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Part One – Summary 
 
1. [bookmark: _Toc312072654]The Technology Strategy Board

The Technology Strategy Board is a business-led, government funded organisation which supports and stimulates technology-enabled innovation in order to accelerate UK business and economic growth. 

Working across government, business and the research community, the Technology Strategy Board removes barriers to innovation, bringing organisations together to focus on opportunities, and investing in the development of new technology-based products and services for future markets. We strive to create a more effective innovation environment, reducing risk and promoting collaboration, knowledge exchange and open innovation. We connect and create engagement between people and organisations which might not normally work together, and add support and investment – providing a catalyst for innovation which would otherwise happen more slowly or not at all.

The Technology Strategy Board’s agenda is to address business needs.  We operate in areas where there is a clear potential business benefit and where technologies can be applied in the market – helping today’s emerging technologies become the growth sectors of tomorrow.

We work closely with other bodies, combining and focusing resources; activities are often jointly funded with research councils, government departments and the devolved administrations of Scotland, Wales and Northern Ireland.  

Applications for research and development funding are invited through a range of Competitions and open calls; some which address a specific area of priority or theme and others in an ‘open’ format responding to business proposals.

Our thematic programme focuses on areas which address global challenges and market opportunities, complemented and supported by innovation in competencies and enabling technologies.

Our approach to stimulating innovation over the years 2011-2015 is outlined in the strategy document Concept to Commercialisation. This, and further information on the Technology Strategy Board, can be found on our website at http://www.innovateuk.org.

[bookmark: _Toc244690631][bookmark: _Toc312072655]2.	Smart Scheme Summary

The objective of Smart (formerly known as Grant for Research and Development) is to assist small and medium sized businesses, including pre-start-ups and start-ups, to engage in Research & Development projects in the strategically important areas of science, engineering and technology, from which successful new products, processes and services can emerge.  





For the purposes of this scheme, Research and Development are defined as follows:

 Applied Research
Original investigation undertaken in order to acquire new knowledge directed primarily towards a specific practical aim or objective.  This type of research may involve the creation of a project to take forward the results of a previous basic research investigation.

Experimental Development
Systematic work, drawing on existing knowledge gained from research and practical experience that is directed to producing new materials, products and devices; or to installing new processes, systems and services; or to improving substantially those already produced or installed.

Within those two categories, the following elements may be offered in either responsive or thematic mode:
· Research.  Work to explore the technical feasibility and commercial potential of a new technology, product or process through: 
· Proof of Market - an assessment of commercial viability of the new product, process or service to be later developed through market research, market testing and competitor analysis, Intellectual Property position, initial planning to take the project to commercialisation including an assessment of costs, timescales and funding requirements
· Proof of Concept - initial feasibility studies, basic prototyping, specialist testing and or demonstration to provide basic proof of technical feasibility, IP protection, investigation of production and assembly options, pre-clinical research studies for healthcare technologies and medicines including target identification and validation

· Development of prototype - a pre-production prototype of a technologically innovative product, service or industrial process, including small demonstrators, IP protection, trials and testing (including clinical), market testing, marketing strategies, identifying routes to market, product design work and Phase 0 pre-clinical studies for medicines

The Technology Strategy Board will be running a continuous application process for Smart – ‘responsive mode’.  You may enter the process at any time, and decisions will be made at the end of two-monthly cycles.
 
In addition, funding may be made available in ‘thematic mode’ to encourage applications in specific technologies or challenge areas.  A specific competition brief and associated process, deadlines and funding will be issued for any such thematic calls and will be posted on the competitions website (see section 15). This guidance document does not cover ‘thematic mode’ competitions.
                                   
[bookmark: _Toc312072656]3.	Process Overview

The following guidance applies only to responsive mode. 

· Each two-monthly assessment cycle will seek to support a balance of Proof of Market, Proof of Concept and Development of Prototype projects
· Funding will be spread across the year with a proportion of the annual funding available in each assessment cycle. In this way, access to funds is continuously maintained
· Only UK based SMEs are eligible to apply – please ensure that your business meets the requirements of SME eligibility.  It is your responsibility to make sure that you are eligible
· All applications will be assessed on individual merit in accordance with the normal Technology Strategy Board process (see Sections 6 and 7) and are subject to meeting the required quality threshold
· An individual business may only submit one project application per category (eg proof of concept) per round. If more than one application per category is submitted in a round only the first application submitted will be considered for funding.

The Technology Strategy Board offers a range of funding mechanisms and each will have a different application process.  It is, therefore, important that you have the correct documentation for the process you wish to enter.  Eligibility and rules for Smart will differ from other TSB competitions (e.g. Collaborative Research and Development, SBRI) so you should ensure that you are applying for the most appropriate stream for your needs.

Technology Strategy Board processes are subject to change. If you have previously entered into a Technology Strategy Board competition, please do not assume the process and details are the same.

[bookmark: _Toc244690636][bookmark: _Toc312072657]4.	Choosing the right type of grant

[bookmark: _Toc244690638][bookmark: _Toc312072658]4.1	Levels of project funding available 

This guidance is for Proof of Market applications only.  There are two other types of grant available under Smart, and details are given here so you can be clear you have chosen the right option for your project.

Overall project funding is dependent on the research or development undertaken, but is subject to the following maximum value and timescale as follows:

	Grant Type
	Intervention rate (responsive mode)
	Max grant level
	Max duration

	Proof of Market
	60%
	£25,000 (max 20% upfront payment)

	9 months

	Proof of Concept
	60%
	£100,000 (lower of 20% or £10,000 max upfront payment)
	18 months

	Development of Prototype
	35% medium enterprises
45% small and micro
	£250,000

	24 months



[bookmark: _Toc244690639]Intervention rate here means the percentage of project costs that can be claimed from the Technology Strategy Board.  For Proof of Market and Proof of Concept projects you will need to provide 40% of the project costs, for Development of Prototype, you must provide either 55% or 65%, depending on the size of your business.

[bookmark: _Toc312072659]4.2	Projects that span more than one type

Whilst it is possible that your ideas could have elements of more than one grant type (i.e. some proof of  concept and some development work), you can only apply for one type of grant at a time.  You should identify which type most closely matches what you need to investigate, and include only those elements that meet the requirements of each grant type.  You can apply again later for the subsequent stages of the idea if you need to start at the research stage.  

For example, if successful in a Proof of Market project, you may at a later stage apply for a Proof of Concept or Development of Prototype grant for the same idea.  You do not, however, have to be successful in any one type of grant to be eligible to apply for funding through another one. 

The definitions of prototyping that are used for the purposes of Smart are:
Basic Prototyping :  Bench type prototyping to test the technology, science etc. of the idea. It would be expected to perform some or all of the functionality of the final solution but not be in the final form.  Also models, drawings and other representations to show how a final solution would work.
Pre-production prototyping (not suitable for Proof of Concept projects):   A late stage prototype that likely would ‘work-like’ and ‘look-like’ the expected final solution, but which could not be sold commercially.
Assessors will check to make sure your project is in scope for the grant type you have applied for.  They will particularly check whether the project falls into either the research or the development category – if your project is closer to market please ensure that you use the Development of Prototype grant.  Proof of Concept projects including basic prototyping work must make clear the reason for needing a prototype at the research stage.

If the Technology Strategy Board believes that an application for Development of Prototype is premature, applicants may be directed to look instead at Proof of Market or Proof of Concept and make a further application to those types of grant. This direction would not imply any guarantee that such a further application would be successful.

[bookmark: _Toc290978805][bookmark: _Toc312072660]4.3	Software Projects

Software projects must involve significant technical development (engineering) that produces at least a step change impact on how computers and other devices are programmed or used. 
Only the following types of project will be considered to meet this criterion: 
1. The evolution of software methodology to produce a radically new application, contributing important leaps in the performance of the technology or service that will have industry-wide commercial appeal
1. Software engineering projects leading to critically important advances in the state of the art that are capable of widespread industrial application

The degree of innovation and technical risks associated with any software development will need to be viewed within the wider context of the technology development which would occur in this sector by its very nature.
Communications technology projects that involve a significant component of software development of the type outlined above should address the software development criterion in addition to demonstrating innovation in the communications technology aspects of the project.
The scheme is unable to support projects that, in our judgement, lead to incremental development, increased functionality or general improvements in efficiency, no matter how much merit there may be in such work.  Standard engineering tasks which include elements of software porting, data gathering/inputting, product enhancements or integration of off-the-shelf components are not considered to be sufficiently innovative to qualify for a grant.
[bookmark: _Toc244690640]
[bookmark: _Toc312072661]4.4	Eligibility for funding

To be eligible for funding, the project must:

· Be based on project activity undertaken in the UK
· Be industry focused and present a clear case for business benefit

and you must also:
· Meet all the requirements for submission detailed in the Guidance
· Be an SME as defined by http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/index_en.htm .  Please note that this web link is correct at the time of publication of the guidance.  You should ensure that you have checked for the latest version of this guidance
[bookmark: _Toc244690632]
[bookmark: _Toc312072662]4.5  	Funding from other sources

An application under this Smart scheme will be deemed ineligible if the same project has received funding under one of the similar programmes that are run by the Devolved Administrations, or from one of the recently closed Regional Development Agency schemes.  
This does not apply if moving between grant types for the same idea, i.e. progressing a proof of market project under another scheme into a Development of Prototype project in the Technology Strategy Board programme. 





[bookmark: _Toc312072663]5.	Applying for a Grant

[bookmark: _Toc244690633][bookmark: _Toc312072664]5.1	Introduction

The guidance in this document refers only to the continuous application process for responsive mode.  
Application for funding comprises a one stage process – there is no expression of interest or ‘pre-qualification’ stage.  Applications will be assessed in batches at approximately 2 month intervals. The batch assessment dates will be published on the Technology Strategy board website (see section 15). Successful and unsuccessful applicants will normally be notified 1 month after the batch assessment date.

For a short period from 12:00 noon on the batch assessment date to 9:00 am on the next working day the submission portal will be unavailable.

 Important Note:  To apply for funding you will need to register via the website.   This will then direct you to the registration page of the online GR&D application system. You should enter a username and password of your choosing to enter the system.


An example of the application form is provided on the website.  The main process will use a web-based form that you fill in online.  The form on the website is for information so that you can prepare the information you need.  

[bookmark: _Toc244690634]If you need further assistance or information on the application process, please contact the Helpline:

E-mail:   support@innovateuk.org 	Tel:  0300 321 4357

The Helpline is not able to provide advice on project development, only on the application process.



[bookmark: _Toc312072665]5.2	Registering online

To apply for a Smart grant you need to register via the website (see section 15).  Once registered you can log in to the system and apply for the grant type appropriate to your project.   If you wish to apply for further Smart grants in the future you do not need to re-register, the system will retain your information (if recorded in the personal information tab) and a record of previous applications.  You will need to start a new application for each project you wish to apply for, and you will be directed, from your main account, on how to start a new application. Information saved in to the personal information tab will be pulled through into each new application you begin. This can be edited as required. We are only able to accept applications submitted through the required system.

[bookmark: _Toc312072666]5.3	Timeline for applications

Applications can be submitted at any time.  There is no difference if you choose to submit at the start of a two month cycle or at the end.  Funding will be available throughout the year so you should ensure that your application is complete and of high quality rather than rush to submit early in the financial year. 

Please note that once you press submit (i.e. commit the application for assessment), the process cannot be reversed.   While your application is in draft you can change it as often as you like.  Entries made during a session will be saved each time you press ‘next’ or ‘save’ and you can edit at your leisure. Before submitting your application, the system will ask you to validate your application. This will validate successfully if you have completed all required fields or will fail to validate if there are any requirements outstanding. The system will produce a list of outstanding issues to address in this case. 
Only once you have successfully validated your application will you be able to proceed to the final declarations and to submit your application for assessment. Please note, the validation will only check that there is content in each field and will not perform any checks on the validity of that content.

Once you press to submit, the application will be frozen for passing to assessors, so please ensure that you have worked the idea up fully before you make the final decision to submit.

Important Note:
We strongly advise you not to leave your submission to the last minute before the end of the two month cycle – 12.00 noon on the batch assessment date.  If any technical difficulties arise, your application will be entered into the next cycle, thereby extending the assessment period by two months.  Technology Strategy Board is not able to enter into any discussion regarding this – the system automatically allocates all submissions after the 12.00 noon deadline to the next cycle.  

[bookmark: _Toc312072667]5.4	Application Process

The application comprises the following processes and documents:
· Application Form – which is web based. (For Proof of Market projects the finance details form part of the application form and you do not need to submit a separate spreadsheet)



You will need to provide the following information:
	Information Required

	Application Details – about the organisation that is applying

	Abstract of Proposed Project – a brief summary of the proposal

	The Business Proposition – how the project fits in your business strategy

	Project Details – the technical or market scope and project management arrangements

	Funding and Added Value – what funding you need and why you need it

	Other Funding From Public Sector Bodies – anyone else providing funding

	Finance Summary Table – how the project finances are broken down


[bookmark: _Toc244690645]	
[bookmark: _Toc312072668]6.	Assessor Engagement

The Technology Strategy Board funding process is a competitive application process.  The assessment process is transparent and undertaken at arm’s length from the Technology Strategy Board. 

Independent assessors are appointed by the Technology Strategy Board.  All assessors are required to sign confidentiality agreements and to declare any potential conflicts of interest.  They are required to treat applications in the strictest of confidence and to apply due Information Protection rules.

Assessors are engaged as individuals, not as representatives of their employment.  They are required to carry out an assessment of the proposals themselves and not to ask anyone else to review an application in their place nor to ask anyone to give another opinion of their assessment.  All assessors will be briefed by the Technology Strategy Board to undertake assessments according to the Technology Strategy Board’s requirements.

The Technology Strategy Board preserves the anonymity of the assessors and their names will not be provided under the Freedom of Information Act 2000.  All panel reports and ranking sheets are confidential and will not be available to anyone other than the Technology Strategy Board, its co-funders and its contractors without your permission.

[bookmark: _Toc312072669]7.   	Assessment Process

A standard assessment process applies to all applications:
[bookmark: _Toc282602376]A standard assessment process applies to all applications:
· Applications are forwarded to assessors.
· Each application is marked by three assessors.
· Each application is assessed against the same set of gateway and criteria questions within a grant category.
· Each Assessor is required to complete and submit a score-sheet with comments for each application they are assigned to assess.
· A report is compiled to identify ranked order of all applications, this is known as the panel sheet.
· The panel sheet is reviewed and moderated. The highest ranking applications, subject to a minimum quality threshold, are recommended to the Technology Strategy Board for funding.  
· The final recommended panel list is presented to the Funder’s Panel of the Technology Strategy Board to obtain final approval for funding.  NB Whilst the Technology Strategy Board engages Assessors to act on its behalf, it retains the right of decision over scope and to whether a proposal is in or out of scope absolutely. Projects considered out of scope will not be funded.
· All applications will be assessed on individual merit in accordance with the normal Technology Strategy Board process. 
· The comments provided by the Assessors noted on the score sheets forms the official feedback provided to you.

[bookmark: _Toc312072670]8.	Notification and Post Notification Process

[bookmark: _Toc312072671]8.1	Notification

You will normally be informed of the outcome of your application one month after the published batch assessment date. Following completion of the assessment of the applications, you will be informed by email whether your application has been successful, subject to compliance with the terms and conditions of the Conditional Offer Letter that you will receive.  

The Technology Strategy Board often publicises the results of competitions which includes engagement with the media. At the end of the application and assessment process, the Technology Strategy Board may issue a press release or publish a notice on its website.  These may, for example, outline the overall results of competitions and describe some of the projects to be funded. 

We understand that some businesses may want their activities to remain confidential and you will be given a chance to opt out of any involvement in media relations activity and further case study coverage of projects, should you see this as being absolutely necessary. However, the abstract of the project will be made available in the public domain if successful and you are not able to opt out of the abstract being published.

Any business that wishes to publicise its project, at any stage, must contact the Media Relations Manager at the Technology Strategy Board before doing so (pressoffice@tsb.gov.uk).

[bookmark: _Toc312072672]8.2	Feedback, re-application and right of appeal

The comments provided by the assessors on the score sheet forms the feedback provided to you. Feedback will be made available to successful and unsuccessful applicants, within one month of the date of notification.  No additional feedback will be provided and there will be no further discussion on the application. 

If unsuccessful, you may choose to reapply for funding in a particular type of grant once only for the same project.  The decision to reapply rests with you, and addressing specific feedback from the Technology Strategy Board and its assessors, does not guarantee success in a future assessment cycle. 

The feedback from the assessors is intended to be constructive. Contradiction may suggest that your proposal could be clearer or better justified, as well as reflecting the different views of assessors. Comments are not a check list of points which must be answered or argued in a resubmitted application as the assessors may be different and it is your decision as to whether you act on the suggestions made.  

Please note that we check for re-applications. If you decide to submit a new project following an unsuccessful re-application, please ensure it is a genuinely new idea and not a rework of a previous project.

There is no right of appeal against the decisions of the panel.

[bookmark: _Toc312072673]8.3	Conditional Offer Letter

If the application is successful, you will need to return the necessary paperwork and accept or decline the Conditional Offer Letter within the timeframe specified at the time of offer (normally 1 month).
  
The following documents will be requested as conditions of the Conditional Offer Letter:
· Signed offer letter
· An initial Financial Forecast showing the anticipated grant claim profile of the project broken down by quarters throughout the life of the project
· A Project Plan setting out what work will be done and when, including key outputs and milestones, broken down by quarters 
· A letter on your business headed paper confirming your BACS details for payment purposes

If you do not respond by the deadlines stated in the Conditional Offer Letter, the conditional offer will be withdrawn and funding will not be provided.  

It is important that you do not start your project until final approval has been given.  Any expenditure prior to notification from the Technology Strategy Board of final approval will be incurred at your own risk, will not be eligible for grant, and will not be included in project costs you can claim against.

You will, however, be expected to start your project as soon as you have been given the go ahead so that the idea can be explored and exploited as soon as possible.

An example of a Conditional Offer Letter will be available on the website so that you can see the terms and conditions that you will need to agree to and what our responsibilities are to you.

[bookmark: _Toc312072674]8.4	Project Cost and Financial Viability Reviews

The main project cost reviews and financial viability checks take place following the decision of the panel but before the start of your project.  However, a high level initial review takes place before the panel so you may be contacted during either stage if we have any queries about your project costs.

During the assessment process you may be contacted by the Technology Strategy Board, to seek further detail or clarification of certain financial aspects of your application.  This will not form part of the assessment of the application and only high level information may be provided to the assessors.  Being contacted for this information does not indicate either success or failure in the assessment process.

If your project is successful, we will ask for evidence that you have the funding in place to manage your cash flow across the life of your project.  If you do not complete your project due to cash flow problems that you could have anticipated and managed, we may request repayment of any grant already issued to you.

[bookmark: _Toc312072675]9.	Monitoring

All projects are assigned a Monitoring Officer (MO) who will keep in touch with you during your project and report progress to the Technology Strategy Board on a periodic basis.  The MO will also represent the Technology Strategy Board in the ‘start up’ phase of a project, ensuring that all key documentation is in place to ensure your project starts off in the best possible position.
In general, the key roles of a Monitoring Officer are to:
· provide assurance to us (the Technology Strategy Board) that the project is progressing as planned
· act as the first point of contact with us if issues arise on the project that need to be resolved
· help us to ensure that public money is being spent appropriately by reviewing claims and project reports
· ensure that we have information that describes the work that projects are undertaking and their outcomes, which will also support wider reviews of the Smart scheme as a whole

However, the Monitoring Officer is not there to manage the project or act as an expert advisor - project management and reporting is your responsibility.
During your project the Monitoring Officer will play an important part in:
· Getting the start-up phase right – by making sure that the claims forecast and project plan you submit are in line with your project application and description. The MO will also check your first upfront claim and approve it for submission to our claims team
· Checking everything is progressing as planned – by reviewing your interim report, updated forecast and second claim and ensuring that they are in line with the project plan. If there are any issues arising, the MO will consult with you and with us on what needs to be done to keep your project on track.  They will be the first point of contact if changes need to be made 
· Making sure projects complete successfully – ensuring your final report is satisfactory, including reviewing what you have said you are going to do with the results of your project and any other remaining conditions in the offer letter. The MO will approve the final claim for payment once all these conditions are met

[bookmark: _Toc312072676]10.	Claims

All claims will be checked to make sure they are in line with the grant agreement, eligibility criteria and project progress.  

Claims will need a director (or equivalent) with financial authority to certify that the costs have been incurred in line with the funding rules, and have been paid within the period specified.

All grants are claimable in arrears and will only be paid once the necessary reporting has been completed and received satisfactorily.  Claims are paid directly into a business bank account. It is important that you plan your cash flow requirements to ensure that you can accommodate the cash flow required for the project arising from payment in arrears. You should also ensure that there is sufficient flexibility in your finance arrangements to allow for any delays in claims being paid, should queries arise. 

[bookmark: _Toc312072677]11.	State Aid Legislation

Smart is offered under the rules of the European Union that apply to trade between member states and competition between companies.  We have an agreed notification under State Aid regulations for the kinds of grant we can offer and the kinds of business that we can offer the grant to.  These are detailed in the section on eligibility above.  

Whilst we will check all information that you provide us with to try to ensure that you meet the requirements of State Aid, it is ultimately your responsibility to make sure you do not apply for a grant for which you are not eligible, and to notify us if your situation changes during the project.   

For this scheme, you must ensure that you are a UK based SME, undertaking the work in the UK.  

If there is a breach of State Aid regulations, for whatever reason, the European Commission would require you to repay any grant received, including interest, above that which was due. 

[bookmark: _Toc244690668][bookmark: _Toc312072678]12.  	Information Security & Confidentiality

[bookmark: _Toc312072679]12.1   	Open Government and Freedom of Information

Where any request is made to the Technology Strategy Board under the Freedom of Information Act 2000 (“FOIA”) for the release of information relating to any project or participant which would otherwise be reasonably regarded as confidential information, then the Technology Strategy Board will notify you of the request as soon as we become aware of it. The Technology Strategy Board shall not disclose any information belonging to you without first considering and discussing with you whether sections 41 and/or 43 of the FOIA are applicable.

As part of the application process all applicants are asked to submit an abstract of the project. This should be a public facing form of words that adequately describes the project but that does not disclose any information that may impact on Intellectual Property (IP), is confidential or commercially sensitive.  The titles of successful projects, names of organisations, amounts awarded and the public facing form of words describing the project will be published once the award is confirmed as final.
Information about unsuccessful project applications will remain confidential and will not be made public. 
[bookmark: _Toc312072680]12.2    	Data Protection Act 1998
The information that you provide in your application will be used in the processing of all aspects of the application.  This will include recording on in-house management information systems in the preparation of communications with you, for use by the assessment panels, offer letters and monitoring.  In addition, information may be used in the generation and collation of output and performance indicators and other management statistics.  It may also be used in policy and strategy studies to inform management in carrying out the business of the Technology Strategy Board and in improving its business processes.  Any queries on issues relating to the Data Protection Act should be addressed to:
[bookmark: _Toc244690669]The Information Manager, Technology Strategy Board, North Star House, North Star Avenue, Swindon, Wiltshire, SN2 1UE.
[bookmark: _Toc312072681]13. 	Complaints Procedure

The Technology Strategy Board is committed to providing a high quality, responsive and accessible service.  However, there may be times when you may feel unhappy about the service you receive or wish to make a suggestion about how we might improve.  Your complaints, suggestions and compliments are important to us because they help us improve our services.

You can find the complaints procedure on the Technology Strategy Board website. 

Please note that complaints relating to disagreements about assessor and panel judgments and any matters that are the subject of legal proceedings are excluded from this complaints procedure.

[bookmark: _Toc312072682]14. 	Frequently Asked Questions (FAQs)

The Technology Strategy Board has published general FAQs and specific FAQs for the different support it provides.   Please visit the website for more information. 
 
[bookmark: _Toc312072683]15.	Further Information

For further information on the Technology Strategy Board and the application and assessment process, please refer to the following:

Technology Strategy Board main website
http://www.innovateuk.org/

Smart Website:
http://www.innovateuk.org/deliveringinnovation/smart.ashx

If you are returning to the site to continue completing your application it can be found at https://competitions.innovateuk.org/Security/Login.aspx.

Helpline:
E-mail:   support@innovateuk.org
Tel:  0300 321 4357
[bookmark: _Toc312072684]
Part Two – Detailed guidance on completing your application

1. [bookmark: _Toc287533072][bookmark: _Toc288050864][bookmark: _Toc312072685]Completion of the Application Form

This section will guide you through the completion and requirements of the application.  Please note that there are different application forms for Proof of Concept and Development of Prototype.  Please make sure that you read the relevant guidance for your type of grant.

It is important that you address and respond to each question clearly.  This guidance is intended to explain what is expected by each question.  

On accessing the online system, you will be asked to login using your username and password. Once logged in you can resume an existing application or create a new one. If you create a new application you will be taken to the Grant for R&D selection screen where you will also need to input your project title. The following screen is where you must select what type of grant you are applying for. This in turn will lead you to complete the appropriate online application. Please note that the three types of grant have different application contents so please ensure you are selecting the one you wish to apply for.

Each section of the application has explanatory notes at the start. You can scroll back and forth through the application and moving onto the next page will automatically save the contents of each page.

2. [bookmark: _Toc312072686]Business details
The initial sections ask you to input details about your organisation.
	Field
	Guidance

	 Proposer Details

	Name and details of the person filling in the application form, and main contact point for the application process.   

This may be different from the Applicant Details (see below) if you are completing the form on behalf of someone else. If you are NOT the final applicant (i.e. the responsible director or equivalent in the business that will undertake the project), you also need to complete the next section. 

	Applicant Details (if different)
	Enter the information requested about the business that will be undertaking the project.  The contact name here should be the senior staff member with authority to sign off the project.
It is particularly important that the name of the organisation is completed with the full legal name of the organisation as this is what will appear on the Offer Letter if you are successful.  
If the applicant organisation (i.e. the business undertaking the project) is part of another organisation it is important that the ‘Ultimate holding organisation details’ section is completed fully and correctly in order to establish the funding size of the whole business.  You must ensure that you have established that the organisation fits the EU definition of a Small or Medium Enterprise (SME) or the application will not be eligible for funding, and any grant made may have to be repaid.




	  Organisation name
	Enter the full registered name of the organisation applying for the grant.  

	Contact details
	Enter the address, postcode, email address and telephone number of the Director or equivalent responsible for the application.  

	Number of Employees (including Directors)
	Number of staff in your organisation – please note that you should check that you qualify as a SME based on number of staff in your organisation.

	Business Registration Number 
	If UK registered, please provide your business registration number.

	VAT Registration Number 
	Please provide if you or your business are VAT registered.

	Business Maturity
	Using the dropdown menu, please select the length of time your business has been trading.

	Stock Exchange
Is the company quoted on a stock exchange?
	Please state which if your company is listed on a stock exchange.

	Turnover 
	Please provide your most recent turnover figure from annual accounts and the date of those accounts.

	Balance Sheet Total 
	Please provide your most recent balance sheet total (total assets net of depreciation) and the date of the calculation.

	Standard Industrial Classification Code (SIC Code)

	Please give the SIC code that best describes the activities of your business.  If you are not sure of your SIC Code, please click the 'plus' sign next to the input box for guidance.

	Does your business have an immediate or ultimate parent company or linked enterprise?
	We need to understand if there are any significant shareholders in your business and the size of that shareholding.  Please see the guidance on SME eligibility for more information.

	Other Public Funding
	Please provide full details of other funding that you are currently applying for or have already applied for in relation to this particular project.  
Do not include grants that have been used to reach this point in the development process and are now completed.  





3. [bookmark: _Toc312072687]Project Details

[bookmark: _Toc312072688]Project Abstract

	Project Abstract
	This is an opportunity to provide a short summary of the key objectives and focus areas of the project.  

This should be a brief, public facing description the project – no more than 2000 characters – using language that can be understood by people without specialist knowledge or expertise.  It should explain why the project is innovative and describe the key aims and objectives.  The description should also outline the main benefits and likely outcomes and impacts (societal, environmental, economic etc).  Should your project be successful, this information will be made public once the award is confirmed. We reserve the right to amend the description before publication if necessary, but will consult you about any changes.

This should not contain reference to any intellectual property as this abstract will be made available to the public domain if the application is successful.



	Resubmission?
	Have you or your company previously submitted the same or a similar application to the Smart (formerly known as Grant for Research & Development) scheme in the same category (eg Proof of Market)?

	Technology Area
	To assist us in assigning the right assessors, please tell us the technology or market area in which your project will be based.  This does not need to be the same as the SIC code you have selected for your overall business.



[bookmark: _Toc312072689]Finance Summary

	Total Company Contribution
	This is the amount of total eligible project costs that you will be paying from your own resources.

	Amount of Grant Applied for
	This is the amount you will be asking for from the Technology Strategy Board.  Please ensure that you do not request a grant higher than the maximum allowed for the grant type you are applying for.

	Sum of Company Contribution and Grant Applied for and Funding Percentage Requested
	These fields will complete automatically, but you should check that your project does not exceed the intervention rate for the grant being applied for.



[bookmark: _Toc312072690]Dates and location

	 Start Date and End Date
	Please indicate when (subject to approval) you would expect to be able to start your project, and when you expect it to complete.  Please be aware that there are restrictions on project length and make sure your project completes within the time allowed for your grant type.

	 Project Location
	We need to know the location where the research or development will take place.  Please do not just use your Head Office address here – we need to monitor where the work is actually undertaken in the UK.




[bookmark: _Toc312072691]Questions about the project

The next section of the Application contains four questions:

Each box on the application allows for answers up to 4000 characters for questions 1 and 2 and 3000 for questions 3 and 4 and a counter will indicate how many characters you have remaining.

Question 1:	The idea and its potential market impact
Question 2:	What you propose to do in the study
Question 3:	The deliverable – what will be the outputs from your investigation?
Question 4:	Why you need this grant; i.e. what is the added value of public sector support

A further section asks you to detail progress expected by the midpoint of the project.




	Question
	Guidance  (25 points per question)

	1.   The idea and its potential market impact.
	You should state what idea you wish to investigate and what actions you believe are needed to successfully address the issue.

You should describe the size of the market opportunities that subsequent development of this idea might open up.

	2.   What do you propose to do in the study?  Which other organisations or individuals do you intend to work/contract with?
	You should provide:
·  an overview of the work you propose
· pre-descriptive plan
· a brief description of any organisation(s) you wish to work with (sub-contractors)

NB Sub-contractors should undertake their work in the UK – you should ensure that all work is done in the UK unless there is a compelling reason why the expertise cannot be sourced here and be able to justify it.

	3.   The deliverable – what will be the outputs from your investigation?
	You should state what it is you will deliver as a result of this project - whether it is a report, presentation, demonstration etc and how this is relevant to the market that the project is seeking to explore.  

All projects will be expected to create a final written report on their findings as part of project closure.  If that is your only expected output, then you should describe here in more detail what you expect the main headings of your report to be and how this addresses the market opportunity you are exploring.  If your project will also generate information in a different format, please tell us how this will be done and again how this is relevant to your intended market.   

Assessors will be looking for evidence that the project costs are appropriate for the deliverables anticipated. 

	4.   What you need this grant for; i.e. what is the added value of public sector support? Why can’t you fund this yourself?
	You should state why public funding is necessary for this project; i.e. why you cannot fund it yourself.  This section should show why you are not able to, rather than not willing to, find the money from your own resources to undertake the work.

You should also state where applicable how public sector funding will enable you to undertake this project differently than if you had to fund it yourself.



This section will not be scored, but will be used by assessors to see how the project is planned to progress, and by Monitoring Officers if the project is approved to ensure that progress is being made.
	Progress expected by the midpoint
	You should state what progress you expect to have made by the midpoint.  A short report is mandatory at the midpoint of the project.



4. [bookmark: _Toc287533075][bookmark: _Toc287869571][bookmark: _Toc312072692]Finance Details

[bookmark: _Toc244690655]The finance form for Proof of Market projects forms part of the main application form.  You will need to include totals in the form, but we recommend that you keep safely the information and calculations on which you base your answers, in case of queries during the assessment process.

Guidance on eligible costs is given in section 5 below.

	Question
	Guidance 

	 Labour
	Please provide a summary of total labour costs for the project

	 Overheads
	Please use the overhead calculator if you need guidance on eligible overheads, and section 6 if you do not have a year’s accounts on which to base your figures.

	 Materials consumed during project
	Please consult the guidance on eligible materials.

	 Sub-contract charges
	Guidance is provided below on eligible sub-contract charges and arrangements

	 Intellectual property costs up to £5k
	Please consult the guidance on which elements of IP protection are eligible for support.

	 Capital equipment
	It would not be expected that Proof of Market projects will have any capital equipment spend.  The field is included in case of exceptional requirements, and should be the net value if used.

	 Travel and Subsistence
	You should include here T&S essential to the delivery of the project.

	 Other
	Please consult the guidance for eligible expenditure

	 Less Residual Value of Capital Equipment
	Not expected for Proof of Market projects



The form will automatically calculate totals based on your answers.

In developing the cost profile for your project, you should take account of the fact that you will need to cash flow the project for the first three months at least, as you will need to spend the money before you can claim it back.  So please ensure that the costs that you build in can easily be managed as part of your normal business cash flow.  Make sure you have not over-extended yourself, in case there are delays in signing off and paying your claims. The Technology Strategy Board cannot be held responsible if there are problems with claims that need to be clarified and which may extend our normal payment times.

At a later stage, if your project is successful, we will ask for evidence that you have the funding in place to manage your cash flow across the life of your project.  If you do not complete your project due to cash flow problems that you could have anticipated and managed, we may request repayment of any grant already issued to you.

5. [bookmark: _Toc287533078][bookmark: _Toc287868951][bookmark: _Toc288050876][bookmark: _Toc312072693]Eligible Costs

The Technology Strategy Board is prepared to support the following in making up the overall eligible costs related to a project.  The cost estimate must include the costs for the total project, i.e. for all activities in the project.  The following table outlines key areas:

	Eligible Costs
	For a project cost to be eligible for funding it must:

· be incurred and defrayed (paid) between the project start and end dates.
· meet the Eligibility Criteria listed below.

If you are unclear how to record the likely costs please contact the Helpline. 
 

	Labour Costs
	Labour costs include the costs of personnel working directly on the project.  

Costs associated and eligible for the calculation of labour costs include gross salary, NI, company pension contributions, life insurance or other package costs that are non-discretionary.  Costs of personnel become ineligible if they are awarded at the discretion of the employer such as performance related bonuses.

Labour costs must be on the basis of salary amounts actually incurred and paid, and cannot include any form of in-kind/goodwill contribution by staff members or costs relating to profit related pay, dividends, shares, share options, royalties or similar remuneration methods. For example, companies that pay Directors a salary of £5k and use dividend payments for the remainder of the remuneration package (for personal tax liability reasons) can only include a daily labour rate based on the £5k salary.

The total number of working days per year for the organisation is based on full time working days per year less standard holiday allowance.  Sick days, waiting time and non-productive time are not eligible as part of the calculation.

A threshold has been imposed to cap the daily labour rate at £386 for Sole Traders and Partnerships.  This is equivalent to profits of £85,000 per person.

Reasonable inflation rates can be included in labour cost estimates.


	Overheads
	The Overhead rate is calculated as Total Overhead Costs divided by (Total Payroll Costs less Administration/Support Staff Costs).  This percentage is then applied to the Labour Costs incurred directly in the project. 

Two methods of calculating overheads are available.  You can either complete the Overhead Rate worksheet or provide your own overhead calculation.  There is an overhead calculator for sole traders that is based on the self assessment income tax return for self employed.  Overhead rules are slightly different for sole traders or partnerships as most costs should be specific to the project.  You can download the overhead calculator from the website.

If you are a start-up company or sole trader with less than one year’s accounts, please see section 6 for more information on how to complete this section of the form.

If you choose to use your own calculation, you must provide equivalent detail to that used in the Overhead Rate worksheet such that the Technology Strategy Board can check the eligibility and appropriateness of all costs included in the calculation as well as to provide their auditors a basis for verifying grant claims. 

Note that if previously agreed overheads rates are quoted, you must still describe the methodology and include references to the previous project(s).  There is no guarantee that historic rates will be acceptable for this new project.

The following lists the main items that are to be noted when calculating the overhead percentage.
· Board and Senior Management Salaries and Fees should relate to the executive function of the organisation (e.g. Board of Directors).  This should only include senior staff that are purely strategic or administrative in function NOT income generating, ‘productive’ or customer facing/selling.  They should NOT include production, R&D, distribution/supply chain, selling or marketing senior staff
· Administrative support functions include HR, finance, IT, site services and any other administrative support activities. They should NOT include income generating functions or related functions such as productive departments, R&D, quality control/assurance, engineering, distribution/supply chain, selling or marketing
· Other Support Staff costs should only relate to staff included in overhead
· Bonuses, awards, profit related pay, company car expenses and any discretionary benefits to staff are ineligible
· General travel and subsistence should only relate to staff included in overhead
· Sales, Marketing and Account Management costs are ineligible
· Entertainment and hospitality costs are ineligible
· Patent maintenance costs are eligible but should NOT include new filings and search fees in new territories or costs relating to Trademarks
· General, site and utility costs should be relevant to administrative facilities NOT operational/production facilities
· Non-productive time or waiting time between projects are ineligible


	Materials Consumed
	These are materials to be consumed directly on the project, not included in the overheads and purchased from third parties.   If material has a residual/resale value at the end of the project, costs should be reduced accordingly. 

Materials supplied by associated companies or sub contracted from third parties should exclude the profit element of the value placed on that material and be charged at cost.  

Software that has been purchased specifically for use during the project should be included in materials.  

Where the software already exists, only additional costs incurred & defrayed between the start and end of the project will be eligible.  Examples of costs that may be eligible are those related to the preparation of disks, manuals, installation, training or customisation.   Costs should be split between their component parts and allocated to the appropriate cost category.

Reasonable inflation rates can be included in material costs as can anticipated cost increases on specific materials.


	Sub-contracts, Consultancy Fees (including Fees for Trial and Testing)
	Sub-Contract Costs relate to work carried out by third party organisations that are not part of the project.  You may sub contract work that is essential to the success of the project where the expertise does not exist in your business or where it would not be cost-effective to develop in-house skills for the project.

Sub-contract services supplied by associated companies should exclude any profit element and be charged at cost.  


	Travel and Subsistence
	Please only include reasonable costs that are justified and will be incurred exclusively for the progression of this project.   Details and purpose for the expenditure must be given.

Note that if any general travel and subsistence is included in the overhead calculations, this proportion should be subtracted from the Travel and Subsistence expenditure during the claims process.


	Other Costs
	Other costs should include costs not accounted for in the above sections.  You should ensure that a case is made for the other costs within the Application Form.
Examples may include:
· Preparation of Technical Report(s) – For example, where the main objective of a project is the support of standards or technology transfer  Please demonstrate how this report is above and beyond what would normally be produced through good project management
· Market Assessment – Market research as a promotional tool is ineligible
· Patent filing costs for NEW IP generated by the project are limited to £5,000 per project.  These should not include legal costs relating to the filing or trademark related expenditure as these are deemed to be marketing/exploitation costs
· Regulatory compliance costs are eligible if necessary to carry out the project

	Legal and accounting costs
	Project legal costs are ineligible costs.  The legal costs of setting up the project and costs associated in conducting audits, accountant’s reports or making grant claims should not be included.


	Contribution in Kind
	Contributions in Kind (CiK) are goods or services provided free of charge by a party that is NOT subject to the terms and conditions of an Offer Letter.   They can be in the form of access to facilities, supply of materials, labour or expertise but must not include a profit element.

CiK costs must meet the usual eligibility criteria and must have been incurred and defrayed (paid) by the provider between the start and end of the project.  Verification is normally done through a CiK certificate provided by the contributing organisation.

Contributions of this type should be shown as a positive value in the Other Costs worksheet of the form with their value contributing to the total eligible costs of your business.  Grant can be claimed against such contributions.


	Cash Contributions
	If a cash contribution is being made to the project from a third party, this should be shown as a negative value in the Other Costs worksheet of the form, thus reducing the eligible costs of your organisation and reducing your grant application.


	
Certification
	For EUREKA projects only, reasonable certifications may be eligible for support where it will improve market acceptance.


	Other Ineligible Project Costs
	The following costs are ineligible and should be excluded from any part of the project costs and any overhead calculations:
· Input VAT
· Interest charges, bad debts, profits, advertising, entertaining
· Hire purchase interest and any associated service charges
· income generating functions or related functions such as productive departments, R&D, quality control/assurance, engineering, distribution, supply chain or selling costs or activities
· Advertising and marketing costs or activities
· Entertainment and hospitality costs
· Profit earned by a subsidiary or by an associate undertaking work sub-contracted out under the project
· Inflation and contingency allowances expressed as an overall arbitrary percentage, additional to eligible costs.  However, reasonable inflation rates can be included in labour and material cost estimates
· The value of existing assets such as IPR, data, software programmes and other exploitable assets that any of the collaborators contribute towards the project
· Project legal costs.  The legal costs of setting up the project and costs associated in making grant claims
· Sick days, waiting time and non-productive time
· Bonuses, awards, profit related pay, company car expenses and any discretionary benefits to staff


	VAT
	If you or your company are registered for VAT, all costs claimed should be NET of VAT. You should also not include VAT in your claim on any activities undertaken by you or your company.  

If you are not able to reclaim all of the VAT incurred in the delivery of your project, you may provide us with evidence from HMRC of the proportion of VAT that is irrecoverable and then include that additional cost as part of your project, on an itemised basis. 

If your business is not registered for VAT then you may include VAT in your eligible costs.

Please note that the maximum grant values include any irrecoverable VAT – you can not include it as an additional charge over and above the maximum grant stated.


[bookmark: _Toc287533082]


6. [bookmark: _Toc287868952][bookmark: _Toc288050877][bookmark: _Toc312072694]Guidance for Start-up companies and new Sole Traders 

Eligible costs for start-up companies and new sole traders are based on the standard cost headings with the same rules of eligible and in-eligible costs that are set out for all other business participants in section 5 above.  The following additional guidance is intended to assist you in calculating your labour rate and overhead figures if you do not have a trading history on which to base your calculations. 

6.1  	Labour rate calculation

Sole Traders and Partnerships 
Labour costs are normally calculated on a basis of salary.  For sole traders and partnerships, the salary equivalent is usually the distribution of annual profits.  The labour rate is calculated at the time of application from the previous year’s profit and loss account and is then fixed for the duration of the project.  The labour rate is simply the total revenue for that year minus the business costs using the standard HM Customs and Revenue rules for calculating taxable income.  

To calculate a daily labour rate, the annual profit should be divided by 220.  Profits for partnerships should be divided by the number of partners using the same ratios as are used for income tax to calculate individual labour rates.

Examples:
If revenue for a sole trader was £75k, and costs including T&S, overheads, capital allowances and expenses was £25k.  Profit was therefore £50k.  Dividing by 220 gives a daily rate of £227.  

If revenue for a partnership of 2 was £170k, and costs including T&S, overheads, capital allowances and expenses was £50k.  Profit was therefore £120k.  This divided equally between the partners giving an income of £60k each.  Dividing this by 220 gives a daily rate of £273.

A threshold has been imposed to cap the daily labour rate of £386.  This is equivalent to profits of £85,000 per person.  

If you do not have figures from the previous 12 months to make these calculations, you should show how you have estimated your costs and arrived at the daily labour rate you have used for this project.

Start-up Companies
Labour costs must be on the basis of salary amounts actually incurred and paid, and cannot include any form or in-kind/goodwill contribution by staff members or costs relating to profit related pay, dividends, shares, share options, royalties or similar remuneration methods, as described in section 5 above.

6.2  	Overhead rate calculation – all new start-ups

Overheads can be applied as a percentage to the direct labour costs calculated for the project.  
The overhead percentage is calculated by dividing the eligible business costs by the profits (plus any employee labour costs).  The figures used should come from the previous year’s profit and loss account.
If you do not have previous year’s figures, you should show how you have estimated the overhead rate that you have used for this project.

7. [bookmark: _Toc290978845][bookmark: _Toc312072695]Assessor Guidance

Assessors are provided with additional guidance to ensure that scoring is consistent across all projects.  In order to award the highest scores, assessors are asked to ensure that projects meet the following criteria.  Projects that do not display the characteristics below will receive lower scores.

	Q1.  The idea and its potential market impact

	· Applicant very clearly identifies the market opportunity they want to explore
· Applicant understands clearly the need to quantify the size of the market and the potential return on investment
· Applicant clearly states what they wish to develop and why it’s needed
· The benefits of proceeding with the project are very clear and exploitable
· The business is an ideal choice to exploit the innovation

	Q2.  What you propose to do in the study, naming organisations or individuals that you intend to work/contact with

	· A very clear description of the work that will be conducted as part of this study is provided
· A very clear description of the plan is provided
· Very clear description of sub-contracts (if applicable) with good value for money

	Q3.  The deliverable - this could be a report, presentation, demonstration etc.

	· Applicant very clearly states what they will deliver as part of this study and it is entirely appropriate to the project
· Project costs entirely appropriate

	
 Q4.   Why you need this grant, i.e. what is the added value of public sector support?

	· Applicant very clearly states why public funding is necessary for this project; i.e. why they cannot fund it themselves
· Applicant very clearly states how public sector funding will enable them to undertake this project differently
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