
 

 

Advancing Regional Innovation 
Program: Application Handbook 

This handbook provides guidance notes on what information needs to be provided to complete the 

Advancing Regional Innovation Program application form. The guidance notes provide a broad description of 

the information which your response should provide and the potential points which your application can 

address. This handbook should be read in conjunction with the FAQ document to provide clarification on 

some of the terminology used. 

Applicant responses should be concise and address the guidance notes, if possible. Responses can be in 

dot-point form to enable easier and faster identification of key issues. 

FOCUS OF THE ADVANCING REGIONAL INNOVATION PROGRAM  

Advance Queensland’s Advancing Regional Innovation Program is designed to encourage innovation and 

entrepreneurship across Queensland and support local economies to create jobs for regional 

Queenslanders. 

The program enables a tailored approach to connecting local efforts, harnessing existing strengths and 

building capability. The intention is to build ‘Hubs’ of innovation across the state that reflect the diversity of 

Queensland’s regions, draw people together and boost grassroots activities. 

The Advancing Regional Innovation Program provides funding of up to $500,000 (excluding GST) over a 

maximum of three years to 12 Queensland regions to support activities that will generate a step change in 

the growth potential of regional innovation ecosystems. The focus is on building local capability, fostering 

new collaborations and connectivity, leveraging and strengthening investment and delivering sustainable 

growth.  

The following regions are eligible to apply for the Advancing Regional Innovation Program: 

 Far North Queensland  

 North Queensland 

 Mackay-Isaac-Whitsunday  

 Fitzroy  

 Outback Queensland 

 Wide Bay Burnett  

 Darling Downs and Maranoa  

 Sunshine Coast 

 Moreton Bay  

 Ipswich and West Moreton  

 Redland and Logan 

 Gold Coast 
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APPLICANT ORGANISATION 

* indicates Mandatory fields 

Field Guidance 

ABN* 
 Enter your organisation’s 11 digit Australian Business Number without 

any spaces.   

Is the organisation 

registered for GST? * 

 Your organisation must be registered for GST to apply for this program. 

Trading name*  The trading name is the name your business operates under. 

Region* 

 You must designate which region your organisation is based in.  

 This region must be one of the 12 approved regions.  

 You must be able to provide evidence that your organisation is based in 

this region. 

Lead applicant address/ 

contact details* 

 Please enter your organisation’s street address.  

 Please note that a PO Box address will not be accepted. 

Company website URL  Please provide your organisation’s website address.  

Lead applicant contact* 

 This individual will serve as the main point of contact for the Department 

for all enquiries concerning the project. 

 All correspondence and documentation concerning the application will 

be directed to this person. 

Financial Statements or 

Statement of Viability* 

 Please supply external accountant prepared financial statements 

(including profit and loss statement and balance sheet) for the previous 

two financial years, for the lead applicant organisation.  

 Alternatively, the lead applicant organisation can provide a statement of 

viability from their external external accountant or Chief Financial Officer. 

 Please note this statement must be separate and independent of the 

matched funding contribution statement. 

Attachment - only PDF file attachment, up to 5MB will be accepted. 

Additional Funding 

Support 

 Please detail any funding support you have sought from external 

organisation to support your project and/or any of its activities. 

 Please detail if you have applied for or received this funding, which 

organisation you have sought funding from, and the amount of funding 

being sought. 

PROPOSED COLLABORATION PARTNERS 

Please provide details on the organisations which will be assisting you to deliver this project. This should 

include the organisation name and type (eg. business, local government, state government, federal 

government, research institute, or university), the organisation’s main business address (must be within the 

applicant region) and a contact for the organisation. 

PROPOSED OUTREACH LOCATIONS 

Please provide details on the regional locations which you will be assisting as part of your project.  This 

should include the Outreach Location partner organisation name and type – the organisation’s main 

business address (must be within the applicant region) and a contact for the organisation.  
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PROJECT INFORMATION 
 

Project Title* 

 

 Your project title should be unique, short and succinct.  

 This will be used as a reference for your application for the Department 

and the assessment panel.  

Project Summary*  

 

This should be a detailed description of the project you hope to undertake 

with the funding.  

 Outline the key aims and objectives of the project 

 Outline the activities you propose to deliver during the course of this 

project. 

Main Regional 

Location* 

 This should be the main project location within the region where the 

majority of the project activities will be conducted. 

Outreach Locations  This should be any locations in the region – outside of the main regional 

location – where you intend to deliver project activities. 

 Applicants should nominate at least two outreach locations. 

Project Start Date  When do you propose to commence project activities? 

Project End Date  When do you propose to finalise project activities? 

Funded Activity Menu  Please identify from the menu any activities you would be interested in 

conducting, as part of this project. 

 Please note the maximum expenditure for the regional co-ordinator line 

item. 

What is the total cost of 

the project? * 

 Please indicate the total anticipated project cost.  

 This costing should only be for expenditure directly related to the project. 

How much funding are 

you seeking for the 

project (excluding 

GST)* 

 This is the amount of funding you are seeking from the Advancing 

Regional Innovation Program. 

 Please refer to the matched funding requirements in the guidelines. 

Matched funding 

contribution* 

 You must provide evidence of your ability to meet the matched funding 

requirements.  

 Evidence must include a declaration from the organisation’s external 

accountant or Chief Financial Officer, indicating that the organisation has 

the ability to meet the matched funding requirements. 

 If you are relying on a third party (local or federal government, investors 

or partners) to meet match funding requirements, you must provide 

details of the proposed agreement with the third party.  

 Please note that the matched funding contribution statement must be 

separate and independent of the statement of viability 

Attachment - only PDF file attachment, up to 2MB will be accepted. 
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Collaborative Action 

Plan 

 Applicants must provide a Collaborative Action Plan of no more than 10 

pages or 3,000 words.  

 This must be signed by all project partners.  

 This forms the basis for assessment, assists with longer-term thinking, 

requires planning and comprises the following detail:  

Why = proposed ecosystem | SWOT analysis | regional impact | value 

proposition  

Who = collaboration partners | capabilities | target customers 

How = operating model | revenue streams | sustainability | value for money 

What, Where and When = budget | proposed activities | locations | 

timeframes   

A project plan and budget are to be attached separately below as part of the 

Collaborative Action Plan.  

Attachment - only PDF file attachment, up to 5MB will be accepted. 

Project Budget* Applicants must provide a spreadsheet detailing the proposed project 

expenditure and the proposed supplier for each project activity. You may use 

the project budget template or submit your own budget spreadsheet. 

 Provide a spreadsheet detailing your proposed expenditure and the 

proposed supplier for each project activity. 

 Include all activities which will be delivered during this project.  

 The project supplier could be internal, from your organisation, or an 

external provider, such as a contractor. 

 The project budget spreadsheet should highlight your organisation’s 

matched funding contribution. 

 Applicants must detail whether each individual matched contribution is 

cash or in-kind.  

Attachment - only PDF file attachment, up to 2MB will be accepted. 

Project Plan Applicants must attach a project plan/Gantt chart to support your project 

timeline. 

 Provide a brief overview of the project plan and technical approach the 

project will take, including the project’s main objectives.  

 This could include a graphical representation of project activities and 

timings, such as a Gantt chart or any other project management tools. 

 You should show that: 

o the timing of key activities is achievable. 

o sufficient resources are allocated to deliver key project activities. 

Attachment - (only PDF file attachment, up to 3MB will be accepted) 
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ASSESSMENT CRITERIA 

Assessment Criteria 1: Collaboration 

Please demonstrate 

how your project will 

enhance the level of 

engagement from 

businesses and 

organisations in your 

region 

 How will your proposal engage with local businesses and other 

organisations within your region?   

 What level of reach will your collaborative partnership have – this should 

address the regional, state, national and international collaborations.   

 Please provide further detail on the support which you will provide to 

regional outreach locations.   

 How will the project promote engagement and connectivity in your 

regional innovation ecosystem?   

 How will the project grow the regional innovation ecosystem including 

addition of new partners? 

 How will the project involve entrepreneurs in your region? 

Collaboration Partners - 

Background 

 Please provide details of your proposed collaboration partners, including 

a brief snapshot of their standing in the regional community and what 

level of commitment they are proposing to offer.   

 Please highlight any financial or resourcing support which collaboration 

partners are proposing to offer.   

 Provide details which prove you have a diverse cross-section of 

collaboration partners across the region. 

Please provide a letter 

of support from your 

proposed collaboration 

partners 

You must provide a letter of support from each collaboration partner which 

outlines the extent of their proposed support, including any financial 

contributions to the project. 

Please note – All letters of support must be from the head/principal of the 

respective organisation and be on the letterhead of the organisation. 

Attachment - only PDF file attachment, up to 3MB will be accepted. 
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Assessment Criteria 2: Impact 

How will your planned 

program of activities 

build and strengthen 

your regional 

innovation ecosystem 

and any gaps being 

addressed? How will 

your project contribute 

to building a stronger 

regional economy? 

Your response could address the following: 

 increased local entrepreneurship capabilities 

 extension and strengthening of networks (intra-region, inter-regional, 

national, international)  

 creation of new knowledge-intensive businesses and jobs  

 increased investment in the region 

 increased level of regional startup formation and business growth.   

Increased level of 

regional startup 

formation and business 

growth. 

Your response could address the following: 

 How will your proposal encourage entrepreneurs in your region? 

 Do your activities support the major industries/sectors in your region and 

encourage new economic opportunities? 

 Do you have the support of major businesses or organisations from 

these sectors? 

 Provide details of the outcomes which will accrue to the regional 

economy as a result of this project with a specific focus on any jobs 

which will be created.  

How will you connect 

and build on the 

competitive strengths 

of the region, including 

links between regional 

small to medium 

enterprises, 

entrepreneurs and key 

industries in the region 

and how they will be 

engaged in the project? 

Your response could address the following: 

 What connections will you form across the region? 

 What level of reach will your activities have? 

 What digital technology will you utilise to increase connectedness across 

the region. 

Assessment Criteria 3: Capability 

Technical and 

managerial capability of 

the project team  (1000 

word limit) * 

(2000 character limit)   

Your response should demonstrate that you, and your partners, have the 

skills and experience to deliver the project successfully. Your response 

should provide evidence of the following: 

 any similar projects which you have successfully delivered 

 details of your business track record and experience in project delivery  

 details any specialist knowledge or expertise you have or any your 

partners have 

 evidence of previous/current community building initiatives 

 proof of securing funds for previous projects  

 details of previous contributions to the regional innovation ecosystem. 

Project team CV 

(technical and 

managerial capability) 

You must attach CVs for project staff and partners.  

Attachment - only PDF file attachment, up to 2MB will be accepted. 
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Assessment Criteria 4: Value for money 

What level of funding 

do you have committed 

from other project 

partners?  How will you 

leverage funding to 

deliver activities and 

progress towards self-

sustainability? 

Your response could address: 

 How will you ensure cost-effective delivery of your project. 

 What level of cash and in-kind support has been committed by your 

project partners. 

 How will you leverage support off regional partners to deliver the project 

more effectively 

 How will your project continue to provide support to the region after 

funding is finalised 

 Which project partners do you currently have, or will you develop, to 

provide sufficient resources to ensure the on-going sustainability of this 

project. 

DECLARATION 

Declaration* 
You must agree to all the terms of the declaration and provide a signature 

from the organisation’s authorised officer.  

 

 

Further information 

If after reading this application handbook you have further questions, please contact us:  

Email regionalinnovation@dsiti.qld.gov.au 

Web: advance.qld.gov.au/regionalinnovation 

Phone 07 3719 7845   

 

Further information about Advance Queensland 

Email: advancequeensland@dsiti.qld.gov.au 

Web: advance.qld.gov.au 

Facebook: Advance Queensland 

Twitter: @AdvanceQld 

Phone: 13 QGOV (13 74 68) 
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