/mm/yyyy] 

DISR – for release under the FOI Act Document 40 - 76646

38



For Official Use Only 

Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 

<department address 1> 
<department address 2> 

<department postal address 1> 
<department postal address 2> 
p: < state office phone number> 

e<program mailbox address> 
w: business.gov.au 

abn: 74 599 608 295 

Dear <title> <first name> <last name> 

Incubator Support Initiative - Grant Agreement for signature 

Attached is the Commonwealth grant agreement for your recently approved grant under the 
<program name>. 

You should read the grant agreement carefully, print, sign, scan and email back to me. 

When we receive your signed grant agreement, we will execute the agreement. ‘Execute’ means 
both you and the Commonwealth Government have signed the grant agreement. We will then send 
you a copy for your records. 

The grant will not become binding until we execute the agreement .  

We cannot make any grant payments until the agreement has been executed. 

We may withdraw the offer if the grant agreement is not executed by <date>. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Executed grant agreement 

Attached for your records is an executed copy of the grant agreement for your recently approved 
grant. 

The grant agreement, together with the program guidelines, explain how we manage the grant 
agreement and set out your obligations. 

In particular, you should note the due dates for any reports we require over the life of the 
agreement. If you are unable to provide a report on time you must tell us the reason before the due 
date.  

We will make grant payments to you as outlined in the agreement. Where we require reports, we 
will only make grant payments after we receive a satisfactory report and confirm you have met the 
necessary obligations in the grant agreement. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Decline of offer 

Thank you for informing us that <organisation name> has decided to decline the offer of grant 
funding awarded under the Incubator Support initiative. 

We have updated our records. 

If we can help in any other way please visit business.gov.au or contact me on <phone number>. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Incubator Support Initiative – Expert In Residence 
Grant agreement finalisation form Template V1 September 2017 2 of 3 

 Yes No 

 If “Yes” provide the link to the approved Purchase Order Amendment 

(POA). 
      

5. Has the initial agreement due date in the letter of offer passed?   

 If “Yes” provide the link to the Authorised Officer or Programme 

Delegate approval to vary the agreement due date. 
      

6. Insert Creditor Code       

CSM Comments 

Add comments if there are any changes to what was approved.  

Note: Changes may only be approved where they do not fundamentally change the project outcome 

and are in accordance with the applicable policies and guidelines. 

<Enter comments> 

CSM recommendation 

CSM Name <CSM name> 

I submit this grant agreement as reflecting what was approved and ready to be issued. 

Signed ...................................................................... Date .....................................................  
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Incubator Support Initiative – Expert In Residence 
Grant agreement finalisation form Template V1 September 2017 3 of 3 

To be checked by authorised officer before issuing grant 
agreement 

All details in the grant agreement should be checked by the authorised officer responsible for issuing 

the grant agreement. Those that are straightforward (eg check the organisation name is correct) are 

not specifically mentioned here, but still need to be checked. Those that relate to programme 

guidelines are specifically checked below. 

 Yes No 

7. Is the agreed project start date consistent with the rules of the programme as 

outlined in the programme guidelines?  

Note: The guidelines state the earliest project start date can only be the date 

the grant agreement is executed. 

  

8. Is the agreed project end date within 12 months of the project start date?   

9. Is the project outcome entered in the agreement consistent with the expected 

project outcomes that informed the decision making process to award funding? 
  

Authorised officer’s decision 

Authorised officer name <Manager name> 

I confirm that all aspects of the grant agreement are in line with what was approved and authorise 

the grant agreement to be issued. 

Signed ...................................................................... Date .....................................................  
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Report Overdue 

Your <insert report name> under the Incubator Support initiative grant agreement is overdue. 

Your grant agreement outlines your reporting obligations and you are in breach of the agreement 
for failing to provide this report. 

You must provide the outstanding report within <number of days> from the date of this letter 
otherwise we may choose to terminate the grant agreement. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <email address> 

w: www.business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Progress payment 

Thank you for submitting your progress report for the project period of <report start date> to <report 
end date>. 

We have assessed the report and have received approval from the Program Delegate to make a 
payment of <insert payment amount>. We will deposit this amount in your nominated bank account 
shortly. These funds are for use by you in accordance with the terms of the grant agreement. 

Note the due dates for future reports we require over the remaining life of the grant agreement. 
Your agreement details all your reporting obligations and we will send a report due reminder before 
the next report due date. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <email address> 
w: business.gov.au 

abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support – <Project Title>. 

Thank you for your application for an Incubator Support - New and Existing grant for the above 
project.  

I am writing to advise that the offer of funding for the Incubator Support grant has been withdrawn. 

[REASON] 

You may wish to submit a new application at a future round. For further information, refer to the 
Incubator Support Program Guidelines or contact your Regional Incubator Facilitator, <title> <first 
name> <last name>, who will work with you to submit a regional incubator project should you wish 
to apply. <first name>can be contacted on <email address>. 

Please contact me on <CSM or EL 2 Telephone> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <email address> 
w: business.gov.au 

abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - End of project  

Thank you for submitting your end of project report. 

Your grant agreement details all your obligations and there are a number which will continue to 
apply to you. 

From the project end date of <insert date> you must: 

 keep adequate records of project expenditure for a period of five years

 <insert obligations and period of time it is in effect>

We may request post project reports to track project outcomes that take effect from the completion 
of the project. When we require post project reports we will contact you with the details of the 
reporting requirements. 

On behalf of Incubator Support, I would like to commend you on your efforts in undertaking this 
project. If we can provide any further assistance, please do not hesitate to contact us. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <program mailbox address> 

w:business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name > 

Incubator Support - Ineligible application 

Thank you for applying for a grant under the Incubator Support initiative. 

Unfortunately your application is not eligible as it does not comply with the program guidelines. 
<We therefore cannot assess your application against the merit criteria>. 

In particular, your application did not meet the following requirements: 

 <list the eligibility criteria that are not satisfied>

You are welcome to submit a new application which complies with the eligibility criteria. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Incubator Support Initiative – MTP Assessment Report  V2 September 2017 2 of 4 

The described project appears <to be/to not be> in line with the Incubator Support Initiative 

objectives. 

Summary of Supplementary Information  

Summarise the supplementary information provided by the applicant.  

As per the Committee deferral decision sheet, the applicant was asked to provide supplementary 

information: 

1. <Insert Committee deferral question> 

<Applicant name> has provided <insert details>.  

2. <Insert Committee deferral question> 

<Applicant name> has provided <insert details>. [repeat as required] 

CSM Comments 

Comment briefly on the supplementary information provided by the applicant, taking into account the merit 

criteria for the programme.  Describe whether the supplementary information provided has addressed the 

questions raised by the Committee. 

The supplementary information provided by the applicant <insert commentary on first deferral 

question>. The applicant has demonstrated that <insert detail>.  

The applicant has also provided <insert detail>.  

Based on the information provided by the applicant the CSM considers that the Committee’s 

concerns have been sufficiently addressed and supports the application for funding. 

OR 

Based on the information provided by the applicant the CSM considers that the Committee’s 

concerns have not been sufficiently addressed and does not support the application for funding.  
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: < state office phone number> 
e: <email address> 
w: business.gov.au 

abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - End of project and final payment 

Thank you for submitting your end of project report for the final project period of <report start date> 
to <report end date>.  

We have assessed the report and have received approval from the Program Delegate to make a 
final <GST inclusive> payment of <insert payment amount>. We will deposit this final amount in 
your nominated bank account shortly. 

<Your grant agreement details all your obligations and there are a number which will continue to 
apply to you. 

From the project end date of <insert date> you must: 

 keep adequate records of project expenditure for a period of seven years

 <insert obligations and period of time it is in effect>

We may request post project reports to track project outcomes that take effect from the completion 
of the project. When we require post project reports we will contact you with the details of the 
reporting requirements.> 

On behalf of Incubator Support, I would like to commend you on your efforts in undertaking this 
project. If we can provide any further assistance, please do not hesitate to contact us. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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AusIndustry 
<Insert State office address> 

<Insert State office suburb, 
state, postcode> 

GPO Box 2013 
Canberra ACT 2601 Australia 

Web: www.industry.gov.au 
ABN: 74 599 608 295 

<Insert contact title and name> 
<Insert contact position> 
<Insert company name> 
<Insert address> 
<Insert suburb, state, postcode> 

Dear <Insert contact name> 

Incubator Support Initiative – <select New and Existing Incubators or Expert in Residence> – 

Decision regarding request to vary project 

Project Number: <insert SGMS project number> 

Project Title: <insert SGMS project title> 

<Instructions for CSMs – Select the appropriate paragraph based on the decision and delete the 
other options> 

Variation Approved 
I am pleased to advise that after due consideration, the Programme Delegate has approved the 
terms of your request to vary the above project as requested on <date request made>.  

For further information please refer to the Attachment A of this letter which includes the revised 

Grant Details for <ISIXXXXX> (including: Parties to this Agreement; Scope of this Agreement; Grant 

Details sections A to G; and Schedule 1 Commonwealth General Grant Conditions). 

Please indicate <Company Name>’s agreement to the proposed amendment by arranging for two 

copies of this letter to be executed.  Please keep one copy for your records and return one copy to 

@industry.gov.au. Your prompt attention to this matter would be appreciated. 

Variation Partially Approved 
I am pleased to advise that after due consideration, the Programme Delegate has partially 
approved the terms of your request to vary the above project as requested on <date request 
made>. 

Specifically, the Programme Delegate has approved your request to vary <insert details of approved 
component>, however <insert component not approved> was not approved as <insert reason for 
component not approve>.  

For further information please refer to the Attachment A of this letter which includes the revised 

Grant Details for <ISIXXXXX> (including: Parties to this Agreement; Scope of this Agreement; Grant 

Details sections A to G; and Schedule 1 Commonwealth General Grant Conditions). 
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For Official Use Only 

Deed of variation (low risk agreement) i of 6 

Incubator Support  
Checklist for deed of variation 
This page For Internal Use Only 

This Deed of Variation is for Incubator Support NEI grant agreements. 

Square brackets indicate user input. 

CSMs should delete instructional notes from the document prior to presentation to the Grantee for 
execution and confirm the page numbering. 

CSMs should request a delivery receipt and read receipt when communicating electronically. A 
hard copy of this Deed should be sent by registered post with a delivery confirmation advice 
receipt. 

Location Instruction Completed 

Cover page Insert programme name and project number   

Parties Insert programme name, project number and date 

Signatures Choose appropriate signature block and insert name and 

details of Grantee  

Schedule 1 Select appropriate option for detailing variation. 

Delete notes in shaded boxes. 
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Deed of Variation V1Feb 2016 2 of 6 

Deed of Variation  

Incubator Support  
[Project number] 

Parties 

The parties to this Deed of Variation including any Schedules (“Deed”) are the parties to the grant 

agreement with number [Project Number] on [insert date] under the Incubator Support initiative 

(“Grant Agreement”). 

Definition 

Capitalised words used in this Deed have the same meaning as provided under the Grant 

Agreement, unless otherwise provided in this Deed. 

Background 

The Commonwealth and the Grantee have agreed to vary the terms of the Grant Agreement in 

accordance with this Deed. 

Operative clauses  

1. On and with effect from the date the last party signs this Deed, the Grant Agreement is 

varied as set out in Schedule 1 to this Deed. 

2. The Grant Agreement is otherwise affirmed by the parties. 

3. This Deed is governed by the laws of the Australian Capital Territory. 

4. Each party will pay their own costs associated with this Deed. 

Signatures 

Executed as a deed 

Commonwealth 

Executed as a deed for and on behalf of the Commonwealth of Australia as represented by [insert 

name of Commonwealth Agency] by: 

 

Name  

(print) 

 

Position 

(print) 

 

Signature and date  

Witness Name 

(print) 

 

Signature and date  

DISR – for release under the FOI Act Document 63 - 76646

2



For Official Use Only 

Deed of Variation V1Feb 2016 3 of 6 

[Select or insert the appropriate signature block depending on the nature of Grantee. Delete the 

signature blocks that are not used.] 

Grantee 

Executed as a deed for and on behalf of [name of Grantee] by: 

[Use this signature block if Grantee is a Company] 

Name of Company [insert name of company and any ABN, ACN or ARBN] 

Director Name 

(print) 

 

Signature and date  

Witness Name (first director) 

(print) 

 

Signature and date  

Director/ Company Secretary 

Name 

(print) 

 

Signature and date  

Witness Name (second 

director/secretary) 

(print) 

 

Signature and date  

[OR] 

[Use this signature block if Grantee is an Individual] 

Full legal name of the Grantee [insert name of the Grantee and any ABN] 

Name 

(print) 

 

Signature and date  

DISR – for release under the FOI Act Document 63 - 76646

3



For Official Use Only 

Deed of Variation V1Feb 2016 4 of 6 

Witness Name 

(print) 

 

Signature and date  

[OR] 

[Use this signature block if  Grantee is a Partnership - note that each partner should execute, add 

extra rows as required] 

Full legal name of the Grantee [insert name of partnership and any ABN] 

Partner’s Name 

(print) 

 

Signature and date  

Witness Name 

(print) 

 

Signature and date  

[OR] 

[Use this signature block if Grantee is an Incorporated Association] 

Full legal name of the Grantee [insert name of incorporated association and any ABN or 

other registration number] 

Public Officer’s Name 

(print) 

 

Signature and date  

Witness Name (public officer) 

(print) 

 

Signature and date  

Committee Member/ Secretary 

Name 

(print) 
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Deed of Variation V1Feb 2016 5 of 6 

Signature and date  

Witness Name (committee 

member/secretary) 

(print) 

 

Signature and date  

[OR] 

[If Grantee is a trustee of a Trust, you should confirm the legal status of the trustee and use the 

appropriate execution clause. For example, if the trustee is a company, use the company execution 

clause. Make sure that you use the name of the trustee (NOT the Trust) as the 'name' of the 

Substitute Party - as the trustee is the legal entity entering into the Agreement. If requested by the 

Substitute Party, the words 'as trustee of the XXX Trust' could be included at the end of the name]
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Deed of Variation V1Feb 2016 6 of 6 

Schedule 1 - Variation to Grant Agreement 

Note: While there are two options for completing this Schedule, it is anticipated that in the majority 

of cases Option 2 will be used. Please consult with Programme Management if you are unsure 

which option to use. Delete whichever option is not used and this instruction box. 

Option 1: Use 'track changes' to show the variations in a copy of the Grant Agreement (as varied 

by any previous variation) and attach it to this deed. If you use Option 1, include the following text 

in this Schedule 1. 

1. The Grant Agreement is varied by: 

a. inserting all clauses and words that are underlined; and 

b. deleting all clauses and words that are struck out or crossed through, 

in the copy of the Grant Agreement attached to this Deed. 

 

Option 2: Insert a detailed description of each of the changes to the Grant Agreement. For 

example: 

1. The Grant Details are varied 

Clause C is varied by deleting the clause and replacing it with the following: 

[insert clause C] 

2. The Supplementary Terms are varied 

Clause G is varied by deleting the item G1 and inserting the words '[insert]'. 

3. The Supplementary Terms are varied 

The following new clause G13 is inserted after clause G12: 

[insert clause G13] 

When varying a Schedule, Attachment or Annexure to the Grant Agreement, refer to the number of 

the clause /item /paragraph /section and the number of the Schedule/Attachment/Annexure. For 

example: 

4. The Schedule 2 Reporting templates are varied 

Item 1 of Schedule 2 (Project progress) is varied by inserting the new table [insert name, 

e.g. project progress milestone table] as item 2 of Schedule 2 of the Grant Agreement: 

[insert new report template] 

[OR] 

Clause 1, Item 2 of Schedule 1 is varied by deleting that paragraph and replacing it with 

the following: 

[insert paragraph] 
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AusIndustry 
<Insert State office 

address> 
<Insert State office suburb, 

state, postcode> 
GPO Box 2013 

Canberra ACT 2601 
Australia 

Web: www.industry.gov.au 
ABN: 74 599 608 295 

<Insert contact title and name> 
<Insert contact position> 
<Insert company name> 
<Insert address> 
<Insert suburb, state, postcode> 

Dear <Insert contact name> 

Incubator Support Initiative – Acknowledgement of variation request 

Project Number: <insert SGMS project number> 

Project Title: <insert SGMS project title> 

I am writing to confirm that AusIndustry has received your company’s request to vary <variation 
type> for the above project supported by the Incubator Support Initiative.  

Your company’s variation request has been referred to the Programme Delegate for consideration 
and you will be notified of the Programme Delegate’s decision in due course. 

If you have any further queries please do not hesitate to contact me on <insert CSM phone 

number> or <insert CSM email address>. 

Kind Regards, 

<insert CSM name> 

<insert CSM title> 

<insert CSM state office> - AusIndustry 

Department of Industry, Innovation and Science 

<Insert date> 
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AusIndustry 
<Insert State office 

address> 
<Insert State office suburb, 

state, postcode> 
GPO Box 2013 

Canberra ACT 2601 
Australia 

Web: www.industry.gov.au 
ABN: 74 599 608 295 

<Insert contact title and name> 
<Insert contact position> 
<Insert company name> 
<Insert address> 
<Insert suburb, state, postcode> 

Dear <Insert contact name> 

Incubator Support Initiative – Acknowledgement of withdrawal of request to vary project 

Project Number: <insert SGMS project number> 

Project Title: <insert SGMS project title> 

I am writing to confirm that AusIndustry has received your company’s request to withdraw the 
request for a <variation type> in the above project supported by the Incubator Support Initiative 
received on <Variation request received date>. 

Accordingly, no further consideration will be given to the variation request and you must continue 
to comply with all funding, timing and other requirements as set out in your current Incubator 
Support Funding Agreement.  

If you have any further queries please do not hesitate to contact me on <insert CSM phone 

number> or <insert CSM email address>. 

Kind Regards, 

<insert CSM name> 

<insert CSM title> 

<insert CSM state office> - AusIndustry 

Department of Industry, Innovation and Science 

<Insert date> 
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Low Risk Funding Agreement - Deed of Novation V1 Feb 2016 i of 8 

Incubator Support 
Checklist for Deed of Novation 
This page is for internal use only 

This Deed of Novation is for programmes that use a Letter of Offer, or Letters of Exchange, or Low 

Risk Grant Agreement. 

CSMs should ensure they have undertaken relevant company and bankruptcy searches before 

agreeing to any novation of rights or obligations under a Grant Agreement.  If a Grantee company 

is in liquidation (or an individual in bankruptcy) you will need to get approval from a liquidator (or 

trustee in bankruptcy) to any novation – if this is the case you must consult Legal, Audit & 

Assurance branch about the novation. 

CSMs should delete instructional notes from the document prior to presentation to the Grantee for 

execution and confirm the page numbering. 

CSMs should request a delivery receipt and read receipt when communicating electronically. A 

hard copy of this Deed should be sent by registered post with a delivery confirmation advice 

receipt. 

Location Instruction Completed 

Title Insert programme name and grant  agreement number 

Parties Insert name of Commonwealth Department 

Parties Insert project number and date, and programme name  

Parties Insert name and ABN/ACN of New Grantee 

Parties If the New Grantee is an incorporated trustee, please 

identify as ‘[Trustee name, i.e. company name] [insert 

Trustee ACN] and as trustee of the [insert name of trust] 

[insert trust ABN]. 

Signatures page Insert name of authorised representative for Commonwealth 

Signatures page Select appropriate execution clause. Insert the name of the 

Grantee (Retiring Party) in the selected cause. 

Signatures page Select appropriate execution clause. Insert the name of the 

New Grantee in the selected signature block. 

Delete instructional notes 
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Signatures 

Executed as a deed: 

Commonwealth 

Executed as a deed for and on behalf of the Commonwealth of Australia as represented by the 

[insert name of Department or Commonwealth entity] by: 

Name  

(print) 

 

Position 

(print) 

 

Signature and date  

Witness Name 

(print) 

 

Signature and date  

[Select or insert the appropriate signature block depending on the nature of Grantee. Delete the 

signature blocks that are not used.] 

New Grantee 

Executed as a deed for and on behalf of [Insert name and ACN of the New Grantee Company] 

Name of Company [insert name of company and any ABN, ACN or ARBN] 

Director Name 

(print) 

 

Signature and date  

Witness Name (first director) 

(print) 

 

Signature and date  

Director/ Company Secretary 

Name 

(print) 

 

Signature and date  
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Witness Name (second 

director/secretary) 

(print) 

 

Signature and date  

[OR] 

Executed as a deed by [Insert name of the New Grantee Individual] 

Full legal name of the Grantee [insert name of the New Grantee and any ABN] 

Name 

(print) 

 

Signature and date  

Witness Name 

(print) 

 

Signature and date  

[OR] 

Executed as a deed for and on behalf of [Insert the name of the New Grantee Partnership - note 

that each partner should execute, add extra rows as required] 

Full legal name of the New 

Grantee 

[insert name of partnership and any ABN] 

Partner’s Name 

(print) 

 

Signature and date  

Witness Name 

(print) 

 

Signature and date  

[OR] 
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Executed as a deed for and on behalf of [Insert name of New Grantee Incorporated Association] 

Full legal name of the New 

Grantee 

[insert name of incorporated association and any ABN or 

other registration number] 

Public Officer’s Name 

(print) 

 

Signature and date  

Witness Name (public officer) 

(print) 

 

Signature and date  

Committee Member/ Secretary 

Name 

(print) 

 

Signature and date  

Witness Name (committee 

member/secretary) 

(print) 

 

Signature and date  

[OR] 

[If the New Grantee is a trustee of a Trust, you should confirm the legal status of the trustee and 

use the appropriate execution clause. For example, if the trustee is a company, use the company 

execution clause. Make sure that you use the name of the trustee (NOT the Trust) as the 'name' of 

the New Grantee. The words 'as trustee of the XXX Trust' should be included at the end of the 

name. Use the ABN for the trust but the ACN for the trustee company because it is the legal entity 

entering into an Agreement]. 

[Select or insert the appropriate signature block depending on the nature of Grantee. Delete the 

signature blocks that are not used.] 

Retiring Party 

Executed as a deed for and on behalf of [Insert name and ACN of the Retiring Party Company] 

Name of Company [insert name of company and any ABN, ACN or ARBN] 
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Director Name 

(print) 

 

Signature and date  

Witness Name (first director) 

(print) 

 

Signature and date  

Director/ Company Secretary 

Name 

(print) 

 

Signature and date  

Witness Name (second 

director/secretary) 

(print) 

 

Signature and date  

[OR] 

Executed as a deed by [Insert name of the Retiring Party Individual] 

Full legal name of the Retiring 

Party 

[insert name of the Retiring Party and any ABN] 

Name 

(print) 

 

Signature and date  

Witness Name 

(print) 

 

Signature and date  

[OR] 
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Executed as a deed for and on behalf of [Insert the name of the Retiring Party Partnership - note 

that each partner should execute, add extra rows as required] 

Full legal name of the Retiring 

Party 

[insert name of partnership and any ABN] 

Partner’s Name 

(print) 

 

Signature and date  

Witness Name 

(print) 

 

Signature and date  

[OR] 

Executed as a deed for and on behalf of [Insert name of Retiring Party Incorporated Association] 

Full legal name of the Retiring 

Party 

[insert name of incorporated association and any ABN or 

other registration number] 

Public Officer’s Name 

(print) 

 

Signature and date  

Witness Name (public officer) 

(print) 

 

Signature and date  

Committee Member/ Secretary 

Name 

(print) 

 

Signature and date  

Witness Name (committee 

member/secretary) 

(print) 
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Signature and date  

[OR] 

[If the Retiring Party is a trustee of a Trust, you should confirm the legal status of the trustee and 

use the appropriate execution clause. For example, if the trustee is a company, use the company 

execution clause. Make sure that you use the name of the trustee (NOT the Trust) as the 'name' of 

the Retiring Party. The words 'as trustee of the XXX Trust' should be included at the end of the 

name. Use the ABN for the trust but the ACN for the trustee company because it is the legal entity 

entering into an Agreement]. 
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Incubator Support insert date 1 of 5 

Incubator Support  

Checklist for deed of termination and 
release – no repayment 

This page For Internal Use Only 

This Deed of Termination and Release assumes that no payment or settlement of any dispute is 
being effected under this Deed and no repayment of grant funds is required after execution. If there 
is any overpayment to be repaid or there is outstanding substantiation that creates a possibility of 
repayment being required, CSMs should attempt to recover outstanding money prior to entering a 
Deed of Termination and Release. In all cases, a review of the grant funding before the deed is 
signed should be carried out as it is likely to be easier to recover overpayments, unsubstantiated 
payments or any other misused grant funds before this deed has effect. If repayment is required as 
part of the Deed of Termination and Release, CSMs should first consult the Programme Manager. 

CSMs should delete instructional notes from the document prior to presentation to the Grantee for 
execution and confirm the page numbering. 

CSMs should request a delivery receipt and read receipt when communicating electronically. A 
hard copy of this Deed should be sent by registered post with a delivery confirmation advice 
receipt. 

Location Instruction Completed 

Cover page Insert programme name and project number and date, 

Signatures Choose appropriate signature block and insert name and 

details of Grantee 

Delete notes in shaded boxes. 
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Deed of Termination and Release   

Incubator Support 

[Project number] 

Parties 

The parties to this Deed of Termination and Release including any Schedules (“Deed”) are the 

parties to the grant agreement with number [Project Number] on [insert date] under the Incubator 

Support initiative (“Grant Agreement”). 

Definition 

Capitalised words used in this Deed have the same meaning as provided under the Grant 

Agreement, unless otherwise provided in this Deed.  

Background 

The Commonwealth and the Grantee have agreed to terminate the Agreement in accordance with 

this Deed. 

Operative clauses  

1. The parties enter into this Deed, in consideration of the promises and conditions set out in 

this Deed.  

2. On and with effect from the date the last party signs this Deed (Effective Date), the 

Agreement is terminated by consent on the following basis: 

a. Each party agrees there has been no default by the other in respect of the performance 

of the Agreement.  

b. Each party will refrain from making all and any claims against the other in respect of the 

Agreement from the Effective Date (except any claims arising under the exceptions set 

out in clause 3 below).  

3. The parties unconditionally release and discharge each other from any and all obligations or 

liabilities arising under or in respect of the Agreement and any other circumstances related to 

this Deed, except any obligation on either party under the Agreement with respect to: 

confidential information under clause 14 of the Agreement; Personal Information; Intellectual 

Property Rights; and Reporting Material. 

4. The Grantee warrants (and acknowledges that the Commonwealth is relying on this 

warranty) that it has disclosed to the Commonwealth all information which the Grantee has, 

or has access to, and which is relevant to the Commonwealth’s decision to enter into this 

Deed.  

5. This Deed is governed by the laws of the Australian Capital Territory. 

6. Each party will pay their own costs associated with this Deed. 
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Signatures 

Executed as a deed: 

1. Commonwealth 

Executed as a deed for and on behalf of the Commonwealth of Australia, as represented by the 

Attorney-General’s Department by the Department of Industry, Innovation and Science.  

Name  

(print) 

 

Position 

(print) 

 

Signature and date  

Witness Name 

(print) 

 

Signature and date  

[Select or insert the appropriate signature block depending on the nature of Grantee. Delete the 

signature blocks that are not used.] 

2. Grantee 

Executed as a deed for and on behalf of [name of Grantee] by: 

[Use this signature block if Grantee is a Company] 

Name of Company 
[insert name of company and any ABN, ACN or ARBN] 

Director Name 

(print) 

 

Signature and date 
 

Witness Name 

(print) 

 

Signature and date  

Director/ Company Secretary 

Name 

(print) 
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Signature and date 
 

Witness Name 

(print) 

 

Signature and date  

[OR] 

[Use this signature block if Grantee is an Individual] 

Full legal name of the Grantee 
[insert name of the Grantee and any ABN] 

Name 

(print) 

 

Signature and date 
 

Witness Name 

(print) 

 

Signature and date 
 

[OR] 

[Use this signature block if  Grantee is a Partnership - note that each partner should execute, add 

extra rows as required] 

Full legal name of the Grantee 
[insert name of partnership and any ABN] 

Partner’s Name 

(print) 

 

Signature and date 
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Witness Name 

(print) 

 

Signature and date 
 

[OR] 

[Use this signature block if Grantee is an Incorporated Association] 

Full legal name of the Grantee 
[insert name of incorporated association and any ABN or 

other registration number] 

Public Officer’s Name 

(print) 

 

Signature and date 
 

Committee Member/ Secretary 

Name 

(print) 

 

Signature and date 
 

[OR] 

[If Grantee is a trustee of a Trust, you should confirm the legal status of the trustee and use the 

appropriate execution clause. For example, if the trustee is a company, use the company execution 

clause. Make sure that you use the name of the trustee (NOT the Trust) as the 'name' of the 

Substitute Party - as the trustee is the legal entity entering into the Agreement. If requested by the 

Substitute Party, the words 'as trustee of the XXX Trust' could be included at the end of the name] 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Termination of Grant Agreement 

Thank you for informing us on <insert date> that <organisation name> wishes to terminate its grant 
agreement under the Incubator Support initiative. 

We agree to the termination and enclose two copies of the Deed of Termination and Release. 

Please read the deed carefully and sign and return both copies to me at the address shown above. 
The deed will not become binding until both parties sign the deed. After we sign we will return a 
copy to you for your records. 

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<signature block 1> 
<signature block 2> 
<signature block 3> 

<date> 
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Your reference no: <reference number> 

<title> <first name> <last name> 
<position> 
<organisation name> 
<organisation postal address 1> 
<organisation postal address 2> 
<organisation postal address 3> 
<organisation email address> 

<department address 1> 
<department address 2> 

GPO Box 2013 
Canberra ACT 2601 

p: <state office phone number> 
e: <program mailbox address> 

w: business.gov.au 
abn: 74 599 608 295 

Dear <title> <first name> < last name> 

Incubator Support - Termination of Grant Agreement 

We are terminating your grant agreement because <organisation name> is in breach of its 
obligations under the grant agreement [or] because <organisation name> has provided false and 
misleading information [or] because <organisation name> has become insolvent. 

On <insert date>, we notified you of the breach and allowed you <number of days> to remedy the 
breach. As this time period has passed and you have not remedied the breach we are in our rights 
to terminate the grant agreement. 

There are certain rights and obligations detailed in your grant agreement that continue after we 
terminate the grant agreement which you must comply with.  

Please contact me on <phone number> if you have any questions. 

Yours sincerely 

<name> 
<position> 
AusIndustry 
<state office> State Office 

<date> 
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Entrepreneurs’ Programme -  

Programme Guidelines Version 8 

October 2016 

I, The Hon Greg Hunt MP, Minister for Industry, Innovation and Science, 

issue the following Programme Guidelines to the Department. 

Dated 

Minister for Industry, Innovation and Science 
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Purpose 

1. The purpose of the Programme Guidelines is to provide the framework for the 

operation and administration of the Programme. 

2. The Programme Guidelines are not an exclusive statement of the Australian 

Government’s requirements for the Programme. 

3. The Programme Guidelines do not create any legal, equitable or other relationship 

between the Commonwealth and an applicant. 

4. The Programme comprises four Elements: 

a) Business Management; 

b) Innovation Connections; 

c) Accelerating Commercialisation; and 

d) Incubator Support. 

5. Parts 1, 2 and 3 of the Programme Guidelines apply to all Elements of the 

Programme. There is a separate schedule for each Element that contains clauses only 

relevant to that Element. Additional schedules may be added from time to time by the 

Minister. 

Commencement 

6. The Programme Guidelines commenced on 1 July 2014. 

7. Entrepreneurs’ Programme - Programme Guidelines Version 8 replaces the 

Entrepreneurs’ Infrastructure Programme - Programme Guidelines Version 7. 

Authority 

8. The Programme Guidelines: 

a) are made by the Minister; 

b) may be amended by the Minister from time to time; and 

c) may be amended by the Programme Delegate, for the purpose of making minor 

amendments to fix errors or omissions, from time to time. 

Interpretation 

9. All italicised terms (excluding references to legislation) are defined in Appendix 1 and 

apply for the purpose of interpreting the Programme Guidelines. These definitions are 

not intended to be a substitution for the defined terms in any Deed of Services and 

Release or Funding Agreement. 

10. The Programme Guidelines should be read in conjunction with the relevant Customer 

Information Guides available on business.gov.au. 
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11. In the event of any inconsistency between the Programme Guidelines and the 

Customer Information Guides, the Programme Guidelines prevail.
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Part 1 – Programme Overview 

Introduction 

12. The Programme was announced as part of the 2014-15 Federal Budget. 

13. The Programme is the Australian Government’s flagship initiative for business 

competitiveness and productivity at the firm level. It forms part of the Australian 

Government’s industry policy outlined in the Industry Innovation and Competitiveness 

Agenda, released on 14 October 2014 and the National Innovation and Science 

Agenda, announced on 7 December 2015. 

14. The Programme was expanded to northern Australian Tourism Businesses through 

the Our North, Our Future: White Paper on Developing Northern Australia on 18 June 

2015. The Programme will form links with the Australian Small Business Advisory 

Service (ASBAS) programme to coordinate delivery of services to Tourism Businesses 

in Northern Australia. 

15. The Programme will form links with the Industry Growth Centres to improve the 

capability and collaborative capacity of the identified Growth Sectors. 

16. The Department is responsible for administering the Programme. 

Programme Objective 

17. The objective of the Programme is to drive business growth and competitiveness by 

supporting business improvement and innovation connections in targeted Growth 

Sectors and the commercialisation of novel products, processes and services. 

Programme Outcomes 

18. In meeting the Programme objective, the Programme is expected to deliver the 

following outcomes: 

a) Improved business capability; 

b) Effective business, research and commercialisation networks; 

c) Improved business and commercialisation performance; and 

d) Value to Participants.
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Part 2 – Programme Governance 

Roles and Responsibilities 

The Minister 

19. The Minister will appoint a Programme Delegate to administer the Programme. 

20. The Minister will make the final decision on which New and Existing Incubator Support 

applications to support. 

21. The Minister’s decision is final and will not be reviewed. 

Programme Delegate 

22. The Programme Delegate is authorised to make decisions in relation to the 

administration of the Programme and to give directions to the Department as to the 

interpretation of the Programme Guidelines and other documents used in relation to 

the Programme. 

23. The Programme Delegate must have regard to the Programme’s policy rationale and 

objective when performing any function or making any decision in relation to the 

Programme. 

24. The Programme Delegate is responsible for: 

a) ensuring overall efficient and effective administration of the Programme; 

b) approving and amending all customer documentation, including Customer 

Information Guides; 

c) engaging Industry Partners to employ Business Advisers, Business Facilitators 

and Innovation Connections Facilitators; 

d) engaging Industry Sector Directors; 

e) engaging Commercialisation Advisers; 

f) engaging members of the Expert Network; 

g) delivering and approving supporting events, domestic roadshows and 

international missions; 

h) determining whether an Eligible Corporation qualifies as an Eligible Partner 

Entity; 

i) determining the eligibility of applications; 

j) entering into and varying Funding Agreements and Deeds of Services and 

Release on behalf of the Department; 

k) authorising payment of Grants by the Department to Recipients; 

DISR – for release under the FOI Act Document 69 - 76646

8



 

Entrepreneurs’ Programme: Programme Guidelines (v8)  9 of 75 

l) monitoring the performance of Business Advisers, Business Facilitators, 

Industry Sector Directors, Innovation Connections Facilitators and 

Commercialisation Advisers; 

m) ensuring that data is collected and available for Programme monitoring and 

evaluation; 

n) briefing the Minister about the Programme; 

o) facilitating and assisting in independent evaluations of the Programme; and 

p) any other responsibilities under the Programme as required by the Minister. 

25. Decisions of the Programme Delegate are final and will not be reviewed. 

Innovation and Science Australia 

26. Innovation and Science Australia will provide strategic oversight of the Programme. 

27. Innovation and Science Australia will provide merit assessments and merit rankings of 

Accelerating Commercialisation Grant applications to the Programme Delegate; and 

merit assessments of New and Existing Incubator Support applications to the Minister. 

AusIndustry 

28. The Department, through AusIndustry, delivers the single business service which 

includes one website (business.gov.au), one contact centre (13 28 46) and one 

national network of highly qualified staff that both deliver Australian Government 

programmes and provide expert support. 

Industry Partners 

29. The Department may engage Industry Partners to employ Business Advisers and 

Business Facilitators to assist in the delivery of Business Management, and Innovation 

Connections Facilitators to assist in the delivery of Innovation Connections.   

Commonwealth’s Rights 

30. Nothing in the Programme Guidelines should be construed to give rise to any 

contractual obligations or rights, expressed or implied, by the issue of the Programme 

Guidelines or the submission of an application for a Service or Grant under the 

Programme. 

31. No agreement will be created between a successful applicant and the Commonwealth, 

as represented by the Department, until a Funding Agreement or Deed of Services 

and Release is formally executed. 

32. Notwithstanding the approval of an application for a Grant or Service, the provision of 

a Grant or Service by the Commonwealth, and the amount of a Grant, is subject to 

available Commonwealth funding and changes in Commonwealth policy. 
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Announcements 

33. The Department will report on its website, information on individual Grants as required 

by paragraph 5.3 of the Commonwealth Grants Rules and Guidelines, available on the 

Department of Finance’s website. 

34. In addition, the Minister or the Department may publicly announce information about 

successful activities and details of Participants that the Department determines is not 

confidential (see clause 52), including the: 

a) name of the Participant; 

b) description of the activity and its objectives; 

c) amount of funding awarded (where applicable). 

Conflicts of Interest 

35. The Department will maintain procedures for managing conflicts of interest for staff 

within the Department, technical experts and other third parties involved in the 

management, assessment and evaluation of: the Programme, applications and the 

delivery of Activities. Conflicts of interest will be managed in accordance with these 

procedures. A conflict of interest can arise in situations where a person has an interest 

or relationship, whether real, perceived or potential, that conflicts with a duty they hold 

or where they have a role that conflicts with another role. 

36. The Department’s procedures for managing conflicts of interests by its employees are 

in accordance with the requirements of the APS Code of Conduct (section 13(7) of the 

Public Service Act 1999 (Cth)), the Public Governance, Performance and 

Accountability Act 2013 (Cth) and the Public Governance Performance and 

Accountability Rule 2014. 

37. The Department will manage potential, perceived and actual Innovation and Science 

Australia member conflicts of interest through a conflict of interest process that 

requires Innovation and Science Australia members to declare any conflict of interest 

by members and exclude those members from the application assessment process if 

the Programme Delegate determines that the conflict of interest is material. 

38. Industry Partners, Industry Sector Directors, Business Advisers, Business Facilitators, 

Innovation Connections Facilitators and Commercialisation Advisers must identify to 

the Department any actual, perceived or potential conflicts of interest they believe will 

or may arise during the delivery of the Programme and, where a conflict is identified, 

specify how that conflict will be addressed and monitored to ensure it does not 

compromise the outcomes desired of the Programme. 

Feedback and Complaints 

39. Information about feedback and complaints handling concerning the Programme is 

included in the relevant Customer Information Guide and the Customer Service 

Charter published on business.gov.au. 
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40. Complaints concerning decisions will, in the first instance, be directed to the 

appropriate manager within the Department. 

41. If the applicant is not satisfied with the complaint resolution procedure, the applicant 

may escalate the complaint to the Programme Delegate. 

42. The applicant is also entitled to lodge a complaint with the Commonwealth 

Ombudsman. 

43. Details on how applicants may lodge a complaint are published on business.gov.au. 

Programme Contact Details 

44. Any queries regarding the Programme Guidelines should be directed to 

business.gov.au or the contact centre on 13 28 46. 

Protection of Information 

45. The use and disclosure of information provided to the Department, Business Advisers, 

Industry Partners, Business Facilitators, Innovation Connections Facilitators and 

Commercialisation Advisers by an applicant (including information provided as part of 

any application) is regulated by the relevant provisions and penalties of the Public 

Service Act 1999 (Cth), the Public Service Regulations, the Archives Act 1983 (Cth), 

the Privacy Act 1988 (Cth), the Crimes Act 1914 (Cth), the Criminal Code Act 1995 

(Cth) and general law. 

Use and Disclose of Information 

46. Unless the information provided to the Department is: 

a) Personal Information in accordance with sections 47 to 51; or 

b) Confidential Information in accordance with sections 52 to 53 

the Department may disclose the information to any person for any purpose directly 

related to the activities and functions of the Australian Government, including but not 

limited to the purpose of: 

a) announcing the awarding of Grants; 

b) improving the effective administration, monitoring and evaluation of this or other 

Commonwealth programmes; or 

c) conducting research within the Department or another Commonwealth agency. 

Personal Information 

47. The Department is bound by the Australian Privacy Principles (APPs) outlined in 

Schedule 1 of the Privacy Act 1988 (Cth). The APPs regulate how the Department 

may collect, use, disclose and store Personal Information. 
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48. ‘Personal Information’ under the Privacy Act 1988 (Cth) means information or an 

opinion (whether true or false) about a natural person who is reasonably identifiable. 

Use of Personal Information 

49. Personal Information obtained by the Department will only be used by the Department 

and may be disclosed to: 

a) the Minister, the Parliamentary Secretary, and their Office; and 

b) other Commonwealth Ministers; and 

c) Industry Growth Centres; and 

d) Industry Partners, Industry Sector Directors, Business Advisers, Business 

Facilitators, Innovation Connections Facilitators and Commercialisation 

Advisers; and 

e) other Commonwealth, State or Territory government departments and 

agencies; and 

f) technical, financial, economic, and/or industry experts (including auditors); and 

g) Departmental contractors, 

for the purposes of: 

h) administering the Programme and any related purposes, including programme 

and policy evaluation and development; and 

i) Departmental research, analysis, and evaluation; and 

j) reporting and consultation with other Commonwealth, State or Territory 

government agencies; and 

k) reviewing applications to provide technical or financial advice on a contract 

basis; and 

l) referring Participants to Industry Growth Centres, 

except where authorised or required by law (see section 54). 

50. An applicant or Participant must obtain consent from an individual before providing 

their Personal Information to the Department or any other third parties, except where 

authorised or required by law. 

51. For further information as to how the Department handles Personal Information, 

please refer to the Department’s Privacy Policy. 

Confidential Information 

52. The Department will treat an applicant’s or Participant’s information as Confidential 

Information if: 
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a) the information is clearly identified as confidential; and 

b) the information has the necessary quality of confidence (that is, it must be 

significant information which is private and not already in the public domain). 

Use and Disclosure of Confidential Information 

53. Unless the Department obtains an applicant’s or Participant’s consent, the Department 

will not disclose Confidential Information other than to: 

a) the Minister, the Parliamentary Secretary, and their Office; and 

b) other Commonwealth Ministers; and 

c) Industry Growth Centres; and 

d) Industry Partners, Industry Sector Directors Business Advisers, Business 

Facilitators, Innovation Connections Facilitators and Commercialisation 

Advisers; and 

e) other Commonwealth, State or Territory government departments and 

agencies; and 

f) technical, financial, economic, and/or industry experts (including auditors); and 

g) Departmental contractors, 

for the purposes of: 

h) administering the Programme and any related purposes, including programme 

and policy evaluation and development; and 

i) Departmental research, analysis, monitoring and evaluation; and 

j) reporting and consultation with other Commonwealth, State or Territory 

government agencies; and 

k) reviewing applications to provide technical or financial advice on a contract 

basis; and 

l) sectoral analysis by Industry Growth Centres. 

Disclosure of Information Where Authorised or Required by Law 

54. In addition to anything in these Programme Guidelines, from time to time the 

Department may be authorised or required by law to disclose information (including 

Personal Information and Confidential Information) to other persons, including but not 

limited to: 

a) a Commonwealth Minister and Ministerial Office: 

b) a House or a Committee of the Parliament of Australia; 

c) the Auditor-General under the Auditor-General Act 1997 (Cth); 
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d) the Commonwealth Ombudsman under the Ombudsman Act 1976 (Cth); and 

e) the Privacy Commissioner under the Privacy Act 1988 (Cth). 

Information Storage 

55. Any information obtained will be stored and held in accordance with the Department’s 

obligations under the Archives Act 1983 (Cth). 

Freedom of Information 

56. All documents created or held by the Department in relation to the Programme are 

subject to the Freedom of Information Act 1982 (Cth) (FOI Act). Unless information is 

exempt it will be made available to the general public if requested under the FOI Act. 

57. All Freedom of Information (FOI) requests are to be referred to the FOI Coordinator in 

the Department. Decisions regarding requests for access will be made by an 

authorised officer in accordance with the requirements of the FOI Act. 

Programme Evaluation 

58. The Department will monitor and evaluate the performance of the Programme. 

59. Participants will be required to provide performance and evaluation data to the 

Department, which will be analysed at various times to measure the effect of the 

Programme on Participants. 

Tax Obligations 

60. Grants under the Programme may attract the Goods and Services Tax (GST). Grant 

payments are increased to compensate for the amount of this tax. 

61. Grants under the Programme may be treated as assessable income for taxation 

purposes. On this basis, applicants are recommended to seek their own independent 

professional advice on their taxation obligations.
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Part 3 – Programme Delivery 

Supporting Events 

62. In addition to the specified Activities outlined in the schedules, the Department may 

conduct targeted and facilitated events in support of the Programme. These events 

may feature industry specialists, Business Advisers, Business Facilitators, Innovation 

Connections Facilitators, Commercialisation Advisers or guest speakers. 

Eligibility 

63. Each Element has specific eligibility requirements. Refer to the relevant schedule for 

more information. 

Applications 

64. To apply for any Activity under the Programme an applicant must, unless advised 

otherwise, complete the application form relevant to that Activity and submit the 

application electronically through business.gov.au. 

a) Applicants should read the relevant Customer Information Guide prior to 

completing the application. A Customer Information Guide is not required for 

the Incubator Support element as all relevant information is available in 

Schedule E and business.gov.au. 

65. An application for the Programme must: 

a) be completed by the applicant or an authorised representative of the applicant; 

and 

b) provide all the information required by, and specified in, the application form. 

Application Assessment 

66. The Programme Delegate will determine whether an application is an Eligible 

Application. 

Business Management 

67. Business Management (excluding Growth Services) uses a demand-driven selection 

process whereby applicants whose application is deemed to be an Eligible Application 

will receive the Service or Grant: 

a) up to the limit of available funding; and 

b) subject to revision, suspension or abolition of the Activity. 

68. Growth Services uses a non-competitive open merit-based selection process. 
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Innovation Connections 

69. Innovation Connections uses a demand-driven selection process whereby applicants 

whose application is deemed to be an Eligible Application will receive the Service or 

Grant: 

a) up to the limit of available funding; and 

b) subject to revision, suspension or abolition of the Activity. 

Accelerating Commercialisation 

70. Accelerating Commercialisation Grant uses a competitive open merit-based selection 

process. 

71. Portfolio Services uses a non-competitive open merit-based selection process. 

Northern Australia Tourism 

72. Northern Australia Tourism uses a demand-driven selection process whereby 

applicants whose application is deemed to be an Eligible Application will receive a 

Service or Grant: 

a) up to the limit of available funding; and 

b) subject to revision, suspension or abolition of the Activity. 

Incubator Support Initiative 

73. New or Existing Incubator Support Grant uses a competitive open merit-based 

selection process. 

74. Expert-in-Residence uses a demand-driven selection process whereby applicants 

whose application is deemed to be an Eligible Application will receive a Grant: 

a) up to the limit of available funding; and 

b) subject to revision, suspension or abolition of the Activity. 

Submission of a New Application 

75. The Programme Delegate may reject an application if that application is for a business 

or project that is substantially the same as a previous ineligible or unsuccessful 

application. 

Application Approval 

76. Subject to eligibility assessment, merit assessment (if applicable) and available 

funding, the Minister or the Programme Delegate (where applicable) may approve the 

provision of a Service or Grant to an applicant. 

77. The Programme Delegate may approve the Department entering into a Deed of 

Services and Release or a Funding Agreement with an applicant. 
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78. If Programme funding is no longer available, information will be published on 

business.gov.au. 

79. Applicants will be advised formally of the outcome of their application in writing by the 

Department. 

Provision of Other Services 

80. Consistent with the objectives of the Programme, the Programme Delegate may, with 

the consent of the applicant, approve for an applicant to receive an alternative 

Service, if it is deemed by the Programme Delegate to be more suitable to the 

applicant’s needs, provided the applicant satisfies all relevant eligibility criteria. In this 

case, the applicant may not be required to submit a separate application form unless a 

merit assessment is required. 

81. Consistent with the objectives of the Programme, the Programme Delegate may 

agree, on a case by case basis, to provide a Participant in the Portfolio with the 

opportunity to access Services from Business Management or Innovation Connections 

without having to satisfy the relevant eligibility criteria, subject to the conditions 

outlined in the Accelerating Commercialisation Customer Information Guide. 

Deeds of Services and Release and Funding Agreements 

82. To receive Portfolio Services, Participants will be required to enter into a Deed of 

Services and Release with the Department which sets out the terms of the Service. 

83. Before any Grant is paid, Participants will be required to enter into a Funding 

Agreement with the Department which sets out the terms of the Grant. 

84. Among other things, a Deed of Services and Release or Funding Agreement must: 

a) require that the Participant conduct the activities to which the application 

relates; 

b) provide for variation and termination of the Deed for Services and Release or 

Funding Agreement and set out dispute resolution procedures; 

c) include any other matters that the Programme Delegate considers necessary 

for the administration of the Programme; and 

d) not be inconsistent with the laws and policies of the Commonwealth, a State, a 

Territory or the Programme Guidelines. 

85. In addition to clause 84 a Funding Agreement must: 

a) ensure that the Department is empowered to recover the Grant in 

circumstances where the Participant has not complied with the terms and 

conditions set out in the Funding Agreement; 

b) specify the maximum amount of the Grant and the timing, method and 

conditions of delivery of the relevant activities; and 
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c) require that the Recipient provide evidence of expenditure claimed. 

86. Samples of Deed of Services and Release and Funding Agreements will be available 

on business.gov.au. 

Variations 

87. The Programme Delegate may, at their discretion, agree with a Participant to vary the 

Deed of Services and Release or Funding Agreement, including an increase in the 

Grant amount. 

88. A variation to a Deed of Services and Release or Funding Agreement will only be 

considered by the Programme Delegate if it: 

a) is consistent with the Programme’s and Element’s objective; 

b) is appropriate in all circumstances; 

c) can be accommodated within available Programme funding; 

d) is in writing; and 

e) is requested prior to the Deed of Services and Release or Funding Agreement 

end date. 
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Schedule A 

Business Management 

Introduction 

89. Business Management provides advice and facilitation services to improve business 

capabilities and networks, fostering competitive businesses for the future. 

90. Business Management is supported by Industry Partners and delivered through a 

national network of experienced Business Advisers and Business Facilitators. 

91. Business Management commenced on 1 July 2014. 

Transition Arrangements 

92. Participants that applied for an activity under Business Management prior to the date 

of effect of this Guideline will receive that Activity in accordance with the version of the 

Programme Guidelines in effect at the time of the application for that Activity. 

Objective 

93. The objective of Business Management is to encourage and assist small and medium 

businesses to improve their capabilities, extend their networks and take advantage of 

growth opportunities. 

Outcomes 

94. Key outcomes from Business Management may include that: 

a) Participants improve their management skills; 

b) Participants improve their business systems and processes; 

c) Participants improve their ability to identify and leverage growth opportunities; 

d) Participants extend their business networks to increase their market and supply 

chain participation; and 

e) Participants improve their business performance. 

Activities 

95. Applicants may apply for one or more of the following Business Management 

Activities: Business Evaluation, Supply Chain Facilitation, Growth Services and 

Business Growth Grant. 

Business Evaluation 

96. A Business Evaluation is a range of Services initially comprising an evaluation by a 

Business Adviser to tailor the Service to the Participant’s needs, based on the 
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Participant’s capacity, commitment and need to undertake significant improvements. 

Following this evaluation a Participant may receive one or more of the following: 

a) business improvement advice and referrals; 

b) a detailed analysis of its business by a Business Adviser and recommendations 

for improvement presented in a Business Evaluation Action Plan; and 

c) support for implementation of the Business Evaluation Action Plan with the 

assistance of a Business Adviser. 

The Services provided to each Participant will be determined by the Programme 

Delegate, based on recommendations by the Business Adviser. 

Supply Chain Facilitation 

97. Supply Chain Facilitation is a range of Services delivered to a Participant to facilitate 

access to supply chain opportunities in the Growth Sectors. Participants may attend 

Customer Connections events or undertake a Supplier Improvement Plan to improve 

their capability in meeting supply requirements. 

Growth Services 

98. Growth Services is a range of Services that support a Participant, over a 24 month 

period, to achieve growth through strategic business improvements and connections. 

A Business Adviser conducts initial growth opportunity and capability analyses, 

develops a tailored and agreed Growth Plan, provides access to specialist Business 

Advisers and Business Facilitators, and brokers connections to experts and providers 

to assist the business to capitalise on its growth opportunities. 

Business Growth Grant 

99. A Business Growth Grant is a Grant that reimburses a Participant for up to half of the 

cost of engaging a consultant (up to a maximum of $20,000) to make business 

improvements that were recommended in the: 

a) Business Evaluation Report, Business Evaluation Action Plan, Supplier 

Improvement Plan or Growth Plan; or 

b) Business Review Report, Continuous Improvement Report or Continuous 

Sustainable Improvement Plan under the Enterprise Connect programme. 

Eligibility 

100. To be eligible for Services under Business Management an applicant must: 

a) be an Eligible Corporation that is non tax-exempt and is registered for GST; 

b) satisfy the sectoral eligibility criteria in clause 108; 

c) have an annual turnover or operating expenditure within the following range: 
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i. between $1.5 million and $100 million; or 

ii. between $750,000 and $100 million – for an applicant from Remote 

Australia or Northern Australia; 

d) be solvent; 

e) have operated in Australia and filed business activity statements showing 

ongoing trading in at least three consecutive years1; 

f) satisfy the eligibility criteria specific to the relevant Activity (clauses 102-107); 

and 

g) not be named by the Workplace Gender Equality Agency as an organisation 

that has not complied with the Workplace Gender Equality Act 2012 (Cth). 

101. The following entities are ineligible to apply for Business Management: 

a) individuals; 

b) partnerships; 

c) trusts, except for trusts with trustees that are Eligible Corporations; and 

d) Commonwealth, State and Local Government agencies and bodies (including 

government business enterprises). 

Business Evaluation 

102. To be eligible for a Business Evaluation, applicants must not have previously received 

a: 

a) Business Evaluation Report or Business Evaluation Action Plan, or 

b) Business Review Report under the Enterprise Connect programme, 

in the last five years. 

Supply Chain Facilitation 

103. To be eligible to participate in a Customer Connections event, applicants must have 

completed, or be engaged in, a: 

a) Business Evaluation, Supplier Improvement Plan or Growth Plan; or 

                                            

1 For the avoidance of doubt, applicants may still be eligible under this sub-criterion, if an applicant’s business structure, 
ownership and/or Australian Company Number has changed within the three consecutive year period. Applicants 
would be required to provide business activity statements for this period. For further information on the eligibility for 
Services under Business Management please see the relevant Customer Information Guide published on 
business.gov.au. 
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b) Business Review Report, Continuous Improvement Report or Continuous 

Sustainable Improvement Plan under the Enterprise Connect programme; or 

c) an equivalent service. 

104. To be eligible to receive a Supplier Improvement Plan, applicants must not have 

previously received a Supplier Improvement Plan, or a Continuous Improvement Plan 

under the Enterprise Connect programme, in the last five years. 

Growth Services 

105. To be eligible for Growth Services, applicants must not have previously received 

Growth Services in the last five years. 

Business Growth Grant 

106. A Business Growth Grant can only fund activities directly related to the implementation 

of recommendations identified in a: 

a) Business Evaluation Report, Business Evaluation Action Plan, Supplier 

Improvement Plan, Growth Plan, or Tourism Partnership Plan; or 

b) Business Review Report, Continuous Improvement Report or Continuous 

Sustainable Improvement Plan under the Enterprise Connect programme. 

107. To be eligible for a Business Growth Grant, applicants must: 

a) apply for a Business Growth Grant within: 

i. six months of receipt of a Business Evaluation Report, Business 

Evaluation Action Plan or Supplier Improvement Plan; or 

ii. six months of receipt of a Business Review Report, Continuous 

Improvement Report or Continuous Sustainable Improvement Plan 

under the Enterprise Connect programme; or 

iii. within 24 months of receipt of a Growth Plan, 

unless otherwise agreed by the Programme Delegate. 

b) provide a quote from two different consultants to implement part or all of the 

recommendations in the report or plan identified in clause 107(a), unless 

otherwise agreed by the Programme Delegate; 

c) demonstrate the preferred consultant is bringing new areas of expertise to the 

business; 

d) demonstrate the work related to the Business Growth Grant is not part of the 

ordinary operations of the business; 

e) demonstrate how the activities will build identified capabilities; and 
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f) be able to fund the total value of the costs of engaging the consultant before 

receiving the Grant (which is worth half of the total value up to a maximum 

Grant of $20,000). 

Sectors 

108. To be eligible for Services under Business Management, applicants must: 

a) be operating in one or more of the Growth Sectors; or 

b) provide Enabling Technologies and Services to one or more of the Growth 

Sectors; or 

c) demonstrate they are committed to, and have the skills, capability, intellectual 

property or expertise to operate in, one of the Growth Sectors in the future. 

Applications 

109. Applications for Services under Business Management may be lodged at any time 

during the life of the Programme. 

110. Applications for Business Growth Grants must be made within the time period set out 

in clause 107(a). 

111. Applications for Activities under Business Management will be assessed against the 

relevant eligibility criteria by the Programme Delegate. 

112. Other than for Growth Services, applicants whose application is deemed to be an 

Eligible Application will receive the Service or Grant up to the limit of available funding 

and subject to revision, suspension or abolition of the Activity. 

113. Applications for Growth Services will also undergo a merit assessment as outlined in 

clauses 115-118. 

114. Information relating to the application process is provided in the relevant Customer 

Information Guide published on business.gov.au. 

Assessment Process 

Growth Services 

115. Only applications for Growth Services that are deemed to be Eligible Applications will 

proceed to the merit assessment stage. 

116. During the merit assessment stage, a Business Adviser will use evidence provided in 

the application and during an on-site meeting with the applicant to assess the 

applicant against the following equally weighted merit criteria: 

a) Growth opportunity; 

b) Growth commitment; and 

c) Resources and capacity to execute a growth plan. 
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117. The Programme Delegate will take the Business Adviser’s assessment into account 

when deciding whether to approve an application for Growth Services. 

118. Further guidance on the Growth Services assessment process is available through the 

Growth Services Customer Information Guide published on business.gov.au. 

Payment of Grants 

119. Grants will be paid in arrears following the completion of the Business Growth Grant 

activities and acquittal of associated costs. 

Business Advisers and Business Facilitators 

120. The role of the Business Advisers and Business Facilitators includes, but is not limited 

to: 

a) providing advice, mentoring and specialist expertise to Participants; 

b) assisting Participants in developing their professional networks and providing 

connections; 

c) fostering innovation, productivity, and continuous improvement in Participants; 

d) alliance building between Participants; 

e) mapping capability and connections for Participants; 

f) providing recommendations to Participants to embed improvements in their 

business; 

g) engaging specialists for provision of specialist services and advice; 

h) understanding and drawing on knowledge from the Industry Growth Centres; 

i) providing the Department with industry intelligence; 

j) Programme marketing and promotional activities; and 

k) undertaking other activities agreed by the Programme Delegate.
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Schedule B 

Innovation Connections 

Introduction 

121. Innovation Connections provides businesses with expert guidance on knowledge-

related issues and links businesses with appropriate knowledge providers and 

research organisations. 

122. Innovation Connections is supported by Industry Partners and delivered through a 

national network of Innovation Facilitators. 

123. Innovation Connections commenced on 1 January 2016 and is a continuation and 

expansion of the former Research Connections. 

Transition Arrangements 

124. Participants that applied for an Activity under the former Research Connections will 

receive that Activity in accordance with the version of the Programme Guidelines in 

effect at the time of the application for the Activity. 

Objective 

125. The objective of Innovation Connections is to encourage and assist small and medium 

businesses to access knowledge, engage with Researchers and foster innovation. 

Outcomes 

126. Key outcomes from Innovation Connections may include that: 

a) Participants improve their use of technology; 

b) Participants improve their ability to address research problems; 

c) Participants improve their ability to innovate; 

d) Participants extend their networks to leverage research capability; and 

e) Participants improve their business performance. 

Activities 

127. Applicants may apply for one or more of the following Innovation Connections 

Activities: Innovation Connections Facilitation and Innovation Connections Grant. 

Innovation Connections Facilitation 

128. An Innovation Connections Facilitation is a Service that provides a Participant with 

assistance to address knowledge or research related issues. A Participant may 

receive one or more of the following: 
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a) diagnosis of knowledge-related issues and/or opportunities; 

b) identification of critical research areas for improvement; 

c) identification of strategic research opportunities to expand into new or existing 

markets; 

d) identification of appropriate sources of expertise, suppliers of technology and 

technical knowledge advice; 

e) mapping of pathways for research sector engagement and collaboration; and 

f) facilitated access to Science, Technology, Engineering and Mathematics 

(STEM) expertise. 

129. At the conclusion of the Innovation Connections Facilitation, Participants will be 

provided with an Innovation Facilitation Report which may include recommendations 

to address the Participant’s identified research needs and opportunities. 

Innovation Connections Grant 

130. An Innovation Connections Grant is a Grant which reimburses a Participant for up to 

half the cost, over a period of up to 12 months for the cost of a: 

a) Researcher Placement, up to a maximum of $50,000; or 

b) Business Researcher Placement, up to a maximum of $50,000; or 

c) Graduate Placement, up to a maximum of $30,000. 

Eligibility 

Innovation Connections Facilitation 

131. To be eligible for an Innovation Connections Facilitation an applicant must: 

a) be an Eligible Corporation that is non tax-exempt and is registered for GST; 

and 

b) satisfy the sectoral eligibility criteria in clause 135; and 

c) have an annual turnover or operating expenditure within the following range: 

i. between $1.5 million and $100 million; or 

ii. between $750,000 and $100 million – for an applicant from Remote 

Australia or Northern Australia; 

d) be solvent; and 
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e) have operated in Australia and filed business activity statements showing 

ongoing trading in at least three consecutive years2; and 

f) must not have previously received a Research Connections Facilitation or an 

Innovation Connections Facilitation, unless otherwise agreed by the 

Programme Delegate; and 

g) not be named by the Workplace Gender Equality Agency as an organisation 

that has not complied with the Workplace Gender Equality Act 2012 (Cth). 

132. The following entities are ineligible to apply for Innovation Connections: 

a) individuals; 

b) partnerships; 

c) trusts, except for trusts with trustees that are Eligible Corporations; and 

d) Commonwealth, State and Local Government agencies and bodies (including 

government business enterprises). 

Innovation Connections Grant 

133. To be eligible for an Innovation Connections Grant, applicants must: 

a) have received a Research Facilitation Report or an Innovation Facilitation 

Report; and 

b) be undertaking one of the following Activities recommended in the Research or 

Innovation Facilitation Report: 

i. a Researcher Placement; or 

ii. a Business Researcher Placement; or 

iii. a Graduate Placement. 

c) be able to fund the total value of the cost of the Innovation Connections Project 

before receiving the Innovation Connections Grant; and 

d) identify the proposed research provider, research employee, graduate or post-

graduate; and 

e) apply for an Innovation Connections Grant within 12 months of receiving a 

Research Facilitation Report or an Innovation Facilitation Report, unless 

otherwise agreed by the Programme Delegate. 

                                            

2For the avoidance of doubt, applicants may still be eligible under this sub-criterion, if an applicant’s business structure, 
ownership and/or Australian Company Number has changed within the three consecutive year period. Applicants 
would be required to provide business activity statements for this period. For further information on the eligibility for 
Innovation Connections Facilitation please see the Innovation Connections Customer Information Guide published on 
business.gov.au. 
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134. To be eligible for an Innovation Connections Grant, applicants must not have 

previously received either a Research Connections Grant or an Innovation 

Connections Grant in the last five years, except where a second Grant is provided for 

by the same Research Facilitation Report or Innovation Facilitation Report (clause 

141). 

Sectors 

135. To be eligible for an Innovation Connections Facilitation, applicants must: 

a) be operating in one or more of the Growth Sectors; or 

b) provide Enabling Technologies and Services to one or more of the Growth 

Sectors; or 

c) demonstrate they are committed to, and have the skills, capability, intellectual 

property or expertise to operate in, one of the Growth Sectors in the future. 

Applications 

136. Applications for an Innovation Connections Facilitation may be lodged at any time 

during the life of the Programme. 

137. Applications for an Innovation Connections Grant must be made within the time period 

set out in clause 133(e). 

138. Applications for Activities under Innovation Connections will be assessed against the 

relevant eligibility criteria by the Programme Delegate. 

139. Applicants whose application is deemed to be an Eligible Application will receive the 

Service or Grant up to the limit of available funding and subject to revision, suspension 

or abolition of the Activity. 

140. The Programme Delegate may agree that a Publicly Funded Research Organisation 

can enter into a Funding Agreement with the Department for an Innovation 

Connections Grant at the request of an applicant for the purposes of providing 

research capability to that applicant. 

141. Within six weeks of the completion of a Research Connections Project or an 

Innovation Connections Project, a Recipient may apply for a second Innovation 

Connections Grant to undertake a new Innovation Connections Project. A maximum of 

two Innovation Connections Projects may be supported under an Innovation or 

Research Facilitation Report. 

142. Information relating to the application process is provided in the Innovation 

Connections Customer Information Guide published on business.gov.au. 
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Payment of Grants 

143. An Innovation Connections Grant will reimburse the Recipient as set out in clause 130 

of acquitted Innovation Connections Project costs, in accordance with the Funding 

Agreement. 

Innovation Facilitators 

144. The role of the Innovation Facilitators includes, but is not limited to: 

a) providing advice and mentoring to Participants to foster innovation, productivity, 

and continuous improvement; 

b) identifying strategic research opportunities for Participants; 

c) mapping existing capability of the research sector; 

d) connecting Participants to relevant research providers; 

e) providing recommendations to Participants regarding knowledge-related issues; 

f) understanding and drawing on knowledge from the Industry Growth Centres; 

g) Programme marketing and promotional activities; and 

h) undertaking other activities agreed by the Programme Delegate.
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Schedule C 

Accelerating Commercialisation 

Introduction 

145. Accelerating Commercialisation provides expert guidance, connections and 

financial support to assist small and medium businesses, entrepreneurs and 

researchers to find the right commercialisation solutions for their novel product, 

process or service. 

146. The Department will engage a national network of experienced 

Commercialisation Advisers to assist in the delivery of Accelerating 

Commercialisation. 

147. Accelerating Commercialisation commenced on 1 November 2014. 

Transitional Arrangements 

148. Commercialisation Australia programme participants will continue to receive the 

services outlined in their Commercialisation Australia funding agreements in 

accordance with the terms and conditions of that agreement. These participants 

will receive Portfolio Services for the duration of the agreed Commercialisation 

Australia project and for an additional 24 months following the project’s 

completion. 

Objective 

149. The objective of Accelerating Commercialisation is to encourage and assist 

small and medium businesses, entrepreneurs and researchers to 

commercialise novel products, processes and services. 

Outcomes 

150. Key outcomes for Accelerating Commercialisation may include that: 

a) Participants improve their ability to commercialise intellectual property; 

b) Participants improve their ability to attract private investment; 

c) Participants commercialise novel products, processes and services; 

d) Participants extend their networks to accelerate their commercialisation 

process; and 

e) Participants improve their business performance. 
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Activities 

151. Applicants may apply for one or more of the following Accelerating 

Commercialisation Activities: Commercialisation Guidance, Accelerating 

Commercialisation Grant and Portfolio Services. 

Commercialisation Guidance 

152. Commercialisation Guidance is a range of Services for which a Participant may 

receive one or more of the following from AusIndustry or a Commercialisation 

Adviser: 

a) feedback on their eligibility for other Activities under Accelerating 

Commercialisation; 

b) referral to other Federal, State and Territory Government programmes; 

c) referral to Services of Business Management or Innovation Connections; 

d) guidance and feedback on the proposed Commercialisation Project or 

Commercialisation Strategy; and 

e) guidance on the application processes for other Activities under 

Accelerating Commercialisation. 

Accelerating Commercialisation Grant 

153. An Accelerating Commercialisation Grant is a Grant to support eligible 

Commercialisation Projects for up to 50 per cent of the Eligible Expenditure, up 

to a maximum of: 

a) $250,000 for Commercialisation Offices and Eligible Partner Entities; or 

b) $1 million for all other applicants. 

154. Accelerating Commercialisation Grant Recipients will also receive Portfolio 

Services for the duration of agreed project in their Funding Agreement, and up 

to an additional 24 months at the discretion of the Programme Delegate. 

Portfolio Services 

155. Portfolio Services are a range of Services which provide Participants with 

commercialisation assistance. Services could include one or more of the 

following: 

a) support from a Commercialisation Adviser who may provide the services 

listed in clause 195; 

b) an opportunity to access the Expert Network (via a Commercialisation 

Adviser) to help make business connections, create opportunities to 

raise capital and/or enter new markets; 
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c) exposure to investors and multi-national corporations through domestic 

and international roadshows; and 

d) inclusion in the Portfolio. 

The Services provided to each Participant will be determined by the 

Programme Delegate, taking into account the Participant’s objectives as 

outlined in their application form or Commercialisation Australia funding 

agreement. 

156. The Portfolio is an aggregation of Accelerating Commercialisation Participants 

brought together for global visibility to investors, other entrepreneurs, domain 

experts, supply chains and strategic corporations. 

157. Participants of Portfolio Services only will be included in the Portfolio for up to 

24 months, as outlined in their Deed of Services and Release and at the 

discretion of the Programme Delegate. 

Eligibility 

158. To be eligible for Accelerating Commercialisation, applicants must: 

a) have a novel product, process or service they wish to commercialise and 

trade to customers external to the state or territory of the applicant’s 

place of business; 

b) satisfy the eligibility criteria specific to the relevant Activity 

(clauses 159-167); and 

c) not be named by the Workplace Gender Equality Agency as an 

organisation that has not complied with the Workplace Gender Equality 

Act 2012 (Cth). 

Commercialisation Guidance 

159. To be eligible for Commercialisation Guidance, applicants need to satisfy 

clauses 158(a) and 158(c) only. 

Accelerating Commercialisation Grant 

160. To be eligible for an Accelerating Commercialisation Grant, applicants must be: 

a) an Eligible Corporation that is non tax-exempt and is registered for GST; 

or 

b) an Eligible Corporation that is an incorporated trustee registered for GST 

acting for a trust; or 

c) a Commercialisation Office or Eligible Partner Entity; or 
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d) an individual, partnership or trustee who agrees to form an Eligible 

Corporation, that is non tax-exempt and is registered for GST, before 

signing a Funding Agreement. 

161. In addition, to be eligible for an Accelerating Commercialisation Grant, 

applicants must: 

a) have received Commercialisation Guidance; and 

b) have a combined annual turnover of less than $20 million for each of the 

three financial years prior to the lodgement of the application; and 

c) be undertaking a Commercialisation Project that satisfies the conditions 

specified in clauses 168-170; and 

d) have ownership, access to, or the beneficial use of, any intellectual 

property that is the subject of, or is necessary to carry out the 

Commercialisation Project; and 

e) submit an application that contains sufficient information to undertake a 

merit assessment; and 

f) be able to demonstrate an ability to fund at least 50 per cent of the 

Eligible Expenditure from non-Government Grant Sources. 

162. Applications from Commercialisation Offices and Eligible Partner Entities are 

not required to satisfy clause 161(b). 

163. In clause 161(b) the combined annual turnover must include the turnover of the 

applicant and of each Related Body Corporate (if any) at the time the 

Programme Delegate receives the application, except where the applicant is 

controlled by a Publicly Funded Research Organisation or Eligible Partner 

Entity, in which case the turnover of the applicant in isolation must be less than 

$20 million for each of the three financial years prior to the lodgement of the 

application. 

Portfolio Services 

164. To be eligible to apply for Portfolio Services only, applicants must: 

a) be an Eligible Corporation that is non tax-exempt and is registered for 

GST; or 

b) an Eligible Corporation that is an incorporated trustee registered for GST 

acting for a trust; or 

c) be a Commercialisation Office or Eligible Partner Entity; or 

d) be an individual, partnership or trustee who agrees to form an Eligible 

Corporation that is non tax-exempt and is registered for GST before 

signing a Deed of Services and Release. 
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165. In addition, to be eligible to apply for Portfolio Services only, applicants must: 

a) have received Commercialisation Guidance; and 

b) have a combined annual turnover of less than $20 million for each of the 

three financial years prior to the lodgement of the application; and 

c) have a Commercialisation Strategy that aims to achieve at least one of 

the following: 

i. complete the development of a novel product, process or 

service; or 

ii. prove commercial viability of a novel product, process or 

service; or 

iii. expand commercialisation of its novel product, process or 

service in existing markets or into new markets; and 

d) have ownership, access to, or the beneficial use of, any intellectual 

property that is the subject of, or is necessary to carry out the 

Commercialisation Strategy; and 

e) submit an application to receive Portfolio Services for a period of 24 

months or less; and 

f) submit an application that contains sufficient information to undertake a 

merit assessment. 

166. Applications from Commercialisation Offices and Eligible Partner Entities are 

not required to satisfy clause 165(b). 

167. In clause 165(b) the combined annual turnover must include the turnover of the 

applicant and of each Related Body Corporate (if any) at the time the 

Programme Delegate receives the application, except where the applicant is 

controlled by a Publicly Funded Research Organisation or Eligible Partner 

Entity, in which case the turnover of the applicant in isolation must be less than 

$20 million for each of the three financial years prior to the lodgement of the 

application. 

Commercialisation Project 

168. A Commercialisation Project must aim to achieve at least one of the following: 

a) complete the development of a novel product, process or service; or 

b) prove commercial viability of a novel product, process or service; or 

c) make the first sales of a novel product, process or service in Australia or 

overseas; or 

d) guide the applicant towards commercialisation of its novel product, 

process or service. 
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169. The Commercialisation Project may cover activities at a specific stage of the 

commercialisation process, or cover the entire process from determining a 

commercialisation strategy to achieving first sales. 

170. There is no minimum duration for a Commercialisation Project but the project 

must not exceed a maximum of 24 months. 

Applications 

171. Applications for Accelerating Commercialisation may be lodged at any time 

during the life of the Programme. 

172. Application forms for Accelerating Commercialisation Grants and Portfolio 

Services can be accessed by contacting AusIndustry through business.gov.au 

or the contact centre on 13 28 46. 

173. Applications for Activities under Accelerating Commercialisation will be 

assessed against the relevant eligibility criteria by the Programme Delegate. 

174. A Recipient of an Accelerating Commercialisation Grant may apply for another 

Accelerating Commercialisation Grant for the next stage of their eligible 

Commercialisation Project, subject to the conditions outlined in the Accelerating 

Commercialisation Customer Information Guide published on business.gov.au. 

In this circumstance the applicant will not be entitled to receive 

Commercialisation Guidance for a second time. 

175. Further information relating to the application process is provided in the 

Accelerating Commercialisation Customer Information Guide published on 

business.gov.au. 

Assessment Process 

176. Only applications for Accelerating Commercialisation Grants that are deemed 

to be Eligible Applications by the Programme Delegate under clauses 158 and 

160-163 will proceed to the merit assessment stage. 

177. Only applications for Portfolio Services that are deemed Eligible Applications by 

the Programme Delegate under clauses 158 and 164-165 will proceed to the 

merit assessment stage. 

178. The Department will prepare a report on all Eligible Applications for 

Accelerating Commercialisation Grants and Portfolio Services, prior to merit 

assessment. Each report will include a due diligence report, undertaken by a 

Commercialisation Adviser, that investigates the claims made in the application 

against the merit criteria. 
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Merit Criteria 

179. Merit criteria for Accelerating Commercialisation are: 

a) Need for funding; 

b) Market opportunity; 

c) Value proposition; 

d) Execution plan; 

e) Management capability; and 

f) National benefits. 

180. The merit criteria listed at clauses 179(b)-(f) are equally weighted. 

181. In assessing the merit criteria, priority will be given to applications that have a 

Commercialisation Project or Commercialisation Strategy within one of the 

Growth Sectors through additional credit against the ‘National benefits’ merit 

criterion (clause 179(f)). 

182. Accelerating Commercialisation Grant applications from Commercialisation 

Offices and Eligible Partner Entities are not required to satisfy the ‘Need for 

funding’ merit criterion (clause 179(a)). 

183. Further guidance on the merit criteria is available through the Accelerating 

Commercialisation Customer Information Guide published on business.gov.au. 

Accelerating Commercialisation Grant 

184. The Programme Delegate will refer Eligible Applications for Accelerating 

Commercialisation Grants to Innovation and Science Australia for merit 

assessment and merit ranking. 

185. Eligible Applications for an Accelerating Commercialisation Grant from 

applicants other than Commercialisation Offices and Eligible Partner Entities 

will firstly be assessed against the ‘Need for funding’ merit criterion 

(clause 179(a)) by Innovation and Science Australia. 

a) If found meritorious against the ‘Need for funding’ merit criterion 

(clause 179(a)) the application will be assessed on a competitive basis 

against the merit criteria listed in clauses 179(b)-(f) by Innovation and 

Science Australia. 

b) If not found meritorious against the ‘Need for funding’ merit criterion 

(clause 179(a)) the application will be rejected by the Programme 

Delegate. 

186. Where merit assessments and merit rankings have been provided by 

Innovation and Science Australia to the Programme Delegate, the Programme 
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Delegate must take the merit assessments and merit rankings into account 

when deciding whether to approve an application. 

187. Further guidance on the Accelerating Commercialisation Grant assessment 

process is available through the Accelerating Commercialisation Customer 

Information Guide published on business.gov.au. 

Portfolio Services 

188. Eligible Applications for Portfolio Services will undergo a non-competitive 

assessment against the merit criteria listed in clauses 179(b)-(f) by a panel of 

Commercialisation Advisers. 

189. The Programme Delegate will take the panel’s recommendations into account 

when deciding whether to approve an application for Portfolio Services. 

190. Further guidance on the Portfolio Services assessment process is available 

through the Accelerating Commercialisation Customer Information Guide 

published on business.gov.au. 

Agreements 

191. To receive an Accelerating Commercialisation Grant the successful applicant 

will be required to enter into a Funding Agreement with the Department. 

192. To receive Portfolio Services the successful applicant will be required to enter 

into a Deed of Services and Release or a Funding Agreement with the 

Department. 

193. In addition to the requirements under Part 3 of the Programme Guidelines, any 

Funding Agreement or Services Agreement must: 

a) specify the type of support for the Commercialisation Project or 

Commercialisation Strategy to which the application relates, the timing, 

method and conditions of delivery of support; and 

b) contain any other matters considered by the Programme Delegate as 

necessary for the administration of Accelerating Commercialisation. 

194. Funding Agreements must specify the value of the Grant for the 

Commercialisation Project to which the application relates and the timing, 

method and conditions of the Grant. 

Commercialisation Advisers 

195. The role of the Commercialisation Advisers may include, but is not limited to: 

a) providing guidance to Participants with respect to Accelerating 

Commercialisation; 
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b) conducting due diligence that investigates the claims made against merit 

criteria in applications; 

c) developing and maintaining links with the Industry Growth Centres; 

d) consulting with the relevant Industry Growth Centre on relevant 

applications and other matters as required; 

e) guiding and assisting Participants through the commercialisation process 

including facilitating access to expertise, specialist advice and 

professional networks; 

f) assisting Participants in exploring alternative means of financing 

commercialisation activities; 

g) providing Commercialisation Guidance; 

h) Programme and Portfolio marketing and promotional activities; 

i) building the Expert Network; 

j) facilitating commercial opportunities between the Portfolio and the 

Expert Network; and 

k) undertaking other activities agreed by the Programme Delegate. 
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Schedule D 

Northern Australia Tourism 

Introduction 

196. Northern Australia Tourism provides advice and facilitation services to improve 

the business capabilities and networks of Northern Australia Tourism 

businesses so that they can better capture growth opportunities. 

197. Northern Australia Tourism was introduced to the Programme as part of the 

“Our North, Our Future: White Paper on Developing Northern Australia”. 

198. Northern Australia Tourism is supported by Industry Partners and delivered 

through a national network of experienced Business Advisers and Business 

Facilitators. 

199. Northern Australia Tourism commenced on 29 February 2016. 

Objective 

200. The objective of Northern Australia Tourism is to encourage and assist small 

and medium Tourism Businesses in Northern Australia to improve their 

capabilities, extend their networks and take advantage of growth opportunities. 

Outcomes 

201. Key outcomes from Northern Australia Tourism may include that: 

a) Participants improve their management skills; 

b) Participants improve their business systems and processes; 

c) Participants improve their ability to identify and leverage growth 

opportunities; 

d) Participants extend their business networks to increase their market and 

supply chain participation; and 

e) Participants improve their business performance. 

Activities 

202. Applicants can apply for one or more of the following Northern Australia 

Tourism Activities: Business Evaluation, Tourism Partnerships, Supply Chain 

Facilitation, Growth Services and Growth Grant. 

Business Evaluation for a Tourism Business 

203. A Business Evaluation is a range of Services initially comprising an evaluation 

by a Business Adviser to tailor the Service to the Participant’s needs, based on 
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the Participant’s capacity, commitment and need to undertake significant 

improvements. Following this evaluation a Participant may receive one or more 

of the following: 

a) business improvement advice and referrals; 

b) a detailed analysis of its business by a Business Adviser and 

recommendations for improvement presented in a Business Evaluation 

Action Plan; and 

c) support for implementation of the Business Evaluation Action Plan with 

the assistance of a Business Adviser. 

The Services provided to each Participant will be determined by the 

Programme Delegate, based on recommendations by the Business Adviser. 

Tourism Partnerships 

204. Tourism Partnerships is a range of Services delivered to a group or consortium 

of Participants to facilitate and encourage joint activities for the benefit of the 

group or consortium (e.g. marketing and/or packaging of complementary 

products and services). A Business Facilitator will develop a Tourism 

Partnership Plan including recommendations for improvement for participating 

businesses. 

Supply Chain Facilitation for a Tourism Business 

205. Supply Chain Facilitation is a range of Services delivered to a Participant to 

facilitate access to supply chain opportunities in the tourism Sector. Participants 

may attend Customer Connections events or undertake a Tourism Supplier 

Improvement Plan to improve their capability in meeting supply requirements.  

Growth Services for a Tourism Business 

206. Growth Services is a range of Services that support a Participant, over a 24 

month period, to achieve growth through strategic business improvements and 

connections. A Business Adviser conducts initial growth opportunity and 

capability analyses, develops a tailored and agreed Growth Plan, provides 

access to specialist Business Advisers and Business Facilitators, and brokers 

connections to experts and providers to assist the business to capitalise on its 

growth opportunities. 

Growth Grant for a Tourism Business 

207. A Growth Grant is a Grant that reimburses a Participant for up to half of the 

cost of engaging a consultant (up to a maximum Grant of $20,000) to make 
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business improvements that were recommended in the Business Evaluation 

Report, Supplier Improvement Plan, Growth Plan or Tourism Partnership Plan. 

Eligibility 

208. To be eligible for Services under Northern Australia Tourism an applicant must: 

a) be an Eligible Corporation that is non tax-exempt and is registered for 

GST; 

b) be located and/or have significant operations in Northern Australia; 

c) satisfy the criteria to be a Tourism Business (refer Customer Information 

Guidelines for Northern Australia Tourism Initiative); 

d) have an annual turnover or operating expenditure between $750,000 

and $100 million; 

e) be solvent; 

f) have operated in Australia and filed business activity statements 

showing ongoing trading in at least three consecutive years3; 

g) satisfy the eligibility criteria specific to the relevant Activity 

(clauses 210-215); and 

h) not be named by the Workplace Gender Equality Agency as an 

organisation that has not complied with the Workplace Gender Equality 

Act 2012 (Cth). 

209. The following entities are ineligible to apply for Northern Australia Tourism: 

a) individuals; 

b) partnerships; 

c) trusts, except for trusts with trustees that are Eligible Corporations; and 

d) Commonwealth, State and Local Government agencies and bodies 

(including government business enterprises, federal, state/territory and 

local tourism bodies and regional tourism organisations). 

Business Evaluation for a Tourism Business 

210. To be eligible for a Business Evaluation, applicants must not have previously 

received a Business Evaluation Report or Business Evaluation Action Plan, in 

the last five years. 
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Tourism Partnerships 

211. Each member of the group or consortium must satisfy the eligibility criteria set 

out in clauses 208 and 209 to be eligible Participants.  The group or consortium 

may apply for a Growth Grant via a lead business to facilitate and encourage 

eligible joint activities identified in the Tourism Partnership Plan. Being part of a 

group or consortium receiving a Tourism Partnership Service does not preclude 

the business from accessing an Activity in its own right. 

Supply Chain Facilitation for a Tourism Business 

212. To be eligible to participate in a Customer Connections event, applicants must 

have completed, or be engaged in, a: 

a) Business Evaluation, Tourism Partnership, Supply Chain Facilitation or 

Growth Services; or 

b) Business Review Report, Continuous Improvement Report or 

Continuous Improvement Plan under the Enterprise Connect 

programme; or 

c) an equivalent service. 

213. To be eligible to receive a Supplier Improvement Plan, applicants must not 

have previously received a Supplier Improvement Plan, or a Continuous 

Improvement Plan under the Enterprise Connect programme, in the last five 

years. 

Growth Services for a Tourism Business 

214. To be eligible for Growth Services, applicants must not have previously 

received Growth Services or Growth Services in the last five years. 

Business Growth Grant for a Tourism Business 

215. A Growth Grant can only fund activities directly related to the implementation of 

recommendations identified in a Business Evaluation, Tourism Partnership 

Plan, Supplier Improvement Plan or Growth Plan. 

216. To be eligible for a Growth Grant, applicants must: 

a) apply for a Growth Grant within: 

i. six months of receipt of a Business Evaluation Report, Tourism 

Partnership Plan, Business Evaluation Action Plan or Supplier 

Improvement Plan; or 

ii. 24 months of receipt of a Growth Plan, 

unless otherwise agreed by the Programme Delegate. 
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b) provide a quote from two different consultants to implement part or all of 

the recommendations in the report or plan identified in clause 215, 

unless otherwise agreed by the Programme Delegate; 

c) demonstrate the preferred consultant is bringing new areas of expertise 

to the business; 

d) demonstrate the work related to the Growth Grant is not part of the 

ordinary operations of the business; 

e) demonstrate how the activities will build identified capabilities; and 

f) be able to fund the total value of the costs of engaging the consultant 

before receiving the Grant (which is worth half of the total value up to a 

maximum Grant of $20,000). 

Applications 

217. Applications for Services under Northern Australia Tourism may be lodged at 

any time during the life of the Programme. 

218. Applications for Growth Grants must be made within the time period set out in 

clause 216 216.a). 

219. Applications for Activities under Northern Australia Tourism will be assessed 

against the relevant eligibility criteria by the Programme Delegate. 

220. Other than for Growth Services, applicants whose application is deemed to be 

an Eligible Application will receive the Service or Grant up to the limit of 

available funding and subject to revision, suspension or abolition of the Activity. 

221. Applications for Tourism Growth Services will also undergo a merit assessment 

as outlined in clauses 223-226. 

222. Information relating to the application process is provided in the relevant 

Customer Information Guide published on business.gov.au. 

Assessment Process 

Tourism Growth Services 

223. Only applications for Growth Services that are deemed to be Eligible 

Applications will proceed to the merit assessment stage. 

224. During the merit assessment stage, a Business Adviser will use evidence 

provided in the application and during an on-site meeting with the applicant to 

assess the applicant against the following equally weighted merit criteria: 

a) Growth opportunity; 

b) Growth commitment; and 
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c) Resources and capacity to execute a growth plan. 

225. The Programme Delegate will take the Business Adviser’s assessment into 

account when deciding whether to approve an application for Tourism Growth 

Services. 

226. Further guidance on the Growth Services assessment process is available 

through the Growth Services Customer Information Guide published on 

business.gov.au. 

Payment of Grants 

227. Grants will be paid in arrears following the completion of the Growth Grant 

activities and acquittal of associated costs. 

Business Advisers and Business Facilitators 

228. The role of the Business Advisers and Business Facilitators includes, but is not 

limited to: 

a) providing advice, mentoring and specialist expertise to Participants; 

b) assisting Participants in developing their professional networks and 

providing connections; 

c) fostering innovation, productivity, and continuous improvement in 

Participants; 

d) alliance building between Participants; 

e) mapping capability and connections for Participants; 

f) providing recommendations to Participants to embed improvements in 

their business; 

g) engaging specialists for provision of specialist services and advice; 

h) understanding and drawing on knowledge from the Industry Growth 

Centres; 

i) providing the Department with industry intelligence; 

j) Programme marketing and promotional activities; and 

k) undertaking other activities agreed by the Programme Delegate. 
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Schedule E 

Incubator Support 

Introduction 

229. This schedule sets out the funding rules for the Incubator Support initiative (the 

initiative) for applicants. The initiative aligns with the requirements of the 

Commonwealth Grants Rules and Guidelines.4 

230. The initiative was announced as part of the National Innovation and Science 

Agenda (NISA) in December 2015, and is a new element of the Entrepreneurs’ 

Programme.  

231. The Department of Industry, Innovation and Science (the department) is 

responsible for administering the initiative.  

232. You may lodge applications for the Incubator Support initiative at any time 

during the life of the initiative.  

233. You should read this document carefully before you fill out an application. Key 

terms used in these guidelines are defined in Appendix 1. 

Initiative overview 

234. The objective of the initiative is to assist New and Existing Incubators to: 

a) improve the prospects of Australian start-ups achieving commercial 

success in international markets by delivering a range of activities to 

Australian start-ups to develop the capabilities required to realise their 

economic potential in international markets faster than they otherwise 

would; and 

b) develop Australia’s innovation ecosystem including in Australian regions. 

235. The initiative provides funding through two components to deliver Incubator 

Support projects, both of which require matched funding from applicants. 

236. The first is support for New and Existing Incubators: 

a) to help develop new Incubators in regions or sectors with high potential 

for success in international trade, and  

b) to boost the effectiveness of high performing Incubators, including 

funding support to expand their services and/or develop the innovation 

ecosystem 

                                            

4 http://www.finance.gov.au/resource-management/grants/  
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237. The second is support for Expert-in-Residence: 

a) to organise and provide access to top quality research, managerial and 

technical talent through secondments of national or international expert 

advisers who will improve the chance of commercial success for start-

ups in international markets.  

238. The initiative’s intended outcomes are to: 

a) support new Australian Incubators targeting innovative start-ups to assist 

them to trade internationally  

b) expand the scale and operations of existing Australian Incubators 

targeting innovative start-ups to increase their chances of success in 

international markets; and 

c) develop new innovative Australian start-ups with a focus on international 

markets.  

239. If you apply for a New or Existing Incubator Support grant, we will assess your 

application against the eligibility criteria, merit criteria and other applications on 

a competitive basis.  

240. If you apply for an Expert-in-Residence grant, we will assess your application 

against the eligibility criteria only. You only need to address the merit criteria if 

you apply for a New or Existing Incubator Support grant. 

Grant amount and grant period 

241. The grant amount will be up to 50 per cent of total Incubator Support Project 

Value as follows: 

a) a minimum grant amount of $10,000 and a maximum grant amount of 

$500,000 for New and Existing Incubators per project with a maximum 

grant period of 24 months. 

b) a minimum grant amount of $1,000 and a maximum grant amount of 

$25,000 for Expert-In-Residence per project with a maximum grant 

period of 12 months. 
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c) be one of the following: 

i) an entity incorporated in Australia; 

ii) an incorporated trustee on behalf of a trust; 

iii) a not for profit organisation; 

iv) a publicly funded research organisation (PFRO), excluding 

government departments or agencies which undertake publicly 

funded research; or 

v) local government. 

245. Joint applications from consortia are acceptable, provided you have a lead 

applicant who is the main driver of the project and is eligible as per the list 

above. 

246. You can apply and be funded for up to two grants at the same time. You can 

apply for more than two grants only after you have finished one of the funded 

projects and have provided your final report.  

247. You are not eligible to apply if you are: 

a) an individual, partnership or trust (however, an incorporated trustee may 

apply on behalf of a trust) 

b) a Commonwealth or state government agency or body (including PFROs 

and government business enterprises). 

248. To be eligible you must be able to provide the following: 

a) trust deed (where applicable) 

b) for New and Existing Incubators applications - evidence from your 

organisation’s Board (or support from the Chief Executive Officer or 

director, if there is no Board) that the project is supported, and that the 

applicant can complete the project and meet the costs of the project not 

covered by grant funding 

c) for Expert-In-Residence applications - resumes outlining the experience 

and capabilities of the expert/s. 

Eligible projects 

249. To be eligible your project must: 

a) include eligible activities and eligible expenditure 

b) have a total project value of at least $20,000 for New and Existing 

Incubators per project 

c) have a total project value of at least $2,000 for Expert-In-Residence per 

project. 
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Eligible activities 

250. Incubator Support will fund activities undertaken by Incubators that improve the 

prospects of Australian start-ups achieving commercial success in international 

markets. This would be achieved through Incubators assisting Australian start-

ups (as determined by the Incubator) to develop the capabilities required to 

realise their economic potential in international markets faster than they 

otherwise would. 

251. Eligible activities must: 

a) assist Australian start-ups to develop the capabilities required to achieve 

commercial success in international markets; 

b) support innovative start-ups focused on international markets to realise 

their economic potential faster than they otherwise would; and 

c) directly contribute to the initiative’s objectives and directly relate to the 

project. 

252. Eligible activities can include the following activities. 

For New and Existing Incubators  

253. Examples of eligible activities include but are not limited to Incubators: 

a) expanding mentor networks to new mentors with national or international 

expertise; 

b) providing or facilitating access for innovative start-ups to new resources 

(such as purchase of technical equipment) to promote or facilitate 

international trade;  

c) providing or facilitating access for innovative start-ups to new knowledge 

(such as customer acquisition and/ or business development methods) 

to promote or facilitate international trade; and 

d) facilitating innovative start-ups’ access to new international networks 

(e.g. investors, customers peer firms). 

254. This is not an exhaustive list of eligible activities for the new and existing 

Incubators component. The Programme Delegate makes the final decision on 

whether an activity is eligible. For more information contact us at 

business.gov.au or call the contact centre on 13 28 46. 

For Expert-in-Residence  

255. Examples of eligible activities include but are not limited to 

a) a workshop where an expert gives advice on developing business 

activities, for example in international markets; and 
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b) engaging a national or international expert (with knowledge in start-up 

related technology and international experience) to assist start-ups 

address key challenges during an Incubator program. 

256. This is not an exhaustive list of eligible activities for the Expert-In-Residence 

component. The Programme Delegate makes the final decision on whether an 

activity is eligible. For more information contact us at business.gov.au or call 

the contact centre on 13 28 46. 

Eligible and ineligible expenditure 

257. You can only spend grant funds on eligible expenditure you have incurred on 

an agreed project as defined in the grant agreement. You may start your project 

from the date that we notify you that your application is eligible and complete. If 

you choose to start your project before you enter into a grant agreement with 

the Commonwealth, you do so at your own risk. 

258. You will need to provide details and costs of all in-kind contributions. In-kind 

contributions must directly relate to the cost of delivering the project activities. 

a) For guidelines on eligible expenditure, see Appendix 2. 

b) For a list of ineligible expenditure, see Appendix 3. 

c) For guidelines on allowable in-kind contributions, see Appendix 4. 

259. We may update the guidelines on eligible expenditure from time to time. If your 

application is successful, the version in place when your grant agreement is 

signed (by both the Commonwealth and you) will be the version that applies to 

your project. 

The merit criteria you need to address 

(For New and Existing Incubators) 

260. To be competitive, you will need to address all the merit criteria in your 

application. We will assess your application against each merit criterion using 

the weighting indicated. The application form asks questions that relate to the 

merit criteria below. The amount of detail and supporting evidence you provide 

in your application should be relative to the project size, complexity and funding 

amount requested. Word limits are displayed on the application form. 

Merit criterion 1 – Management and Business Capability (40 points) 

261. Demonstrate your ability to assist Australian start-ups to develop the 

capabilities required to succeed in international markets. 

a) Describe key personnel: 

i) time commitment to Incubator; 
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ii) evidence of national or global entrepreneurship and 

commercialisation experience; 

iii) evidence of linkages to international innovation ecosystems; 

iv) community management skills; and 

v) evidence of investment attraction into start-ups;  

b) What is the track record of your organisation or team? Provide examples 

of start-ups previously supported, including evidence that these are 

bringing new-to-market or new-to-world innovative products and services 

to markets outside Australia. 

262. Describe the operating model of your Incubator and how you can foster the 

development of innovative start-ups in international markets. 

a) Describe how you will leverage your networks to deliver services and 

opportunities to start-ups – give evidence of linkages, agreements, 

support from other players in the innovation ecosystem. 

b) Describe the services that you provide, which could include: 

i) seed funding 

ii) co-location 

iii) structured programme 

iv) mentoring 

v) cohort-based entry and exit 

vi) professional services 

vii) networking events. 

c) Describe how you will fund ongoing operations after the grant ends. For 

example: 

i) If you are an existing incubator, provide evidence of your current 

funding model 

ii) If you are establishing a new incubator, provide evidence of your 

proposed funding model. This may include: 

 a letter of support from potential corporate or government 

sponsors 

 evidence of demand and willingness to pay for a co-working 

space. 
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Merit criterion 2 – Expected impact and benefits of the project (50 points) 

263. Describe the distinct value proposition of your incubator. Outline the gap in the 

market that your project will address and describe how your project will address 

this gap in terms of two or more of the following outcomes:  

a) improving the commercial prospects of innovative start-ups in 

international markets 

b) developing Australia’s innovation ecosystem so that innovative start-ups 

can thrive and flourish in international markets, by supporting Incubators 

including in the development of clusters, focussed on new regions, 

sectors or linked with universities 

c) developing the capability of Incubators to facilitate and foster innovative 

start-ups with the potential to operate in international markets 

d) in regional Australian communities, developing new incubators 

capabilities to support innovative, internationally focussed start-ups. 

 

Merit criterion 3 – Value for money (10 points) 

264. Will the project go ahead without the grant? Explain how the grant will impact 

the project in terms of size, timing and reach?  

265. What is the total level of your contributions to the project? Include all cash and 

in-kind contributions. Explain why any in-kind contributions are integral to 

achieving project outcomes. Justify how you calculated the dollar value of any 

in-kind contributions.  

How to apply 

266. Before applying you should read and understand these Programme Guidelines, 

and the grant agreement. View the grant agreement at business.gov.au. 

267. You can submit an application at any time.  

268. To apply, you must: 

a) complete the online Incubator Support Initiative application form on 

business.gov.au 

b) provide all the information that is needed for us to assess your 

application 

c) address all eligibility and merit criteria, ensuring each requirement has 

been considered 

d) ensure all attachments are included 
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269. When you submit your online application we will provide you with an automated 

receipt number and a link. The link goes to a page where you can enter your 

email address to receive acknowledgment and a copy of your complete 

application. 

270. You are responsible for making sure your application is complete and accurate. 

Giving false or misleading information is a serious offence under the Criminal 

Code 1995 (Cth). We will investigate false or misleading information and may 

stop your application from being considered for the grant. If you find an error in 

your application after submitting it you should phone us immediately on 13 28 

46. 

271. If we find an error or information that is missing we may ask for clarification or 

additional information from you. This should not change the nature of your 

application. However we can also refuse any additional information, or requests 

to change submissions from you after the application closing time.  

272. If you need further guidance around the application process or if you are unable 

to submit an application online contact us at business.gov.au or call the contact 

centre on 13 28 46. 

Attachments to the application 

273. The following documents are required with your application: 

a) trust deed (where applicable) 

b) for New and Existing Incubators applications - evidence from your 

organisation’s Board (or support from the Chief Executive Officer or 

director, if there is no Board) that the project is supported, and that the 

applicant can complete the project and meet the costs of the project not 

covered by grant funding. 

c) for Expert-In-Residence applications - a resume outlining the experience 

and capabilities of the expert/s. 

274. You must attach supporting documentation to the application form in line with 

the instructions provided within the form.  

Applications from consortia 

275. We recognise that some organisations may want to join together as a group to 

form consortia to deliver activities. If you are submitting a joint application for 

funding or submitting an application on behalf of a consortium, you must 

appoint a lead entity. Only the lead entity will enter into, and be responsible for 

the grant agreement with the Commonwealth. The lead entity must complete 

the application form and identify all other members of the proposed consortium 

in their application. The application should also include a letter of support from 
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each of the additional organisations involved in the proposal. Each letter of 

support should include: 

a) details of the additional entity 

b) an overview of how the organisation will work with the lead entity and 

any other consortium members to successfully complete the grant 

activity/ project 

c) an outline of the relevant experience and/ or expertise the organisation 

will bring to the consortium 

d) the roles/ responsibilities the organisation will undertake, and the 

resources it will contribute (if any) 

e) details of a nominated management level contact officer. 

How we assess your application (selection process) 

276. AusIndustry will assess applications for New and Existing Incubators against 

the eligibility criteria. Only eligible applications will proceed to the merit 

assessment stage.  

277. We will refer eligible New and Existing Incubator applications to Innovation and 

Science Australia for assessment. Innovation and Science Australia may seek 

input from external advisors to inform their assessment process.  Innovation 

and Science Australia will assess your application against the merit criteria and 

compare it to other eligible applications. Innovation and Science Australia will 

give your application a score out of 100. 

278. While all applications are assessed against the same merit criteria, Innovation 

and Science Australia will score your application relative to the project size, 

complexity and grant amount requested. Larger and more complex projects 

should include more detailed evidence.  

279. After considering your application, Innovation and Science Australia will make 

recommendations to the Minister on which applications are suitable for funding. 

To be recommended as suitable for funding, your application must score highly 

against each merit criterion. 

280. AusIndustry will assess Expert in Residence applications against the eligibility 

criteria and will refer applications to the Programme Delegate to make the final 

decision. 

281. For all applications, if the selection process identifies unintentional errors in 

your application, we may contact you to correct or clarify the errors, but you 

cannot make any material alteration or addition. 
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Final decision 

282. The Minister decides which New and Existing Incubator grants to approve, 

taking into account Innovation and Science Australia’s recommendations and 

the availability of grant funds. The Programme Delegate decides which Expert 

in Residence Incubator grants to approve, taking into account the availability of 

grant funds. The Programme Delegate is the AusIndustry general manager who 

is responsible for administering the initiative. 

283. If you are successful, you will receive a written offer. If you are unsuccessful, 

we will notify you in writing and give you an opportunity to discuss the outcome 

with us. You can submit a new application for the same project (or a similar 

project) in the future. You should include new or more information to address 

the weaknesses identified in your previous application. If a new application is 

substantially the same as a previous ineligible or unsuccessful application we 

may refuse to accept it for merit assessment. 

284. The Minister and Programme Delegate’s decisions are final in all matters, 

including: 

a) the approval of applications for funding; 

b) the size of funding to be awarded; and 

c) the terms and conditions of funding.  

285. The Minister and Programme Delegate must not approve funding if they 

reasonably consider the programme funding available across financial years 

will not accommodate the funding offer. 

286. We cannot review decisions. 

If your application is successful 

Grant agreement  

287. You must enter into a grant agreement with the Department of Industry, 

Innovation and Science, acting on behalf of the Commonwealth. A sample 

grant agreement is available on business.gov.au.  

288. For New and Existing Incubator projects, you will have 30 days from the date of 

offer to execute a grant agreement with the Commonwealth (‘execute’ means 

both you and the Commonwealth have signed the agreement). During this time 

we will work with you to finalise details. We may withdraw the offer if both 

parties do not execute the grant agreement within this time. Under certain 

circumstances we may extend this period. 

289. For Expert in Residence projects, your application together with the details in 

your letter of approval will form the grant agreement. 
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290. We will not make any grant payments until there is an executed grant 

agreement in place. We are not responsible for any of your project expenditure 

until a grant agreement is in place. You may start your project from the date 

that we notify you that your application is eligible and complete. If you choose 

to start your project before you have an executed grant agreement, you do so 

at your own risk.  

291. The funding approval may have specific conditions as a result of the 

assessment process or other considerations made by the Programme Delegate 

or Minister. We will identify these in the offer of funding.  

292. You will have up to 24 months from the project start date to complete New and 

Existing Incubator projects. You will have up to 12 months from the project start 

date to complete Expert in Residence projects. The project end date is when 

you have finished all project activities and milestones as stated in the grant 

agreement.  

293. The Commonwealth may recover grant funds if there is a breach of the grant 

agreement. 

How the grant will be paid 

294. The grant agreement will state the: 

a) maximum grant amount to be paid; and 

b) ratio of costs covered by the grant (grant ratio). 

295. We will not exceed the maximum grant amount under any circumstances. If you 

incur extra eligible expenditure, you must meet it yourself. 

296. For New and Existing Incubator projects: 

a) For projects that are less than 12 months we will pay 80 per cent of the 

grant on execution of the grant agreement (signed by both parties). 

b) For projects that are more than 12 months we will pay 50 per cent of the 

grant on execution of the grant agreement (signed by both parties); 30 

per cent of the grant amount will be paid on achievement of milestones,  

c) We will set aside the remaining 20 per cent of the total grant funding for 

the final payment. We will pay this when you submit a satisfactory final 

report. 

d) You must provide a final report within four weeks of completing the 

project. 

297. For Expert-in-Residence projects: 

a) We will pay 100 per cent of the grant amount on execution of the grant 

agreement.  You must provide a final report within four weeks of 

completing the project.  
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How we monitor your project 

298. You must submit progress reports in line with the grant agreement. You will 

need to report on: 

a) progress against agreed project milestones; 

b) contributions of participants directly related to the project; and 

c) eligible expenditure of grant funds. 

299. The amount of detail you provide in your reports should be relative to the 

project size, complexity and grant amount. We will provide you with templates 

during the grant agreement process. 

300. We will monitor the progress of your project by assessing reports you submit. 

301. Progress reports must: 

a) include the evidence that has been agreed on; 

b) show the total eligible expenditure incurred to achieve the milestone; and 

c) be submitted within four weeks of completing a milestone (you can 

submit reports ahead of time if you have completed the milestone). 

302. You will need to submit a report to us as detailed in your grant agreement. We 

will assess your report and may conduct site visits if necessary.  

Project variations 

303. We recognise that unexpected events may affect project progress. In these 

circumstances, you can request a project variation, including: 

a) changing project milestones; 

b) extending the timeframe for completing the project but within the 

maximum 12 or 24 months allowed in Programme Guidelines; and/or 

c) changing project activities. 

304. Note the initiative does not allow for an increase to the agreed amount of grant 

funds 

305. If you want to propose changes to the grant agreement, you must put them in 

writing before the grant agreement end date. 

306. We will not consider changes after the grant agreement end date. 

307. If a delay in the project causes milestone achievement and payment dates to 

move to a different financial year, you will need a variation to the grant 

agreement. We can only move funds between financial years if there is enough 

funding in the relevant year to allow for the revised payment schedule. 
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308. You should not assume that a variation request will be successful. We will 

consider your request based on factors such as: 

a) how it impacts the project outcome; 

b) consistency with the programme policy objective and any relevant 

policies of the department; 

c) changes to the timing of grant payments; and 

d) availability of programme funds.  
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Appendix 1: Glossary of Terms 

The following definitions apply for the purpose of interpreting the Programme 

Guidelines. They are not intended to be a substitute for the defined terms in any 

Deed of Services and Release or Funding Agreement. 

Accelerating 

Commercialisation 
The Element described in Schedule C of the Programme 
Guidelines. 

Activity or 

Activities 

The Services and Grants listed in Schedule A (clause 93), 
Schedule B (clause 127), Schedule C (clause 151), 
Schedule D (clause 202) and Schedule E (clauses 236 and 
237) for which applicants may apply. 

Applicant 
An entity that submits an application for a Service or Grant 
delivered under the Programme. 

Application Form 
The document issued by the Programme Delegate that 
Applicants use to apply for funding under the Programme. 

AusIndustry The division of the same name within the Department. 

Business Adviser 

A skilled adviser with private sector experience and access to 
an array of industry resources engaged by Industry Partners 
to assist in the delivery of Business Management as described 
in clause 120 of Schedule A and Northern Australia Tourism 
as described in clause 228 of Schedule D of the Programme 
Guidelines. 

Business 

Evaluation 

The Service described in clause 96 of Schedule A of the 
Programme Guidelines and the Service described in 
clause 203 of Schedule D of the Programme Guidelines. 

Business 

Evaluation Action 

Plan 

An action plan that may be provided to a Participant during a 
Business Evaluation that provides analyses, findings and 
recommendations for implementing improvements, some of 
which may be supported through a Business Growth Grant. 

Business 

Evaluation Report 
A report provided to the businesses at the completion of a 
Business Evaluation. 
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Business 

Facilitator 

An industry skilled professional who works with business to 
facilitate networks, and is engaged by Industry Partners to 
assist in the delivery of Business Management as described in 
clause 120 of Schedule A and in clause 2286 of Schedule D of 
the Programme Guidelines. 

Business Growth 

Grant 

The Grant described in clause 99 of Schedule A of the 
Programme Guidelines and the Grant described in clause 207 
of Schedule D of the Programme Guidelines. 

Business 

Management 
The Element described in Schedule A of the Programme 
Guidelines. 

Business 

Researcher 

Placement 

The placement of one of the Participants’ own research 
employees into a Publicly Funded Research Organisation to 
work collaboratively on a specific Innovation Connections 
Project and/or access research infrastructure. 

Business Review 

Report 

A report provided to the business following the delivery of 
services under the Enterprise Connect programme that 
documents the findings and recommendations of a business 
review. 

Commercialisation 

Adviser 

A skilled adviser with private sector experience and access to 
an array of industry resources engaged by the Department to 
assist in the delivery of Accelerating Commercialisation as 
described in clause 195 of Schedule C of the Programme 
Guidelines.  

Commercialisation 

Australia 
A closed Australian Government programme. 

Commercialisation 

Guidance 
The Service described in clause 152 of Schedule C of the 
Programme Guidelines. 

Commercialisation 

Office 

An entity of a Publicly Funded Research Organisation, or an 
Eligible Corporation controlled by one or more Publicly 
Funded Research Organisations, that assists researchers in 
commercialising their intellectual property. 
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Commercialisation 

Project 

A project which aims to commercialise novel intellectual 
property in the form of a novel product, process or service and 
satisfies clauses 1686-170. 

Commercialisation 

Strategy 
A business plan in relation to the commercialisation of a novel 
product, process or service. 

Confidential 

Information 
Has the meaning given to that term in clause 52 of the 
Programme Guidelines. 

Conflict of Interest 

The exercise of a power or making of a decision by a person 
in a way that may be, or may be perceived to be, influenced 
by either a material personal interest (whether financial or 
non-financial) or a material personal association. 

Continuous 

Improvement 

Report 

A report provided to the business following the delivery of 
services under the Enterprise Connect programme that 
documents the findings and the agreed prioritised action plan. 

Continuous 

Improvement Plan 

A report provided to the business following the delivery of 
services under the Enterprise Connect programme that 
documents the findings and the agreed prioritised action plan 
for continuous improvement. 

Customer 

Connections 

A Service provided under Supply Chain Facilitation which 
provides engagement events for small and medium 
businesses to connect with supply chain partners as described 
in clause 103 of Schedule A and in clause 212 of Schedule D 
of the Programme Guidelines. 

Customer 

Information Guide 

A document that provides prospective applicants with 
information on a Service or Grant including: 

 what is provided within the Service or Grant 

 eligibility 

 how to apply 

 the obligations of successful Applicants 

 the indicators of merit for some or all of the merit criteria. 
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Deed of Services 

and Release 

A deed entered into by a Participant and the Department in 
relation to Services under the Accelerating Commercialisation 
(excludes Funding Agreements). 

Department 
The Commonwealth of Australia as represented by the 
Department of Industry, Innovation and Science. 

Element 

A subset of the Programme under which Activities are 
categorised being Business Management, Innovation 
Connections, Accelerating Commercialisation and Incubator 
Support. 

Eligible Activities 

The activities undertaken by a Grantee in relation to an 
Incubator Support Project that are eligible for funding support. 
This is decided by the Programme Delegate in accordance 
with these Programme Guidelines and the Grant Agreement. 

Eligible 

Application 

An application that meets the requirements of 
clauses 100-107 for Business Management, clauses 131-134 
for Innovation Connections, clauses 158-167 for Accelerating 
Commercialisation, clauses 206-214 for Northern Australia 
Tourism, or clauses 241-254 for Incubator Support. 

Eligible 

Corporation 

A corporation incorporated under the Corporations Act 2001 
(Cth) will be an ‘eligible corporation’ for the purposes of the 
Programme if its trading activities: 

a) form a sufficiently significant proportion of its 

overall activities as to merit it being described as a 

trading corporation; or 

b) are a substantial and not merely peripheral activity 

of the corporation. 

Eligible 

Expenditure 

Expenditure incurred directly on an agreed project or on 
agreed activities as detailed in the relevant Funding 
Agreement. 

For the Accelerating Commercialisation Element eligible 
expenditure is defined in the Accelerating Commercialisation 
Customer Information Guide. 

For the Incubator Support Element eligible expenditure is 
defined in Appendix 2 – Guidelines on eligible expenditure for 
Incubator Support grants. 
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Eligible Partner 

Entity 

An Eligible Corporation whose primary purpose is research 
but also looks to commercialise the resultant intellectual 
property, and whose application for registration as an Eligible 
Partner Entity has been approved by the Programme 
Delegate. 

Enabling 

Technologies and 

Services 

Entities that provide enabling or supporting technologies, 
inputs or services to drive business growth or improve 
business competitiveness in one or more of the five Growth 
Sectors. Detailed guidance on Enabling Technologies and 
Services is outlined in each of the Business Management and 
Innovation Connections Customer Information Guides. 

Enterprise 

Connect 
A closed Commonwealth Government programme. 

Entrepreneurs’ 

Programme 

A Commonwealth Government programme that provides a 
framework through which the government will drive business 
growth and competitiveness by supporting business 
improvement and research connections in targeted Growth 
Sectors and the commercialisation of novel products, 
processes and services. 

The Entrepreneurs’ Programme was previously known as the 
Entrepreneurs’ Infrastructure Programme. 

Entrepreneurs’ 

Infrastructure 

Programme 

Previous name of the Entrepreneurs’ Programme. 

Expert Network 

A network of experienced people able to offer knowledge, 
skills and insights on an honorary basis to commercialise 
novel intellectual property in the form of new products, 
processes and/or services. 

Funding 

Agreement 
A legally binding agreement between the Department and a 
Recipient. Also referred to as a Grant Agreement. 

Government Grant 

Sources 

Sources that include, but are not limited to, grants from 
Commonwealth, state, local and international government 
programmes. 
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Graduate 

Placement 

The engagement of a graduate or post graduate into the 
business of the Participant to undertake a specific Innovation 
Connections Project which may be undertaken collaboratively 
with a Publicly Funded Research Organisation. 

Grant 
The funds provided by the Department to the Recipient as set 
out in a Funding Agreement under the Programme. 

Grant Agreement See definition of Funding Agreement. 

Grantee 
An entity that has been offered funding and has entered into a 
Grant Agreement with the Commonwealth in relation to the 
programme.  See also Recipient. 

Growth Plan 
A report provided to the business following the facilitation of 
Growth Services that documents the findings and the agreed 
prioritised action plan for growth. 

Growth Sectors 

Priority industry sectors: Advanced Manufacturing; Food and 
Agribusiness; Medical Technologies and Pharmaceuticals; 
Mining Equipment, Technology and Services; and Oil, Gas 
and Energy Resources. Detailed guidance on the Growth 
Sectors is outlined in the Customer Information Guides. 

Growth Services 
The Service described in clause 98 of Schedule A of the 
Programme Guidelines and the Service described in 
clause 206 of Schedule D of the Programme Guidelines. 

Incubator 

A business support organisation that fosters innovative start-
ups, focused on international trade, through the provision of 
services such as seed funding, colocation, mentoring, 
professional services and access to networks. It can include 
accelerators and germinators. 

Incubator Support 

Initiative 
The Element described in Schedule E of the Programme 
Guidelines. 

Incubator Support 

Project 

A project described in an application for an Incubator Support 
Grant.  All subsequent mentions of project in Schedule E refer 
to an Incubator Support Project. 
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Incubator Support 

Project Value 

The total Eligible Expenditure incurred by an Incubator 
Support Grantee on a project and the total allowable in kind 
contributions on the same project. 

Industry Growth 

Centre 

A not-for-profit company limited by guarantee responsible for 
delivering the Industry Growth Centres Initiative and 
established in Growth Sectors. 

Industry Partner  
An organisation engaged by the Department under a contract 
for services to deliver Services under Business Management 
and Innovation Connections. 

Industry Sector 

Director 

Specified personnel contracted to provide assistance and 
advice to the Programme Delegate in relation to the delivery of 
the Business Management element of the Programme. 

Innovation and 

Science Australia 

The statutory board established by the Industry, Research and 
Development Act 1986 (Cth) (the Act) and named in that Act 
as Innovation Australia (as at the date these Guidelines were 
made). Innovation and Science Australia will provide strategic 
direction and assist with the administration of the Australian 
Government's industry research and development, innovation 
and venture capital programs designed to promote the 
development, and improve the efficiency and international 
competitiveness of Australian industry. 

Innovation 

Connections 
The Element described in Schedule B of the Programme 
Guidelines. 

Innovation 

Connections 

Facilitation 

The Service described in clause 128 of Schedule B of the 
Programme Guidelines. 

Innovation 

Connections 

Grant 

The Grant described in clause 130 of Schedule B of the 
Programme Guidelines. 

Innovation 

Connections 

Project 

A project which incorporates recommendations from an 
Innovation Facilitation Report and which may be supported by 
an Innovation Connections Grant. 
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Innovation 

ecosystem 

An open network of organisations that interact with each other 
and operate within framework conditions that regulate their 
activities and interactions.  The three components of the 
innovation ecosystem – networks, innovation activities and 
framework conditions – collectively function to produce and 
diffuse innovations that have, in aggregate social or economic 
value. 

Innovation 

Facilitation Report 

A report provided to the business at the completion of the 
Innovation Connections Facilitation that documents the 
findings and recommendations of the Innovation Connections 
Facilitation. 

Innovation 

Facilitators 

An industry skilled professional who works with business, and 
is engaged by Industry Partners to provide practical advice 
and then facilitate access to the most appropriate research, 
knowledge or technical expertise in the delivery of Innovation 
Connections as described in clause 144 of Schedule B of the 
Programme Guidelines. 

Innovation 

potential 

The capacity of an innovation ecosystem to support innovative 
start-ups, focused on international trade based on its unique 
conditions and circumstances. 

Minister 
The Australian Government minister with portfolio 
responsibility for the Programme. 

Northern Australia 

All of the Northern Territory and those parts of Western 
Australia and Queensland above the Tropic of Capricorn. As 
defined in the Our North, Our Future: White Paper on 
Developing Northern Australia, July 2015. 

Northern Australia 

Tourism 
Schedule D of the Programme Guidelines. 

Participant An entity that receives a Service or is the Recipient of a Grant. 

Personal 

Information 
Has the meaning given to that term in clause 48 of the 
Programme Guidelines. 
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Portfolio 
The mechanism described in clause 156 of Schedule C of the 
Programme Guidelines. 

Portfolio Services 
The Services described in clause 155 of Schedule C of the 
Programme Guidelines. 

Programme The Entrepreneurs’ Programme. 

Programme 

Delegate 

An official of the Department, appointed to carry out specific 
functions for the Programme as outlined in clauses 22-25 of 
these Programme Guidelines. 

Programme 

Guidelines 

These guidelines that the Minister gives to the Department to 
provide a framework to operate and administer the 
Programme, as in force from time to time. 

Publicly Funded 

Research 

Organisation 

All higher education providers listed at Table A and Table B of 
the Higher Education Support Act 2003 (Cth) as well as 
Commonwealth, state and territory government departments 
or agencies which undertake publicly funded research. This 
includes, but is not limited to, Commonwealth Scientific and 
Industrial Research Organisation, Defence Science and 
Technology Organisation, Australian Institute of Marine 
Science and Australian Nuclear Science and Technology 
Organisation. 

Recipient 
The entity which enters into a Funding Agreement with the 
Department and receives payment of a Grant under the 
Programme.  See also Grantee. 

Region A geographic area with definable characteristics. 

Related Body 

Corporate 
Has the same meaning as in section 50 of the Corporations 
Act 2001 (Cth). 

Remote Australia 
As defined by the Australian Bureau of Statistics Remoteness 
Classification 2006, see the ABS Remoteness Structure for 
more information. 
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Research 

Connections 

Research Connections commenced on 1 September 2014 and 
was expanded and relaunched as Innovation Connections as 
described in Schedule B of the Programme Guidelines. 

Research 

Connections 

Facilitation 

The Service described in clause 128 of Schedule B of the 
Programme Guidelines. 

Research 

Connections 

Grant 

The Grant provided under the former Research Connections. 

Research 

Connections 

Project 

A project which incorporates recommendations in a Research 
Facilitation Report and is supported by a Research 
Connections Grant. 

Research 

Facilitation Report 

A report provided to the business at the completion of the 
Research Connections Facilitation that documents the findings 
and recommendations of the Research Connections 
Facilitation. 

Researcher 
An employee of a Publicly Funded Research Organisation 
employed as a researcher or enrolled as a Higher Degree by 
Research student. 

Researcher 

Placement 

The placement of a Researcher in the Participant’s business 
to work collaboratively on a specific Innovation Connections 
Project in order to develop and implement a new idea with 
commercial potential which may involve: 

a) the engagement of a Publicly Funded Research 

Organisation to undertake research activities on the 

business’s behalf; or 

b) accessing research infrastructure; or 

c) accessing other forms of research capability. 

Sector 
A group of organisations undertaking economic activities 
similar with the Division level of the Australian and New 
Zealand Standard Industrial Classification 2006. 
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Services 
Includes the Activities, other than Grants, described in any 
schedule of the Programme Guidelines. 

Supply Chain 

Facilitation 

The Activities described in clause 97 of Schedule A of these 
Programme Guidelines and the Activities described in 
clause 205 of Schedule D of these Programme Guidelines. 

Supplier 

Continuous 

Improvement Plan 

A plan provided to the business following the delivery of 
services under the Enterprise Connect programme that 
documents the findings and recommendations. 

Supplier 

Improvement Plan 

A tailored plan for individual small and medium businesses 
receiving Supply Chain Facilitation that identifies and 
addresses key capability and skills gaps and provides a series 
of practical recommendations to help improve access to 
domestic and international supply chains. 

Tourism Business 

Is a business that must: 

a) derive a significant portion of their revenue from visitors; 

and 

b) operate in tourism-related industries including 

accommodation; cafes, restaurants and takeaway food 

services; clubs, pubs, taverns and bars; passenger 

transport; tour operator services; cultural services; sports 

and recreation services; and retail trade. 

Tourism 

Partnership 
The Service described in clause 204 of Schedule D of the 
Programme Guidelines 

Tourism 

Partnership Plan 

A tailored plan for a group or consortium of small businesses 
receiving a Tourism Partnership Service that identifies joint 
activities or opportunities. 
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Appendix 2. Guidelines on eligible expenditure for 

Incubator Support 

309. This section provides guidelines on the eligibility of expenditure. We will update 

these guidelines from time to time, so you should make sure you have the 

current version from the business.gov.au website before preparing your 

application. 

310. The Programme Delegate makes the final decision on what is eligible 

expenditure and may give additional guidance on eligible expenditure if 

required. 

311. To be eligible, expenditure must: 

a) be incurred by the grantee within the project period; 

b) be a direct cost from the project; 

c) be incurred by the grantee for approved project audit activities; and 

d) meet the eligible expenditure guidelines for Incubator Support grants. 

How we verify eligible expenditure 

312. If your application is successful, we will ask you to verify the project budget that 

you provided in your application when negotiating your grant agreement. You 

may need to provide evidence for major cost items such as labour. Evidence 

can include: 

a) quotes; 

b) purchase orders; 

c) supply agreements; and 

d) details of all employees working on the project, including name, title, 

function, time spent on the project and salary. 

313. The grant agreement will also include details of the evidence you may need to 

provide when you achieve certain milestones in your project. This may include 

evidence related to eligible expenditure, including: 

a) contractor / supply agreements; 

b) leasing or purchasing arrangements; 

c) invoices; and/or 

d) associated payments. 

314. If requested, you will need to provide the agreed evidence along with your 

milestone achievement reports. 
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315. You must also keep payment records of all eligible expenditure, and must be 

able to explain how the costs relate to the agreed project milestones and 

activities. At any time, we may ask you to provide records of the expenditure 

you have paid. If you do not provide these records when requested, the 

expense may not qualify as eligible expenditure.  

316. At the end of the project, you may be required to provide an independent 

financial audit of all eligible expenditure from the project. 

Eligible expenditure 

317. Grant funds must be eligible expenditure directly related to the project. Eligible 

expenditure can include, but is not limited to: 

a) salaries for staff and direct salary and on-costs for Australian personnel 

directly employed for the project activities (on a pro-rata basis relative to 

their time commitment); 

b) contractor costs, for example third party providers that provide business 

support to start ups; 

c) costs of developing and delivering workshops, conferences, professional 

development, networking events forums and courses (including travel 

costs for key participants); 

d) workshops in support of the activities, knowledge transfer and capability 

development; 

e) costs related to recruiting or contracting specialist staff directly related to 

the project; and 

f) purchase of computing equipment and software directly related to the 

project. 

Labour expenditure 

318. Eligible labour expenditure for the grant covers the direct labour costs of 

employees you directly employ on the core elements of the agreed project. We 

consider a person an employee when you pay them a regular salary or wage, 

out of which you make regular tax instalment deductions. 

319. We consider costs for technical, but not administrative, project management 

activities eligible labour expenditure. However, these costs are limited to 10 per 

cent of the total amount of eligible labour expenditure claimed. 

320. We do not consider labour expenditure for leadership or administrative staff 

(such as CEOs, CFOs, accountants and lawyers) as eligible expenditure, even 

if they are doing project management tasks. 

321. Eligible salary expenditure includes an employee’s total remuneration package 

as stated on their Pay As You Go (PAYG) Annual Payment Summary 

submitted to the Australian Taxation Office (ATO). We consider salary-
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sacrificed superannuation contributions as part of an employee’s salary 

package if the amount is more than what the Superannuation Guarantee 

requires. 

322. The maximum salary for an employee, director or shareholder, including 

packaged components that you can claim through the grant is $150,000 per 

financial year.  

323. For periods of the project that do not make a full financial year, the maximum 

salary amount you can claim will be reduced in proportion to the amount of time 

in the part financial year the project was taking place. 

324. You can only claim eligible salary costs when an employee is working directly 

on agreed project activities during the agreed project period.  

Labour on-costs and administrative overhead 

325. Eligible salary costs can be increased by an additional 30 per cent allowance to 

cover on-costs such as employer paid superannuation, payroll tax and workers 

compensation insurance, and overheads such as office rent and the provision 

of computers.  

326. You should calculate eligible salary costs using the formula below: 

 

327. You cannot base labour costs on an estimation of the employee’s worth. If you 

have not exchanged money (either by cash or bank transactions) we will not 

consider the cost eligible.  

328. We will only consider salaries paid to principals and/or their relatives as eligible 

labour expenditure when the ATO has assessed tax payable on the salary  

329. Evidence you will need to provide can include: 

a) details of all personnel working on the project, including name, title, 

function, time spent on the project and salary; and 

b) ATO payment summaries, pay slips and employment contracts. 

Contract expenditure 

330. Eligible contract expenditure is the cost of any agreed project activities that you 

contract others to do. These can include contracting:  

a) another organisation; or  

b) an individual (who is not an employee, but engaged under a separate 

contract).   
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331. All contractors must have a written contract prior to starting any project work—

for example, a formal agreement, letter or purchase order which specifies: 

a) the nature of the work to be performed; and  

b) the applicable fees, charges and other costs payable. 

332. Invoices from contractors must contain: 

a) a detailed description of the nature of the work 

b) the hours and hourly rates involved 

c) any specific plant expenses paid.  

333. Invoices must directly relate to the agreed project, and the work must qualify as 

an eligible expense as if you had claimed it directly (without engaging a 

contractor). The costs must also be reasonable and appropriate for the 

activities performed. 

334. We will require evidence of contractor expenditure that may include: 

a) an exchange of letters (including email) setting out the terms and 

conditions of the proposed contract work; 

b) purchase orders; 

c) supply agreements; and 

d) invoices and payment documents. 

335. As stated in the grant agreement, you are required to ensure all project 

contractors keep a record of the costs of their work on the project. You may be 

required to obtain and provide a contractor’s records of its costs of doing 

project work. If you do not provide such records, the relevant contract expense 

may not qualify as eligible expenditure. 

Other eligible expenditure 

336. Other eligible expenditures for the project may include: 

a) staff training that directly supports the achievement of project outcomes; 

b) financial auditing of project expenditure; and 

c) costs of acquiring technology; and 

d) reasonable fitout expenditure directly related to the project. 

337. Other specific expenditures may be eligible as determined by the Programme 

Delegate. 
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Appendix 3. Ineligible expenditure for Incubator 

Support 

338. Examples of ineligible expenditure include: 

a) investment of money in exchange for equity into start-ups; 

b) activities, equipment or supplies that are already being supported 

through other sources; 

c) costs incurred prior to us notifying you that the application is eligible and 

complete; 

d) financial costs, including interest; 

e) non-project-related staff training and development costs; 

f) insurance costs (the participants must effect and maintain adequate 

insurance or similar coverage for any liability arising as a result of its 

participation in funded activities); 

g) depreciation of plant and equipment; 

h) building, construction and lease expenses; 

i) maintenance costs; 

j) costs related to obtaining resources used on the project, including 

interest on loans, job advertising and recruiting, and contract 

negotiations; 

k) routine operational expenses, including communications, 

accommodation, office computing facilities, printing and stationery, 

postage, legal and accounting fees and bank charges; and 

l) costs related to preparing the grant application, preparing any project 

reports and preparing any project variation requests. 

339. Other specific expenditure may be ineligible as determined by the Programme 

Delegate. 
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Appendix 4. Guidelines on in-kind contributions for 

Incubator Support 

340. In-kind contributions are non-cash contributions towards your total project 

value. In-kind contributions can count towards a maximum of 10 per cent of 

your total project value (which is 20 per cent of your matched funding).  

341. In-kind contributions must directly relate to delivering the project activities. This 

can include: 

a) third party staff salaries; 

b) access to facilities such as office accommodation; 

c) access to services such as coaching and mentoring, business planning; 

and 

d) access to resources such as ICT software. 

342. You will need to detail and cost all in-kind contributions.  

343. Where the Programme Delegate considers that the reported value of in-kind 

contributions is not consistent with current market rates or is otherwise 

unreasonable, we may ask you to increase the cash contributions to the 

project. 
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AusIndustry 

<Insert State office address> 

<Insert State office suburb, state, 

postcode> 

GPO Box 2013 

Canberra ACT 2601 Australia 

Web: www.industry.gov.au 

ABN: 74 599 608 295 

<Insert contact name> 

<Insert contact title> 

<Insert company name> 

<Insert address> 

<Insert suburb, state, postcode> 

Dear <Insert contact name> 

Incubator Support Initiative – New & Existing  – Initial Payment 

Project Number: <insert SGMS project number> 

Project Title: <insert SGMS project title> 

Further to our letter dated <insert date> advising that your grant application under the Incubator Support 

Initiative was successful, I am pleased to advise that a payment of $<insert payment amount> will shortly be 

deposited into your nominated bank account.  

Please find attached a Recipient Created Tax Invoice (RCTI) for your records. 

If you have any queries please do not hesitate to contact me on <insert CSM phone number> or <insert CSM 

email address>. 

Kind Regards, 

<insert CSM name> 

<insert CSM title> 

<insert CSM state office> - AusIndustry 

Department of Industry, Innovation and Science 

<Insert date>  
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