
 

 

 

 

Business Basics Grants 
Round 6 – Business Enhancement – Guidelines 

About the program 

The Business Basics grant program (Program) provides support to businesses to increase core 

skills and adopt best practice. 

Applicants can apply for funding for grant-funded activities under the following priorities: 

1. Professional business advice 

2. Strategic marketing services 

3. Website build/upgrades 

Program key details 

Business size Small businesses with less than 5 employees (headcount) 

Opening date Stage 1: 9am, Monday 30 September 2024 

Closing date Stage 1: 5pm, 11 October 2024 

Application process • Stage 1: Registration of Interest (ROI) 

• Stage 2: Full application 

Grant type Competitive – not all applications will be funded 

Available funding  $7,500 (excluding GST) per grant 

Co-contribution None 

Suppliers Maximum of two from Australian suppliers 

Project length Maximum 6 months 

Payment  Upfront payment on approval 

Key documents • Terms and Conditions 

• Frequently Asked Questions 

• Preview of the ROI application form 

Funded businesses are expected to: 

• increase business confidence and skills, 

• increase long-term turnover, profit and employment, and 

• improve business resilience and survivability.  

The Department of Employment, Small Business and Training (DESBT) administers the program. 

Key Application Dates 

 Open Close Notification 

Stage 1 30 September 2024 11 October 2024 Est. October 2024 

Stage 2 23 October 2024 12 November 2024 Est. late February 2025 

Note: DESBT may adjust key dates at any time, and changes will be reflected in published materials.  

DESBT provided notice of the grant and access to supporting documents on 14 September 2024. 

https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/dc40bfcf-5f1a-42d8-98e4-e845489b1279
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/85303874-8832-4b07-8bec-b798ffd491cd
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/481b6779-8486-436d-8540-bc3827301e02
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Available funding 

Businesses can apply for $7,500 (excluding GST) in funding. If successful, funding is paid upfront 

on approval. Successful applicants do not have to co-contribute to this grant but must pay for any 

related expenses in excess of the $7,500 grant funding. 

DESBT will not fund projects with: 

✖ a total cost of less than $7,500 (excluding GST) or 

✖ payments made before submission of the Stage 2: Full Application (project must not have 

begun significantly). 

Before you apply 

Grant applicants have time to prepare their ROI application – it will open at 30 September 2024. 

Submit your application by completing these steps. 

 

1. Read the key documents and information 

These Guidelines, Terms and Conditions, Frequently 

Asked Questions and the Sample ROI application form.  

2. Check your eligibility 

Refer to page 3 for additional details. 

3. Apply for a DESBT SmartyGrants Applicant account (if you 

don’t have one already). 

4. Ensure your ABR profile for your business is up to date 

(check your ABN status and Main Business Location). 

5. Submit your application 

Note: If necessary, a virtual queue may be present on the 

SmartyGrants portal. If so, the queue will provide 

estimated wait times.  

Before you submit your application ensure that it: 

✔ is complete and includes all required supporting evidence, with every question validated. 

✔ contains only realistic and probable answers. 

✔ is submitted by a Responsible Person1 with a direct link to the business. We will not 

accept applications from third parties2. 

✔ is the only application you submit; each eligible business or financial beneficiary3 is 

allowed only one application per round. 

1A Responsible Person includes owners, business partners, directors, employees (manager or 

higher), trustees, public officers, office bearers or company secretaries of the business applying 

for the grant. 

2 Third parties include: 

• business and financial advisors, e.g. accountants, or suppliers in your application.  

• where you submit your application from, e.g. from an accountant or supplier's office. 

3 DESBT considers a related party and/or financial beneficiary to be those who gain an 

advantage and/or profits from something including receipt or distribution from a trust, will or life 

insurance policy. This can include companies with common shareholdings, directors, 

employees, or immediate family. 

Apply at Business Basics Grants Program | Business Queensland when the grant opens. 

https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/dc40bfcf-5f1a-42d8-98e4-e845489b1279
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/85303874-8832-4b07-8bec-b798ffd491cd
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/85303874-8832-4b07-8bec-b798ffd491cd
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/481b6779-8486-436d-8540-bc3827301e02
https://desbt.smartygrants.com.au/applicant/register
https://www.business.qld.gov.au/starting-business/advice-support/grants/business-basics-grant
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Eligibility criteria 

To be eligible for this grant, your business must meet the following criteria at the time of 

application submission: 

✔ have less than 5 employees (by headcount*); 

✔ be operating and have an active Australian Business Number (ABN)^; 

✔ have a registered Queensland headquarters location^ (as per your Australian Business 

Register (ABR) record);  

✔ a minimum trading history of 1 year; 

✔ a maximum turnover of $300,000 for the last financial year (2023/24); 

✔ not have been approved for funding under an earlier Business Basics round; and 

✔ not be insolvent or have owners/directors that are an undischarged or currently bankrupt^. 

Please note there is no requirement to be registered for GST in this round. 

* Headcount includes all full time, part-time and casual employees including Non-Executive 

Directors 

^ Your business must maintain this eligibility for the duration of the grant funded project.  

Eligible activities 

DESBT will fund the following eligible activities: 

Priority Areas Examples 

1. Professional business advice 

✔ Business plans 

✔ Financial planning and budgeting 

✔ Business structure advice 

✔ Operational efficiency reviews 

✔ Business mentoring and guidance 

✔ Strategic partnerships and networking 

• Comprehensive business plan to expand your 

services outlining the core elements ensuring a 

structured approach to growth and sustainability.  

• Development of risk management strategies, 

including contingency plans for operational, 

financial, and market risks. 

• Support in securing business loans or investor 

funding, including preparation of financial 

documents. 

2. Strategic marketing services 

✔ Strategic marketing plans including 

search engine optimisation advice 

✔ Content marketing strategy 

✔ Market research 

✔ Branding strategy 

✔ Customer Relationship Management 

(CRM) Implementation 

• Strategy to revamp your business’ promotional 

content through using copywriting services for 

websites, email campaigns, and promotional 

materials. 

• Setup of a CRM system to improve customer 

retention and streamline sales processes. 

• Industry reports detailing industry analysis and 

forecasts you need to make strategic decisions. 

3. Website build/upgrades 

✔ Website build or upgrade (including 

website refresh) 

✔ Adding eCommerce functionality  

✔ Developing new website content 

✔ Integration with third-party tools 

• Integrating your website with third-party tools such 

as customer relationship management (CRM) 

systems, email marketing platforms, or booking 

software. 

• Migrating your existing content to a new platform or 

content management system (CMS) like 

WordPress, Shopify, or Squarespace. 
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Non-eligible activities 

DESBT will not fund the following activities: 

✖ activities brought via direct selling (e.g. by 

party plan or network marketing) 

✖ delivery, credit card and transaction fees 

✖ equipment of any kind including computer 

hardware/gadgets (e.g. computer servers, 

PCs, tablets/iPads, mobile phones, 

headphones) and other equipment (e.g. 

televisions, point of sales systems, 

EFTPOS, card/chip readers) 

✖ franchise fees 

✖ general business operating costs (e.g., 

bookkeeping/accounting, tax returns) 

✖ goods, services, or fees from related 

parties* (see related party definition below) 

✖ goods and services paid using crypto-

currencies, cash, barter, or services in-kind 

✖ GST, registration and fees 

✖ implementation of marketing tactics such 

as advertising, direct marketing or 

campaign delivery (e.g. Google AdWords, 

Facebook advertising or similar expenses) 

✖ memberships and joining fees 

✖ purchase of stock 

✖ real estate/property, hire, lease, or rental 

fees 

✖ salaries and wages  

✖ software and licenses 

✖ travel and accommodation 

✖ website hosting 

✖ website maintenance generally considered 

as business as usual 

✖ utilities (e.g. internet, phone, water and/or 

waste bills) 

✖ vehicles of any kind 

*Related parties include companies with common shareholdings or directors, employees or immediate 

family. 
not mentioned in the priority areas 

 
 

DESBT will advise all applicants of the 

outcome of their application at the end of 

each stage. 

Successful Stage 2 applicants will receive a 

Funding Agreement Letter outlining the 

funding agreement. 

Notification of outcomes   3 
Successful grant applicants will receive an 

invitation to enter into a Funding Agreement 

with DESBT.  

To accept this funding agreement, the 

Applicant must complete an Agreement 

Acceptance form in SmartyGrants. 

Project Commencement 

  4 

This Grant Program has a finite funding pool 

and applications are competitively assessed 

across two stages. Not all applications will be 

funded: 

Stage 1: Registration of Interest - page 5 

Stage 2: Full Application - page 5 

Assessment   2 Applying is free via the DESBT SmartyGrants 

portal once the grant round opens. 

Applicants must submit their applications by 

the advertised date.  

DESBT assesses applications based on 

eligibility criteria and compliance with the 

Grant Guidelines. 

EOI and Application 

  1 

Application Process 

https://desbt.smartygrants.com.au/applicant/register
https://desbt.smartygrants.com.au/applicant/register
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Detailed application process 

Stage 1: Registration of Interest 

Businesses must submit a Registration of Interest (ROI), an online form that collects essential 

business details to confirm eligibility. 

After Stage 1 closes, eligible ROIs may enter a ballot process with selected applicants invited to 

submit a Stage 2 Full Application. All eligible Stage 1 ROIs have an equal chance to advance to 

Stage 2. The number of registrations selected will be sufficient to enable DESBT to undertake a 

competitive assessment process in Stage 2.  

In your Registration of Interest (ROI) application, you will be asked to: 

Details 

• Confirm the business meets the eligibility criteria (see page 3); 

• Provide core business and contact information; and  

• Provide Responsible Person demographic information. 

Businesses that are not selected for Stage 2 will be notified. For Stage 1 outcomes, all DESBT’s 

decisions are final and are not subject to review. 

Stage 2: Full Application 

If your Stage 1 ROI application is selected, you will be invited to submit a full application. In 

addition to the information provided in the ROI, in the full application you will be asked to: 

Details 

• Update (if required) the core business and contact information; and 

• Provide business demographic information and business description; and 

• Provide proposed project details –how it will enhance core skills/business 

competitiveness; and 

• Provide proposed project expected outcomes – growth in revenue, gross profit and 

headcount and how your project would help you to achieve those outcomes. 

Supporting Evidence 

• Verify the main business location (MBL) – if applicable (see below). 

• Verify the link between trust and business – if applicable (see page 6). 

• Verify the link between Responsible Person and business – if applicable (see page 6). 

• Provide a completed 100-points of identification check form for the nominated 

Responsible Person (see 100-points of identification check form on page 6). 

• Provide independent Australian supplier (mandatory) quote/s (no more than 2) (see 

Supplier Quotes on page 6). 

Verify the main business location (MBL) – if applicable 

In Stage 1 DESBT will verify your business's main business location (MBL). If the Australian 

Business Register (ABR) shows your MBL is outside of Queensland, you must provide one of 

the following evidence documents in your Stage 2: Full Application: 

✔ A copy of the applicant’s Australian Securities and Investment Commission (ASIC) company 

statement or Australian Business Registration (ABR) certificate listing a Queensland 

address as the ‘principal place of business’ or ‘primary business address’. 

✔ An accountant’s letter confirming the business has changed to a Queensland MBL. 
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Verify link between trust and business – if applicable 

In Stage 1 if you nominate the ABN of a trust, and you conduct business under a different name 

(other than the entity named in the Applicant ABN), DESBT will verify both entities are clearly 

related and operated by the same parties using your business’ ABR record.  

If we are unable to verify a link, you will be asked to provide one or both of the following 

evidence documents in your Stage 2: Full Application: 

✔ A copy of the applicant’s ASIC Company Statement listing both entities. 

✔ An accountant’s letter confirming the two entities are operated by the same parties 

outlining the business relationship. 

Verify link between Responsible Person and business – if applicable 

In Stage 1 DESBT will verify the link between the nominated Responsible Person and your 

business using your business’ ABR record.  

If we are unable to verify a link using ABR, you will be asked to provide one of the following 

evidence documents in your Stage 2: Full Application: 

✔ A copy of the applicants ASIC Company Statement listing both entities, or 

✔ A letter on the Applicant's business letterhead confirming the Responsible Person's position 

and authority to act on behalf of the business. 

100-points of identification check form 

Provide a completed 100-points of identification check form from the nominated Responsible 

Person witnessed by a Queensland Justice of the Peace or Commissioner for Declarations. 

       Please refer to the 100 Point Identification Check Form required – details on the proof of 

identity and approved witness requirements are included on the Form. 

Supplier quotes 

Business must use an Australian supplier for their proposed grant funded project. Quotes must 

be comprehensive and include: 

✔ Supplier details – supplier name, ABN, contact details and website URL. 

✔ Comprehensive details – including details of the project, description of services and outline 

of key activities or items. 

✔ Quotes must be a formal quote on the supplier’s letterhead 

✔ Itemised services – where there is a cost per service that is being purchased. 

✔ If it’s a shopping cart for an online purchase, then a screenshot/print out is acceptable. 

✔ Can contain ineligible activities, but these must be itemised, and must be excluded from 

the Total Supplier Cost entered into the Application. 

       Please refer to the Sample Supplier Quote for an example of what the Department considers 

comprehensive. For more information on how to provide a valid supplier quote, we recommend 

watching the following video. 

Review of decision 

Should you believe there has been an error in the procedural aspects of the assessment, you 

may request a review. Such a request must be lodged in writing within 30 days of this notice and 

should detail your reasons for re-examining the decision, supported by relevant documentation.  

More information on the decision review process for grant applications can be found on the 

Business Queensland website. 

https://desbt.smartygrants.com.au/d/files/dlm/34f2f01b756431cfc9285eb3ffa81c719c1169
https://desbt.smartygrants.com.au/d/files/dlm/e8a3a6e2c17688af359d8e532cfd16ea1314dd
https://www.youtube.com/watch?v=cLMowck9ItY&list=PLgf3vhLyy8gSALJbkPuacbj5aNgzH4yI5&index=2
https://www.business.qld.gov.au/starting-business/advice-support/grants/review
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Assessment 

Stage 2: Full Applications are assessed for compliance against the eligibility criteria and their 

competitiveness against the program guidelines and assessment criteria. 

Applicants must demonstrate the extent to which the grant funded project will: 

1. enhance the business’s core skills, adopt best practice and survivability; 

2. positively impact long-term revenue growth and gross profit; 

3. be likely to create jobs growth within the business; and 

4. demonstrate value for money. 

DESBT may prioritise applications for fair distribution across geographic areas; other economic 

factors such as priority industries; and Queensland’s diverse business population (including 

diversity in ethnicity, culture, people with disability, gender and age).  

Notification of outcome 

DESBT will advise all applicants of the outcomes after the ballot process and Stage 2: Full 

Application assessment. 

Due to the grant program's comprehensive assessment, due diligence, and government approval 

process, applicants can typically expect to receive notification of their submission's outcome 

following the Key Application Dates outlined on page 1. 

All outcomes will be communicated via email. Successful Stage 2 applicants will receive a 

Funding Agreement Letter detailing the proposed funding agreement and inviting the Applicant 

to accept the funding terms. 

Funding agreement and payment 

Grant Recipients who accept the funding terms and enter into a funding agreement with DESBT 

will receive funding of $7,500 (excluding GST) into their nominated bank account via Electronic 

Funds Transfer. 

Recipient completed activities 

Grant Recipients must complete their project within 6 months of receiving their Funding 

Agreement Letter.  

You must keep all application evidence, supplier quotes, corresponding invoices, receipts and 

bank transactions for audit purposes. 

If you vary your approved project in any way, you must inform DESBT immediately. See the 

’Making changes to your approved grant’ for more information. 

Reporting 

If requested, Applicants must complete:  

1. an outcome survey report on completion of the project  

o The report is to include details on the assets/services received, project implementation, 

and the impact on the business including the results and outcomes received. 

2. an audit report  

o DESBT will conduct an audit process and Grant Recipients must keep all application 

evidence, supplier quote/s, corresponding invoices and bank transactions, and submit 

them on request from DESBT for audit purposes. 

 

https://www.business.qld.gov.au/starting-business/advice-support/grants/review
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Further information 

For more information about grants or your application, call the DESBT Small Business Hotline 

1300 654 687 or basics@desbt.qld.gov.au 

Policy Owner: Deputy Director-General, Investment 

Department of Employment, Small Business and Training 

Approval Date: 10/09/2024 

Effective Date: 10/09/2024 

Version: v.1 

Privacy Statement 

During the application process DESBT will collect personal information for the purposes of: 

• managing the Business Basics grants program; 

• promoting relevant issues and services to you; and 

• researching and reporting on grant programs. 

DESBT, including its employees, may use and disclose the personal information provided in the 

application to third parties for these purposes. Third parties include: 

• Queensland government departments and agencies 

• Commonwealth government departments and agencies 

• Other state or territory government departments and agencies; and 

• non-government organisations. 

DESBT or the Minister responsible for the Small Business portfolio may publish grant recipient 

information on government websites or in media releases while publicising the outcomes of the 

program. Published information may include business name, funding amount, suburb/postcode, 

and outcome details. 

DESBT will only use your information for these purposes. DESBT will handle your personal 

information in accordance with the Information Privacy Act 2009. DESBT will not otherwise use 

or disclose the information unless authorised or required by law. 

You may view the Queensland Government’s privacy guide at www.qld.gov.au/legal/privacy 

Disclaimer 

This publication is to be used as a guide only. The authors have taken reasonable steps to ensure 

the publication is accurate at the time of publication. The State of Queensland accepts no 

responsibility and gives no warranty, guarantee or representation about the accuracy, reliability, 

timeliness or otherwise of the information contained within the publication. The State of 

Queensland expressly excludes legal liability in all jurisdictions concerning the use or reliance of 

any information contained in this publication. Any direct or consequential loss or damage suffered 

because of reliance on this information is the user’s sole responsibility. Persons using information 

contained in this publication should conduct their own enquiries and rely on independent 

professional advice. This exclusion shall extend to all users and related parties who may suffer 

loss because of the use of information contained in this publication and applies despite any 

negligence on the part of the State of Queensland. 

 

mailto:basics@desbt.qld.gov.au
http://www.qld.gov.au/legal/privacy
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 Business Basics Grants 
Round 6 – Business Enhancement –  

Terms and Conditions 

1. The Business Basics program (Program) is administered by the State of Queensland acting 

through the Department of Employment, Small Business and Training (DESBT) under the 

Business Basics Round 6 Guidelines (Guidelines) and under these terms and conditions. 

Definitions 
2. In these Terms and Conditions, the following definitions apply: 

a) Agreement Acceptance Form is the 

form a successful Applicant must 

submit to certify they accept the 

Funding Agreement.  

b) Applicant means the legal entity 

applying for financial assistance under 

the Program. 

c) Application means the formal or 

official application submitted by the 

Applicant, including any supporting 

documentation as provided by the 

Applicant, required by the Guidelines 

for the Program, or otherwise requested 

by DESBT. 

d) Authorised Party means an individual 

or individuals who are either formally 

registered with the Australian Business 

Register as associated with the 

Applicant or have provided acceptable 

evidence of authorisation to act on 

behalf of the Applicant.  

e) Business Days are weekdays from 

Monday to Friday, excluding public 

holidays in Brisbane, Queensland. 

f) Confidential Information means all 

information, trade secrets and 

knowledge of or disclosed by a party 

(Discloser) to another party (Receiver) 

that: 

a. is by its nature confidential; 

b. is designated or marked by the 

Discloser as confidential; or 

c. the Receiver knows or ought to 

know is confidential, 

but does not include information which: 

d. is or becomes public knowledge 

other than by breach of this Funding 

Agreement or any other 

confidentiality obligation; or 

e. is independently developed by a 

party while having no knowledge of 

or access to the other party’s 

Confidential Information. 

g) Commencement Date means the date 

the Applicant accepts the Funding 

Agreement Letter.   

h) Contribution is the Grantee’s financial 

contribution to the Total Project Costs 

stated in the Funding Agreement Letter 

or as varied under the Funding 

Agreement. 

i) DESBT means the Department of 

Employment, Small Business and 

Training. 

j) Eligibility Criteria means the criteria 

defined in the Guidelines that must be 

met by the Applicant to be deemed 

eligible for the Program. 

k) Expiry Date means the date upon 

which all parties have performed their 

obligations under the Funding 

Agreement.  

l) Funding Agreement means DESBT’s 

written notice to the Applicant 

approving financial assistance under 

the Program, and the agreement 

formed between DESBT and the 

Applicant, comprised of:  
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a. the Funding Agreement Letter and 

Agreement Acceptance Form; 

b. any other terms agreed in writing 

between DESBT and the Applicant; 

c. these terms and conditions; 

d. the Guidelines; and  

e. the Application.  

a) Funding Agreement Letter is the letter 

sent by DESBT to a successful 

Applicant inviting the Applicant to 

accept the Funding Agreement.  

b) Grant means the funding amount for 

the Project under the Program 

approved for payment by DESBT. 

c) Grantee means the legal entity 

receiving financial assistance or 

support per the Funding Agreement. 

d) Guidelines are the Business Basics 

round 6 Program Guidelines as 

published on the Business Queensland 

website. 

e) Minister means the Minister 

responsible for the Small Business 

portfolio.  

f) Outcome Survey means the report, in 

the form required by DESBT, used by 

the Grantee to describe how the grant 

funds were spent. 

g) Program means the Business Basics 

program.  

h) Project means the project or activity 

approved by DESBT for the Funding 

including any variation approved by 

DESBT under clause 26.  

i) Variation Request is a written request 

submitted by the Grantee to DESBT 

seeking approval to modify the Project.  

j) Total Project Costs are the Grantee 

costs included in expending the Project, 

that have been approved by DESBT. 

Applications 

3. An Applicant can only lodge one 

Application under this Program. 

4. The Applicant must lodge their Application 

electronically as described in the 

Guidelines. 

5. DESBT reserves the right to withdraw the 

Program at its discretion. An Application 

may be refused if Program funding has 

been exhausted or if the Program has been 

discontinued. Business Queensland will 

publish information on its website if funding 

for the Program is no longer available or 

has been discontinued.  

6. DESBT may request additional information 

and documentation from the Applicant to 

help determine whether the Eligibility 

Criteria have been met.  

7. If the Applicant does not provide DESBT 

with the requested information and 

documentation within the period specified 

in the request, the Application may not be 

approved.  

8. The conduct of inviting Applications does 

not create a binding agreement or 

relationship between an Applicant and 

DESBT. 

9. The submission of an Application does not 

guarantee that the Applicant will be 

deemed eligible to receive funding. 

10. For the avoidance of doubt, an Applicant is 

not entitled to any damages or 

compensation arising out of the Application 

process. 

Assessment 

11. An Application may be declined if: 

a) the Application has not been submitted 

by an Authorised Party.  

b) the Application does not meet all of the 

Eligibility Criteria.  

c) the Applicant has submitted more than 

one Application for assessment under 

this Program at any one time; 

d) the Applicant is not an eligible business 

as defined in the Guidelines; 
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e) the Applicant has not submitted all 

required evidentiary documentation as 

defined in the Guidelines or otherwise 

requested; 

f) the Applicant (and if the Applicant is 

not an individual, its owners) and the 

Applicant's management staff have not 

complied with local, State and 

Australian laws and regulations; or 

g) there are public interest issues 

indicating the Application should not be 

approved. 

12. An Applicant may request a review of a 

decision made under clause 11 within 30 

days of the decision being issued to them. 

13. If a review of decision is requested, DESBT 

will provide written notification of the review 

outcome within 60 business days from the 

date of the request. 

14. If an Application is not declined under 

clause 11, Applications will undergo 

competitive assessment against the 

applicant pool and Guidelines. Funding is 

awarded in order of merit up to the funding 

limit for the Program. Not all Applications 

assessed will be approved for funding. 

Application Approval 

15. If an Application is approved, the Applicant 
will receive a Funding Agreement Letter.  

16. To formalise the Funding Agreement, the 

Applicant must submit an Agreement 

Acceptance Form by the date specified in 

the Funding Agreement Letter. 

17. The Applicant or Grantee may withdraw 

their Application or Funding Agreement by 

submitting a formal request to withdraw. If 

the Grant has been paid prior to withdrawal 

by the Applicant, the Applicant must repay 

the entire Grant to DESBT.  

18. The Grantee must:  

a) complete the grant funded Project 

within the specified timeframe, unless 

otherwise agreed in writing by DESBT;  

b) immediately advise DESBT of any 

changes to the grant funded Project;  

c) submit an Outcome Survey as 

requested by DESBT; 

d) refund to DESBT any of the funds paid 

under clause 22 that are unspent or 

uncommitted on completion of the 

Project or termination of the Funding 

Agreement; and 

e) notify DESBT if their contact details or 

business details change. 

19. DESBT may request additional information 

from the Applicant for ongoing monitoring, 

evaluation, reporting and compliance 

purposes. If the Applicant receives a 

request for additional information under this 

clause, the Applicant will provide that 

information DESBT within 5 business days 

from the date of the request.  

20. The Applicant acknowledges that all 

Queensland Government programs are 

subject to audit. All records related to the 

Funding Agreement must be kept for by the 

Applicant for seven (7) years after lodging 

the Application and be kept in a way that 

can be readily produced if required. 

Relevant records must be provided to the 

Queensland Government within 5 Business 

days of the request.  

Payment and GST 

21. The parties acknowledge that the Grant is 

not payment for supply of goods or services 

by the Grantee and is not subject to GST. 

DESBT will not remit GST on the Grant to 

the Grantee. 

22. If the Agreement Acceptance Form is 

submitted in accordance with clause 16, 

DESBT will pay the Grant in a single 

payment by electronic funds transfer to the 

bank account nominated by the Grantee.  

23. If, following payment of a Grant to a 

Grantee, DESBT: 

a) becomes aware of any matter; and 

b) as a result of becoming aware, 

reasonably determines the Eligibility 

Criteria were not met for that Grant, 
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DESBT may: 

c) give written notice to the Grantee of 

that determination; and 

d) require the Grantee to repay the 

Grant. 

24. If the Grantee receives a notice under 

clause 23, the Grantee agrees to repay the 

payment amount to the Queensland 

Government within 30 days.  

Variation to Project 

25. Before implementing any proposed 

changes to the Project, the Grantee must 

submit a Variation Request detailing the 

proposed changes to the Project.  

26. DESBT will consider the Variation Request 

and notify the Grantee if the variation is 

approved or not approved. Approval is at 

the absolute discretion of DESBT and may 

be subject to conditions as detailed in the 

approval correspondence. 

27. If the Grantee makes changes to the 

Project without approval from DESBT, 

DESBT may, at their discretion, terminate 

the funding agreement.  

Termination and Return of Grant  

28. Either party may terminate the Funding 

Agreement by written notice with 

immediate effect if the other party: 

a) breaches an essential term of the 

Funding Agreement which is not 

capable of being remedied; or  

b) breaches an essential term of the 

Funding Agreement which is capable 

of being remedied and does not 

remedy that breach within 10 calendar 

days after receiving notice requiring it 

to do so. 

29. Where the Grantee has breached a term of 

the Funding Agreement, or the Funding 

Agreement has been terminated under 

clause 28, within 30 days from the date of 

the written notice from the Department, the 

Grantee must: 

a) complete an Outcome Survey, 

including evidence of Grant 

expenditure or commitment, and 

b) refund the Grant paid to the Grantee 

by DESBT under clause 22 less any 

amount legitimately spent on or 

committed to the Project prior to the 

date of termination;  

Disputes  

30. A party may notify the other party in writing 

of the occurrence of a dispute (Dispute 

Notice) and the parties will try to resolve the 

dispute through negotiation. 

31. If a dispute arises and the parties are 

unable to resolve the dispute within 15 

business days from the receipt of the 

Dispute Notice, the dispute is to be referred 

to the parties’ authorised officers for 

resolution. Each party will continue to 

perform its obligations under the Funding 

Agreement. 

32. Clauses 30 and 31 do not apply to action 

taken by the Applicant under clause 12 or 

by the Department under clauses 23 or 28. 

Acknowledgements  

33. If the Application is successful, the Grantee 

acknowledges that: 

a) DESBT makes no representations or 

warranties about the information 

sources contained in the Guidelines. 

The Grantee will make their own 

enquiries before deciding whether the 

supplier or service provider chosen is 

suitable for the Grantees needs; 

b) any products, information, opinions or 

other assistance provided by the 

supplier or service provider is in 

response to the information or 

material that the Grantee has 

provided, and that DESBT is not 

responsible for the accuracy or 

completeness of this information or 

material; 

c) any reliance or other use of the 

products, information, opinions or 

other assistance provided by a 

supplier or service provider shall be 

entirely at Grantee’s own risk; 
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d) should the Grantee need products or 

services in addition (Additional 

Products or Services) to the products 

or services forming part of the Project, 

the Grantee shall be required to 

negotiate a separate agreement 

directly with the supplier or service 

provider. Any arrangement between 

the Grantee and the supplier or 

service provider for the provision of 

Additional Services is not part of the 

Project and DESBT accepts no 

responsibility for any such 

arrangement; 

e) the provision of information or other 

help by DESBT, the supplier or 

service provider in relation to the 

Project does not guarantee the 

Grantee’s success in any business 

activity; and 

f) the Grantee retains sole responsibility 

for their actions and decisions 

(regardless of whether they are based 

on options or suggestions provided by 

the supplier or service provider) and 

will not bring any claim or action 

against DESBT, should the business 

activity not achieve its intended goals. 

g) To the extent permitted by law, the 

Grantee releases and indemnifies 

DESBT and its employees and 

contractors against any claim of loss 

or damage brought against them 

arising directly or indirectly from 

business activity funded by the Grant. 

34. DESBT and the Grantee agree that this 

Funding Agreement does not operate to 

transfer any intellectual property rights 

created in the Project to DESBT. 

Other  

35. Each party must not disclose the other 

party’s Confidential Information to a third 

party without the other party’s prior written 

consent, except: 

a) to its representatives who are bound 

to keep the information confidential 

and to whom it is necessary to 

disclose the information; 

b) to its professional advisers who must 

keep the information confidential; 

c) as required or permitted by law; or 

d) where that party is DESBT, to any 

relevant Minister (including his/her 

advisers), the Parliament of the State 

of Queensland (including 

Parliamentary Committees), any 

Australian Government department, 

Queensland Government department, 

agency or authority or where 

disclosure is required to be made in 

accordance with established 

governmental policies, procedures or 

for public accountability purposes. 

36. The following clauses survive expiry or 

termination of the Funding Agreement: 

a) 2.f) and 35 (confidential information).  

b) 10 (compensation) 

c) 11 (reasons for decline) 

d) 18.c) (Outcome Survey) 

e) 18.d) (refund of unspent funds) 

f) 19 (records) 

g) 20 (audits) 

h) 23 and 24 (repayment of funding)  

i) 33.a) (no representation) 

j) 33.f) (no claim) 

k) 33.g) (indemnity and liability) 

l) 34 (intellectual property) 
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Round 6 – Business Enhancement – 

Frequently Asked Questions 

The Frequently Asked Questions (FAQ’s) provide further clarification on making a Registration of 

Interest (ROI) Application and understanding requirements post approval for a Business Basics 

Round 6 Grant. Further information can also be found in the Guidelines, Terms and Conditions, and 

the ROI Application sample.  

If your question isn’t included in these FAQs and you’re can’t find the answer in the Program 

documents, please email basics@desbt.qld.gov.au or call the Small Business Hotline on 

1300 654 687 to leave a message and we will get back to you within 3 business days, 1 business 

day for enquiries we deem urgent. 
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Application Process 

Can I revise my application after submission? 

Applicants will not have the option to revise either their submitted Stage 1: Registration of Interest 

or, Stage 2: Full Application (if selected).  

Changes can be made to your application during the applicable application period (see When will 

applications open? below). To request your form be reopened, please email 

basics@desbt.qld.gov.au or call the Small Business Hotline on 1300 654 687 to leave a message 

and we will get back to you. 

Note: Make sure you re-submit your application and check you have received a notification with a 

PDF copy of your application. If you don’t re-submit, your application will not be assessed.  

Can I submit my application after the grant round closes? 

Late submissions will not be accepted at any stage during the grant round. 

How do I apply? 

Applicants must apply via their DESBT SmartyGrants Applicant account – DESBT SmartyGrants 

Applicant account. Applications submitted via email or in person will not be accepted.  

What is the maximum number of applications allowed per applicant? 

Only one application will be considered per eligible business or financial beneficiary. 

DESBT considers a related party and/or financial beneficiary to be those who gain an advantage 

and/or profits from something including receipt or distribution from a trust, will or life insurance policy. 

This can include companies with common shareholdings, directors, employees, or immediate family. 

Who can I list as the Responsible Person for my application? 

The Responsible Person must have a direct link to the applying business. They can be either: 

✔ an owner 

✔ a business partner 

✔ a director 

✔ an employee – manager or higher 

✔ a trustee 

✔ a public officer 

✔ an office bearer of an association 

✔ a company secretary 

When will applications open? 

 Open Close Notification 

Stage 1 30 September 2024 11 October 2024 Est. October 2024 

Stage 2 23October 2024 12 November 2024 Est. late February 2025 

Note: DESBT may adjust key dates at any time, and changes will be reflected in published materials.  

DESBT provided notice of the grant and access to supporting documents on 14 September 2024. 

mailto:basics@desbt.qld.gov.au
https://desbt.smartygrants.com.au/applicant/register
https://desbt.smartygrants.com.au/applicant/register
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Eligibility 

What does it mean if I’m eligible for a grant? 

Being eligible for a grant means that you meet the eligibility requirements as listed in the 

Guidelines. It also means that you qualify to apply for a grant, but it does not guarantee that you 

will receive grant funding. 

What does it mean if I’m ineligible for a grant? 

Being ineligible for a grant means that you do not meet one or all of the eligibility criteria as listed 

in the Guidelines. It also means you do not qualify to apply for the grant or if you do apply, your 

application will not be considered for grant funding. 

What is the definition of Applicant? 

The Applicant is the legal entity applying for financial assistance under the Business Basics 

program round. We also refer to the Applicant as the business in the grant Guidelines and FAQs. 

Eligibility Requirements 

To be eligible for this grant, the Applicant must meet the following criteria at the time of application 

submission: 

• have less than 5 employees (by headcount*); 

• be operating and have an active Australian Business Number (ABN)ˆ; 

• have a registered Queensland headquarters locationˆ (as per your Australian Business 

Register (ABR) record);  

• a minimum trading history of 1 year; 

• a maximum turnover of $300,000 for the last financial year (2023/24); 

• not been approved for funding under an earlier Business Basics round; and 

• not been insolvent or have owners/directors that are an undischarged or currently bankrupt. 

Please note there is no requirement to be registered for GST in this round. 

* Headcount includes all full-time, part-time and casual employees including Non-Executive Directors. 

ˆ Your business must maintain this eligibility for the duration of the grant funded project.  

What is considered eligible headcount within my business mean? 

To be eligible for the grant program, a business must meet the headcount of less than 5 employees 

at the time of application submission. This includes all full-time, part-time and casual employees 

including Non-Executive Directors. 

However, the following are excluded from this headcount tally: 

✖ business owners, ✖ directors, and ✖ contractors. 

The employee headcount eligibility is calculated by adding the headcount of permanent staff (full 

and part-time), excluding owners, directors, and contractors to the average number of full-time-

equivalent employees (FTEs) for your casual staff. It essentially includes those that receive a salary 

of wage from your business.  

If your permanent headcount, plus your weekly average casual FTEs brings your headcount below 

fewer than 5 employees, the Department would consider the business meeting the eligibility required. 

Further assistance in defining FTE can be found via the Fair Work Ombudsman website.  

Refer to Eligibility Requirements on page 3. 

https://www.fairwork.gov.au/taxonomy/term/479#:~:text=An%20employee%20engaged%20to%20work,leave%20and%20notice%20of%20termination.
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Do I have to be operating or be an existing business? 

To be eligible for the grant round, applying businesses must be currently operating and have a 

minimum trading history of one year at the time of applying for the grant.  

Refer to Eligibility Requirements on page 3. 

Do I need to be registered for GST? 

To qualify for the grant, applicants must possess an active ABN; GST registration is not required for 

this round of the Business Basics program. 

Refer to Eligibility Requirements on page 3. 

Does my business have to be operating in Queensland to be eligible? 

To be eligible for the grant round, applying businesses must have a registered Queensland 

headquarters location.  

Refer to Eligibility Requirements on page 3. 

What does ‘headquartered in Queensland’ mean? 

For an applicant, being Queensland-based means that the Australian Business Register (ABR) must 

designate the business's main business location (MBL) as being in Queensland. DESBT will utilise 

data registered with the ABR to verify the applicant's eligibility. If DESBT is unable to verify a 

Queensland MBL at stage 1, you will be asked to provide additional evidence in your Stage 2: Full 

Application form. 

Refer to Eligibility Requirements on page 3 and How do I verify that my main business location 

is in Queensland? on page 6. 

How do I determine the commencement date of my trading history? 

To be eligible for this grant round, your business must have been trading for at least one year as of 

10 September 2023. DESBT will use your ABN Registration Date to calculate this unless you 

nominate in your form that you have traded for longer. If so, the form will ask you to explain your 

circumstances and provide evidence. For example, your business has previously traded under a 

different ABN than the one provided in your application (e.g. sole trader which has converted to a 

PTY LTD). 

Refer to Eligibility Requirements on page 3. 

What is the definition of turnover? 

The Australian Taxation Office (ATO) defines turnover as the “amount of money or sales that passes 

through a business entity in a financial year”. A financial year runs from 1 July until 30 June of the 

following year. 

Can I apply for this program if I have previously received funding? 

If you have received a Business Boost or Business Growth Fund grant, you can apply for a Business 

Basics Grant. You however must meet the Business Basics program eligibility to apply.  

If you have previously received a Business Basics grant, you are not eligible to apply for funding in 

the current round.  

Refer to Eligibility Requirements on page 3. 

Are not-for-profit organisations eligible? 

Not-for-profit organisations are eligible as long as they meet the eligibility criteria for the grant. 
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What items are eligible for funding? 

As outlined in the guidelines, the Department will fund the following eligible activities: 

Priority Areas Examples 

1. Professional business advice 

✔ Business plans 

✔ Financial planning and budgeting 

✔ Business structure advice 

✔ Operational efficiency reviews 

✔ Business mentoring and guidance 

✔ Strategic partnerships and networking 

• Comprehensive business plan to expand your services 

outlining the core elements ensuring a structured 

approach to growth and sustainability.  

• Development of risk management strategies, including 

contingency plans for operational, financial, and market 

risks. 

• Support in securing business loans or investor funding, 

including preparation of financial documents. 

2. Strategic marketing services 

✔ Strategic marketing plans including 

search engine optimisation advice 

✔ Content marketing strategy 

✔ Market research 

✔ Branding strategy 

✔ Customer Relationship Management 

(CRM) Implementation 

• Strategy to revamp your business’ promotional content 

through using copywriting services for websites, email 

campaigns, and promotional materials. 

• Setup of a CRM system to improve customer retention 

and streamline sales processes. 

• Industry reports detailing industry analysis and forecasts 

you need to make strategic decisions. 

3. Website build/upgrades 

✔ Website build or upgrade (including 

website refresh) 

✔ Adding eCommerce functionality  

✔ Developing new website content 

✔ Integration with third-party tools 

• Integrating your website with third-party tools such as 

customer relationship management (CRM) systems, 

email marketing platforms, or booking software. 

• Migrating your existing content to a new platform or 

content management system (CMS) like WordPress, 

Shopify, or Squarespace. 

What items are ineligible for funding? 

As outlined in the guidelines, the Department we will not fund: 

✖ activities brought via direct selling (e.g. by party 

plan or network marketing) 

✖ delivery, credit card and transaction fees 

✖ equipment of any kind including computer 

hardware/gadgets (e.g. computer servers, PCs, 

tablets/iPads, mobile phones, headphones) and 

other equipment (e.g. televisions, point of sales 

systems, EFTPOS, card/chip readers) 

✖ franchise fees 

✖ general business operating costs (e.g., 

bookkeeping/accounting, tax returns) 

✖ goods, services, or fees from related parties* 

(see related party definition below) 

✖ goods and services paid using crypto-

currencies, cash, barter, or services in-kind 

✖ GST, registration and fees 

✖ implementation of marketing tactics such as 

advertising, direct marketing or campaign 

delivery (e.g. Google AdWords, Facebook 

advertising or similar expenses) 

✖ memberships and joining fees 

✖ purchase of stock 

✖ real estate/property, hire, lease, or rental fees 

✖ salaries and wages  

✖ software and licenses 

✖ travel and accommodation 

✖ website hosting 

✖ website maintenance generally considered as 

business as usual 

✖ utilities (e.g. internet, phone, water and/or waste 

bills) 

✖ vehicles of any kind 

*Related parties include companies with common shareholdings or directors, employees or immediate family. 
not mentioned in the priority areas 
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I don’t know if my project idea is eligible. 

If you don’t know if your project idea is an eligible for the Business Basics grant, the Department, 

unfortunately, cannot assess it before you submit an application. We encourage all small 

businesses to review the Guidelines and eligibility criteria before applying, as applications are 

subject to assessment and may not receive grant funding. 

Evidence requirements (Stage 2)  

How do I verify that my main business location is in Queensland? 

At Stage 1 DESBT verifies that your main business location (MBL) is in Queensland. We perform 

this check using your Australian Business Register record. If we find your MBL is outside of 

Queensland, your Stage 2: Full Application form (if selected) will ask you to provide one of the 

following evidence documents:  

✔ A copy of the applicant’s Australian Securities and Investment Commission (ASIC) company 

statement or Australian Business Registration (ABR) certificate listing a Queensland address 

as the ‘principal place of business’ or ‘primary business address’. 

✔ An accountant’s letter confirming the business has changed to a Queensland MBL. 

How can I establish the connection between your entity and the business name? 

In stage 1, if you nominate a different Applicant entity name to the entity name listed in your 

Australian Business Register (ABR) record, DESBT will verify both entities are clearly related and 

operated by the same parties. Your ABR record can confirm the link in several ways, including: 

• ‘A’ has a matching business name registered of ‘B’ 

• ‘B’ is listed as a trustee associate organisation for ‘A’ 

• ‘C’ is listed as a trustee associate organisation for ‘A’ and is a company. ‘C’ has ‘B as their 

registered business name 

If we cannot verify a link using ABR, the Stage 2: Full Application form (if selected) will ask you to 

provide one of the following evidence documents in your: 

✔ a copy of the applicant’s ASIC company statement listing both entities or 

✔ an accountant's letter confirming the two entities are operated by the same parties and outlining 

the business relationship. 

How do I prove the link between the Responsible Person and the business? 

In Stage 1 DESBT will verify the link between the nominated Responsible Person and your business 

using your business’ ABR record.  

Your ABR record, in most cases, will be able to show the link, with the Responsible Person listed as: 

✔ an Authorised Contact with the appropriate Position Held  

✔ an Associate with the appropriate Relationship Type 

If we are unable to verify a link using ABR, you will be asked to provide one of the following evidence 

documents: 

✔ a copy of the applicants ASIC company statement listing both entities, or 

✔ a letter on the Applicant's business letterhead confirming the Responsible Person's position 

and authority to act on behalf of the business. 

Refer to Who can I list as the Responsible Person for my application? on page 3 for a list of 

appropriate positions/relationship types. 
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How do I prove my identity (Responsible Person)? 

At Stage 2: Full Application (if selected), you will be asked to verify the identity of the Responsible 

Person nominated in the Stage 1: Registration of Interest form. You must provide a completed 100-

points of identification check form from the nominated Responsible Person witnessed by a 

Queensland Justice of the Peace or Commissioner for Declarations. 

       Please refer to the 100 Point Identification Check Form required – details on the proof of identity 

and approved witness requirements are included on the Form. 

Completing the Application Form 

What if I'm having issues with the SmartyGrants online application form? 

If you’re having issues using the SmartyGrants platform when applying for the grant, you should 

check out the SmartyGrants Applicant resources: 

SmartyGrants have developed a help guide for applicants which explains the essential steps you 

need to take to complete and submit your form: 

• View and Navigate the application form 

• Apply and register 

• Fill out the application form 

• Review and Submit 

• Confirmation 

• Submitting multiple applications 

• Viewing / Saving / Printing applications 

• Request a Variation 

• Update your account details or password 

• Change owner of a submission 

• Share a submission 

• Delete & Archive Submissions

SmartyGrants have also developed an Applicant FAQ which lists common issues that users have 

encountered when using the SmartyGrants platform: 

• Q: I have forgotten my password, how do I reset my password? 

• Q: Change my account details or password 

• Q: I tried to use the reset password and.... 

• Q: How often should I save my application form? Is there a timeout limit? 

• Q: Can I delete a submission? 

• Q: Can I change the owner or the application over to another person? 

• Q: Can I share my application with someone else? 

• Q: What file types can I upload into my application or acquittal forms? 

• Q: Unable to submit? 

• Q: The round has closed, and I can't submit my applications for reason xxxxxx? 

• Q: When I Iog in I do not see my application. 

• Q: Why is the date I am trying to enter not being accepted? 

• Q: How does Browser Spellcheck work?  

• Q: What browsers are supported? 

• Q: How do I download or preview a copy of the form required to apply? 

• Q: How do I download a copy (PDF) of my application?  

• Q: I was logged out and when I tried to submit my application form, SmartyGrants said the round 

is now closed but there is still time until the deadline has expired. 

• Q: Can I setup multi-factor authentication (MFA)? 

If after reviewing these resources you are still having issues, you are able to contact SmartyGrants 

for technical support on (03) 9320 6888 or you can email service@smartygrants.com.au. 

https://desbt.smartygrants.com.au/d/files/dlm/34f2f01b756431cfc9285eb3ffa81c719c1169
https://applicanthelp.smartygrants.com.au/help-guide-for-applicants/
https://applicanthelp.smartygrants.com.au/applicant-faq%27s/
mailto:service@smartygrants.com.au
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Why am I seeing warning messages in my application? 

The online application form will collect information relating to the proposed project and eligibility of 

the applying business. It will also provide references to the eligibility requirements for the grant round 

and supporting evidence. If you’re seeing warning messages, this is in triggered by your responses 

to eligibility or confirmation questions in the form. If you require clarification, please contact 

department support as listed below. 

How do I get department support for my application? 

Please contact the team via basics@desbt.qld.gov.au or call the Small Business Hotline on 

1300 654 687 and leave a message and we will get back to you to answer your questions.  

What supporting documentation is required to lodge an application? 

The required supporting documentation will be set out in the application forms and will include: 

✔ 100-points of identification 

check form 

✔ supplier quote/s 

If applicable: 

✔ verify main business location 

✔ verify link between trust and business 

✔ verify link between responsible person and business 

Refer to Page 5-6 – Detailed application process in the program guidelines.  

Proposed Project Details 

What does ‘proposed project’ mean? 

The proposed project is the collection of eligible activities related to the priority areas for this grant 

you wish to undertake to receive grant funds. The priority areas for this round of Business Basics 

includes: 

1. Professional business advice 

2. Strategic marketing services 

3. Website build/upgrades 

Refer to What items are eligible for funding? on page 5 for a list of eligible activities and 

examples. 

Can I use more than one supplier? 

Applicants can use a maximum of two (2) independent suppliers for their proposed project.  

See below for additional requirements for supplier quotes. 

What is considered a comprehensive quote? 

Business must use an Australian supplier for their proposed grant funded project. Quotes must be 

comprehensive and include: 

✔ Supplier details – supplier name, ABN, contact details and website URL. 

✔ Details of the project, description of services and outline of key activities. 

✔ Quotes must be a formal quote/proposal on the supplier’s letterhead, unless. 

✔ Itemised services – where there is a cost per service that is being purchased. 

✔ It’s a shopping cart for an online purchase, then a screenshot/print out is acceptable. 

✔ Can contain ineligible activities, but these must be itemised, and must be excluded from the 

Total Supplier Cost entered into the Application. 

mailto:basics@desbt.qld.gov.au
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/d91ebe11-fc13-4ddc-90b8-54da57f8562a
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Additionally supplier quotes should not: 

✖ be invoices or proposals 

✖ be from related parties (companies that have common shareholdings or directors, as well as 

employees or immediate family members) 

✖ have the same services, that is, not comparison quotes 

✖ combine supplier quotes 

       Please refer to the Sample Supplier Quote provided as a reference for what the Department 

considers to be a comprehensive quote for assessment purposes. For more information on how to 

provide a valid supplier quote, we recommend watching the following video. 

Can I apply for the grant more than once if I have two projects? 

Applicants can only submit one (1) application for assessment per round. 

Assessment and Outcomes 

What is a competitive assessment? 

A competitive assessment process is applied for this grant.  

Applications will be assessed for compliance against the eligibility criteria and the term and 

conditions and, their competitiveness against the program guidelines and assessment criteria. 

Applicants must demonstrate the extent to which the grant funded activity will: 

1. enhance the business’s core skills, adopt best practice, resilience and survivability 

2. positively impact long-term revenue growth and gross profit 

3. be likely to create jobs growth within the business; and 

4. demonstrate value for money 

DESBT may also prioritise applications for fair distribution across geographic areas; other economic 

factors such as priority industries; and Queensland’s diverse business population (including diversity 

in ethnicity, culture, people with disability, gender and age). 

Refer to Page 6 – Assessment in the program guidelines for additional information.  

When can I expect notification of my application outcome? 

DESBT will advise all applicants of the outcomes of their grant application after the ballot process 

and Stage 2: Full Application assessment. 

Due to the grant program’s comprehensive assessment, due diligence, and government approval 

process, applicants can typically expect to receive notification of their submission’s outcome 

following the Key Application Dates outlined in the program guidelines (page 1).  

All outcomes will be communicated via email. Successful Stage 2 applicants will receive a Funding 

Agreement Letter detailing the proposed funding agreement and inviting the Applicant to accept the 

funding terms. 

https://desbt.smartygrants.com.au/d/files/dlm/e8a3a6e2c17688af359d8e532cfd16ea1314dd
https://www.youtube.com/watch?v=cLMowck9ItY&list=PLgf3vhLyy8gSALJbkPuacbj5aNgzH4yI5&index=2
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/d91ebe11-fc13-4ddc-90b8-54da57f8562a
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/d91ebe11-fc13-4ddc-90b8-54da57f8562a
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Funding 

Can I increase my grant funding amount after approval? 

No. The Business Basics grants are fixed at $7,500 (excluding GST). 

How will payments be made? 

Once approved, grant recipients will enter into a funding agreement with DESBT and receive funding 

of $7,500 (excluding   GST). Payments will be made via EFT from the Department into the nominated 

bank account supplied in the Agreement Acceptance form upon approval. Payments will commence 

as soon as practicable post receiving your completed form. 

Refer to Page 7 – Funding agreement and payment in the program guidelines. 

Will you pay my suppliers? 

No. DESBT pays the grant funding into the nominated bank account supplied by the Applicant. 

Applicants must pay their own suppliers in accordance to the grant application, funding agreement 

and any approved variations. 

Can I use subcontractors? 

No. You can only pay approved suppliers. If the approved suppliers wish to subcontract, they can 

do so, but applicants can only pay approved suppliers. If you wish to change your approved 

suppliers, you can do so by requesting a variation. 

Refer to How can I make changes to my project once I’m approved for the grant? below. 

Do I have to wait to receive my grant funding to pay my suppliers? 

No. As soon as you receive your Funding Agreement Letter from the Department you can start 

paying your suppliers. 

Additionally, applicants have the option to start paying suppliers once they have submitted 

their Stage 2: Full Application. This is at your own risk; we cannot guarantee that you will be 

approved for the grant. Please ensure your project hasn’t commenced substantially. If you 

follow these two stipulations, it will not affect your eligibility for this grant.  

Refer to Page 2 – Available funding in the program guidelines and What is the ‘Funding 

Agreement Letter’? on page 12. 

What are my tax obligations? 

This grant does not constitute payment for the supply of products or services by the Grantee to 

DESBT. Therefore, this grant is exclusive of GST. For further information on your taxation 

obligations, you can review advice provided by the Australian Taxation Office on GST and grants or 

consult a professional advisor to assess any potential taxation implications.  

Will I be reimbursed for the GST I spend? 

No. Grants are not subject to GST and therefore, GST is not payable. The total grant funding will 

not compensate for any GST spent by the business.  

https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/d91ebe11-fc13-4ddc-90b8-54da57f8562a
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/d91ebe11-fc13-4ddc-90b8-54da57f8562a
https://www.ato.gov.au/businesses-and-organisations/corporate-tax-measures-and-assurance/government-entities/gst-for-government/gst-and-grants
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Amendments to Approved Project 

How can I make changes to my project once I’m approved for the grant? 

Grant Recipients are required to contact the team via basics@desbt.qld.gov.au and request a 

Variation Request form for any changes to their approved grant funded project.  

This form allows Grant Recipients to request a variation to their Business Basics grant funding 

agreement, held with the Department of Employment, Small Business and Training (DESBT).  

Grant Recipients can request a variation to make changes to: 

• project end date (an extension) 

• business details (business name, ABN, contact information or change of business ownership). 

• supplier/s (funding redirection, supplier change). 

• scope of the project (title, description, priority area and/or activities). 

The form can also be used to withdraw from the funding agreement and receive instructions on how 

to return grant funds if they have been paid to the Grantee at the time of withdrawal.  

Refer to the Making changes to your approved grant page on the Business Queensland website for 

further details. 

Conditions of Grant Funding 

When should I start my project? 

Refer to Do I have to wait to receive my grant funding to pay my suppliers? on page 11. 

What is the ‘Funding Agreement Letter’? 

The Funding Agreement Letter is legally binding and consists of: 

1. Grant Project Timeline 

2. Approved Supplier details 

3. Funding Conditions 

4. Variation Request requirements 

5. Project Reporting 

6. Grant Funding and Payment details 

7. Support Resources 

Unsuccessful Applicants 

Can I request a re-assessment? 

Decisions related to the eligibility of grant funding applications according to the program guidelines 

can be reviewed. However, decisions made with relation to registrations of interest, public interest 

grounds and comparative assessment will not be reconsidered.  

Should you believe there has been an error in the procedural aspects of the assessment, you may 

request a review. Such a request must be lodged in writing within 30 days of being notified, and 

should detail your reasons for re-examining the decision, supported by relevant documentation.  

Refer to the Decision review process for grant applications page on the Business Queensland 

website for more information. 

mailto:basics@desbt.qld.gov.au
https://www.business.qld.gov.au/starting-business/advice-support/grants/making-changes
https://www.business.qld.gov.au/starting-business/advice-support/grants/review
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Can I request feedback on my application? 

In Stages 1 if you are unsuccessful, feedback will only be provided based on key areas of the 

eligibility and will not go into the competitive merits of your application. Eligible Registration of 

Interest applications enter a ballot process with selected applicants invited to submit a Stage 2 Full 

Application. 

If you are unsuccessful at Stage 2 of the process, personalised feedback, including overall trends 

and common areas for improvement will be provided on request to basics@desbt.qld.gov.au.  

The Business Basics grant program is a highly competitive grant, with applications exceeding 

available funding. We conduct thorough assessment processes to competitively evaluate each grant 

and ensure value for money across Queensland. 

While we can offer explanations for application declines based on ineligibility or evidentiary reasons, 

we are unable to provide extensive personalised feedback for each competitively assessed 

application. 

mailto:basics@desbt.qld.gov.au


Before you start

Business Basics grants program (Program), Round 6 - Business Enhancement

The first stage of the application process, is the Registration of Interest.

DESBT will only accept submissions for this grant online through SmartyGrants.

Information and documentation to support an Application can only be provided via the designated form. No further information or
documentation will be accepted after the requesting form has been submitted.

1. Stage 1: Registration of Interest (ROI):

During Stage 1, applicants register their interest in the grant program.
Important: DESBT accepts online submissions only via the designated form.
Once submitted, applicants cannot provide additional information or evidence for the ROI.

2. Stage 2: Full Application (if selected):

If an application is selected to progress to Stage 2, the applicant will be invited to submit a Stage 2 Application.
The Stage 2 Application must be submitted, including all requested supporting information and documentation, for the
application to be considered for funding.

🟢 About this form

Before completing this application form, please review the Business Basics Round 6 Guidelines and Terms and Conditions.

Icons key

 
✔️ Acceptable
📋 Evidence Required
💡 Hint

~

 
🟡 Notice
🚩 Please note
🚧 Warning

🟡 Tips for completing this form

As you fill out the form:

Take your time to read each question and the accompanying information carefully before answering.
Remember to click 'Save' often as you progress; SmartyGrants won't save your progress automatically.
Include only realistic and probable answers.
After submitting your application, you won't have the opportunity to provide any additional information or evidence.
Take care to finalise your answers before you submit them.
Once you're done, click 'Submit' to send the completed form to the Department for processing.
If you are unsure how to respond to a question, please email your concerns or queries to basics@desbt.qld.gov.au.

🔴 Handling validation errors

Validation errors (red highlighted boxes) may appear as you work through this form.

If this happens, ignore them until you have finished your data entry and have clicked save.

The most common reason there may be error boxes include the following:

you have not filled in a mandatory/required field, and this can include a file upload question
you have used letters in a number question field and/or
you have gone over the word limit on a question.

https://desbt.qld.gov.au/
https://desbt.qld.gov.au/
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/d91ebe11-fc13-4ddc-90b8-54da57f8562a
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/dc40bfcf-5f1a-42d8-98e4-e845489b1279
mailto:basics@desbt.qld.gov.au


Yes No Clear

Where errors persist, carefully read the error message and/or hint to complete the question or section before reviewing and updating
your entry.

You must resolve all validation errors before you can submit this form.

🚧 Application warnings

DESBT will only consider:

 
✔️ an application from a Responsible Person with a direct link to
the business. We will not accept applications from third parties.

 
💡A Responsible Person includes owners, business partners,
directors, employees - manager or higher, trustees, public
officers, office bearers or company secretaries of the business
applying for the grant.

💡 Third parties can include a business or a financial advisor, such
as an accountant, or the supplier mentioned in the grant funded
activity.

 
✔️ one application per business, related party or financial
beneficiary.

 
💡 DESBT considers a related party and/or financial beneficiary to
be those who gain an advantage and/or profits from something
including receipt or distribution from a trust, will or life insurance
policy. This can include companies with common shareholdings,
directors, employees, or immediate family.

Ineligible Applicant submissions will not be considered for a Stage 2 Full Application.

Eligibility

* indicates a required field.

Confirmation of Eligibility

This section of the registration form is designed to help both the Applicant and DESBT determine eligibility for this grant.

Please review the Business Basics Round 6 Guidelines and Terms and Conditions which detail the eligibility criteria and requirements
for participation in this Program.

If you have any questions regarding the eligibility criteria, please contact the DESBT Small Business Hotline on 1300 654 687 or email
basics@desbt.qld.gov.au.

🟡 Please complete this section before proceeding further.

The Applicant means the legal entity applying for financial assistance under the Program and submitting to the Department of
Employment, Small Business and Training (DESBT).

I confirm the Applicant has read and understood the Guidelines and Terms and
Conditions *

I confirm the Applicant at the time of submitting this registration has/is: *
less than 5 employees (by headcount)
operating and has an active Australian Business Number (ABN)
a registered Queensland headquarters location (as per your Australian
Business Register (ABR) record)
a minimum trading history of 1 year
a maximum turnover of $300,000 for the last financial year (2023/24)
NOT received funding under Rounds 1 to 5 of the Business Basics grants
program
NOT insolvent and does not have owners/directors that are an undischarged or
currently bankrupt
Clear

 
🚩Please note: You must maintain an active ABN, QLD headquarters and not become insolvent or have owners/directors that
become bankrupt for the duration of the grant-funded activity.

https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/d91ebe11-fc13-4ddc-90b8-54da57f8562a
https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/dc40bfcf-5f1a-42d8-98e4-e845489b1279
mailto:basics@desbt.qld.gov.au


Yes No Clear

Yes No Clear

Please note there is no requirement to be registered for GST in this round.

I am authorised/delegated to apply on behalf of my organisation and I am NOT a
third party *

Applicant details

* indicates a required field.

Privacy Statement

DESBT collects your personal information for the purposes of:

managing the Business Basics Grants;
promoting relevant issues and services to you; and
researching and reporting on grant programs.

DESBT, including its employees, may use and disclose the personal information provided in the application to third parties for these
purposes. Third parties include:

Queensland government departments and agencies;
Commonwealth government departments and agencies;
other state or territory government departments and agencies; and
non-government organisations.

DESBT or the Minister responsible for the Small Business portfolio may publish grant recipient information on government websites
or in media releases while publicising the outcomes of the program. Published information may include business name, funding
amount, suburb/postcode, and outcome details.

DESBT will only use your personal information for these purposes. DESBT will handle your personal information in accordance with
the Information Privacy Act 2009. DESBT will not otherwise use or disclose the information unless authorised or required by law.

You may view the Queensland Government’s privacy guide at www.qld.gov.au/legal/privacy.

I confirm the Applicant has read, understood and accepts the Privacy Statement.
*

Applicant Organisation Details

 
💡 The ABN you enter below must be the ABN associated with the applying entity/business. 

Applicant ABN *
Lookup

The ABN provided will be used to look up the following information.
Click Lookup above to check that you have entered the ABN correctly.

Information from the Australian Business Register

ABN

Entity name

ABN status

Entity type

Goods & Services Tax (GST)

DGR Endorsed

ATO Charity Type More information

ACNC Registration

Tax Concessions

Main business location
Must be an ABN. The ABN lookup is extracted from the Australian Business Register (https://abr.business.gov.au/)

 
💡 Please check through your business' ABR record that appears in the grey box:

Is the ABN Status active?
Is the Main business location in Qld?

🟡If any of the information in your ABR Record is incorrect:

1. Apply to update your ABR record. It only takes 24-hours to update.

https://www.qld.gov.au/legal/privacy
http://abr.business.gov.au/HelpTaxConcessions.aspx
https://abr.business.gov.au/


Yes No Clear

https://www.abr.gov.au/business-super-funds-charities/updating-or-cancelling-your-abn/update-your-abn-details.
2. Wait 24-hours, re-enter your application and click 'save' on the page. This should refresh the form with the updates from your

ABR record.

Applicant entity name (per above ABN lookup): *  
💡 Please enter your entity name (associated with your ABN
above) using capitalisation for the first letter of each word.

Avoid using all uppercase or all lowercase letters.

🟡 By following this guideline, applicants can ensure clarity and
consistency in their submissions. We thank you for your attention
to detail! 

🚧 If you enter a different business name to the registered
entity name above, your application may be deemed ineligible if
a clear association between the name and the ABN cannot be
validated.

Has the Applicant previously operated this business under a different ABN? *

This section is not applicable because of your response to question: "Has the Applicant previously operated this business under a
different ABN?" on page 3

Organisation Details - Contact Information

Primary phone number *

Must be an Australian phone number

Secondary phone number

Must be an Australian phone number. 

Primary email address *

🚩 Please note: the outcome of your application will be sent to this email
address. Must be an email address.

Primary website *

💡 Must be a working URL. Social media and public listing URLs for your
business are accepted in lieu of a formal website.

Organisation Details - Business Entity

💡 This section relates to the entity identified in the Applicant ABN question above and matches the entity identified in the Applicant
entity name question.

What entity type do you trade under: *
Sole Trader
Company
Partnership
Trust
Not for Profit

Previous ABN number

 

Please enter the previous ABN number: *
Must be an ABN. 

📋 Supporting Evidence

Please provide evidence of the previous ABN *
A minimum of 1 file must be attached. 

 
Acceptable evidence includes:

a copy of the applicants Australian Securities and
Investments Commission (ASIC) Company Statement
listing both entities, or
a copy of ABR record to list the history, or
a copy of the ABN Certificate to substantiate ownership of
the previous ABN

https://www.abr.gov.au/business-super-funds-charities/updating-or-cancelling-your-abn/update-your-abn-details


Clear

Do you conduct business under a different name (other than the entity named in
the Applicant ABN)? *

Yes - Your own name
Yes - A registered business name
Yes - A trading name
No
Clear

This section is not applicable because of your response to questions:

"Do you conduct business under a different name (other than the entity named in the Applicant ABN)?" on page 3

Organisation Details - Trust (Not Applicable)

This section is not applicable because of your response to questions:

"What entity type do you trade under:" on page 3
"Do you conduct business under a different name (other than the entity named in the Applicant ABN)?" on page 3

🟡 Evidence of Trust Link will be requested at Stage 2 (if selected) (Not Applicable)

This section is not applicable because of your response to questions:

"How is the Registered/Trading business name, the name of the business carrying out the business activity linked to the trust
entity?" on page 3

Business Operating Address

Please enter the Queensland street address location where you operate your business.

Street address *
Search
Address Line 1, Suburb/Town, State/Province, and Postcode are required. Country
must be Australia Must be a street address (not a PO Box).

 
💡 Can't find the address?

Registered / Trading business name: *

Please explain the relationship between the trust and the business carrying out the business activity: *
Must be at least 10 words. 

How is the Registered/Trading business name, the name of the business carrying
out the business activity linked to the trust entity?

💡 If your application is selected to proceed to Stage 2: Full Application, you will be asked to provide evidence that the Trust is linked to
the business carrying out the business activity.

+

−

Re-
centre Leaflet | Map © 2016 HERE

http://leafletjs.com/
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1. Don't put spaces on either side of a unit right-slash "/" or a dash "-."

2. If your address isn't in the lookup, first, search for the street only, select that, click back in the lookup box and select "Can't find
your address?".

3. You can then enter the rest of your address in the address fields. 

4. Please check that your address is correct and that it is in Queensland.

Employee Headcount

How many employees (by headcount) does the business have? *

💡 Must be a whole number (no decimal place) and less than 5.

 
🚩 Please note, to be eligible you must meet the below criteria at
the time of applying for the grant:

your business must have less than 5 employees.

💡 Employee headcount -

✔️ includes all full-time, part-time and casual employees
including Non-Executive Directors.
❌ excludes owners, directors of the business and
contractors.

💡 Refer to Page 4 of the FAQS for more information.

Business Turnover

Please provide financial details for the last financial year (FY 2023/24).

Last Financial Year Turnover *

💡 Must be a whole dollar amount (no cents)

 
🚩 Please note, to be eligible you must meet the below criteria at
the time of applying for the grant:

a maximum of $300,000 for the last financial year
(2023/24)

💡 Turnover - amount of money or sales (revenue) that passes
through a business entity in a financial year.

Responsible Person

* indicates a required field.

💡 The Responsible Person is who we talk to regarding this Business Basics application. They must be either:

    ✔ an owner ✔ a trustee

    ✔️ a business partner ✔ a public officer

    ✔️ a director ✔ an office bearer of an association

    ✔️ an employee - manager or higher ✔ a company secretary

Name *
Title First name Last name

Position title *

Role in business applying for funding *

Phone number *

https://www.publications.qld.gov.au/dataset/business-basics-grant-round-6/resource/85303874-8832-4b07-8bec-b798ffd491cd


Yes No Clear

Must be an Australian phone number. 

Mobile number

Must be an Australian phone number. 

Email address *

Must be an email address. 

Is the responsible person listed in your Australian Business Register record? *

🟡 Evidence of Responsible Person Link will be requested at Stage 2 (if selected) (Not Applicable)

This section is not applicable because of your response to questions:

"Role in business applying for funding" on page 4
"Is the responsible person listed in your Australian Business Register record?" on page 4

Owner-operator Diversity

💡 The following questions apply to the owner-operator of the business.

Which of the following best describes the owner operator/s
gender identity? *

Man
Woman
Non-binary
I use a different term
I do not wish to answer this question
Clear

What is the owner operator/s age range? *
15-24 years
25-34 years
35-44 years
45-54 years
55-64 years
65-74 years
75-84 years
85 years and over
Rather not say
Clear

Does the owner operator/s speak a language other than English
at home? *

Yes, I speak a language other than English at home
No
I do not wish to answer this question
Clear

Is the owner operator/s of Australian Indigenous descent? *
Aboriginal
Torres Strait Islander
Australian South Sea Islander
None of the above
I do not wish to answer this question
Clear

Does the owner operator/s have a disability? *
Yes
No
I do not wish to answer this question
Clear

Certification and submission

* indicates a required field.

Applicant declaration

The Applicant means the legal entity applying for financial assistance under the Program and submitting to DESBT.

I certify that: *
1. I am authorised/delegated to make this declaration on behalf of my
organisation; and
2. I have read and understand the eligibility requirements for the Program as
specified in the Guidelines and Terms and Conditions; and
3. I am not a third party as defined in the Guidelines; and
4. The statements made within this registration are true and correct; and
5. I have not provided false or misleading information or documentation within
this application; and

💡 If your application is selected to proceed to Stage 2: Full Application, you will be asked to provide evidence of the identity of the
Responsible Person and their link to the business.



Submitting From *

6. I understand that there is limited funding for this round and that submitting
this ROI does not guarantee progression to stage 2, or that I receive a grant.
Clear

🟡 Submitting the registration

Pressing the 'submit' button lodges your application. 
Review your application before submitting it, as you cannot change your application after lodgement.
After submitting the application, you will receive an email receipt (please check your junk folders).
DESBT has not received your application until you have received an email receipt.
If you do not receive an email receipt within two business days of submitting your application, please contact DESBT.

Enquiries

For further enquiries on this application form, please email basics@desbt.qld.gov.au or call DESBT Small Business Hotline on 1300
654 687.

business' premises
home office
shared workspace
accountant's / business consultant's office
supplier's premises
Other:

Clear

Application Outcomes

🚩 Note: You will be notified via email of the outcome of your Registration of Interest (ROI) for this grant. 

mailto:basics@desbt.qld.gov.au



