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Step 1 - Complete your application
Your application for the RMIT NEIS program is in two parts:
1. A ‘NEIS Business Proposal’ (attached)
This proposal explores your business idea by asking you to tell us about
· Your reasons for starting a small business; 

· Your industry experience;

· Research undertaken;

· And your suitability for small business and ‘readiness’ to commence trading. 
2. An ‘Application for NEIS’ form (attached)
This 4 page form outlines NEIS eligibility criteria, asks for personal information, and requires a brief explanation of your proposed business. 

Ensure all questions are answered and that you sign the last page.

Step 2 - Submit your ‘NEIS Business Proposal’
· Proposals must be submitted to the NEIS office, in person, by email (neisapplications@rmit.edu.au), or by post (address to: RMIT NEIS Program, 
GPO Box 2476, Melbourne, 3001). 
· If complete, the RMIT NEIS office will call you within 2 working days to schedule an interview time. 
· If more information is required, you will be contacted via email and phone.

Step 3 - Attend an interview
Interviews last approximately 60 minutes, and are conducted at our city campus. 

You will need to provide the interviewer with:
1. A copy of your most recent ‘NEIS Business Proposal’ and any supporting documentation

2. Your ‘Application for NEIS’ form

3. Identification in the form of a driver licence, passport, or birth certificate
The interviewer will give you feedback, and if your idea is deemed viable; provide you
with an approval letter to take to your Job Services Australia provider.

All steps required to ensure a place within our next program will be detailed in this letter.

Good luck, and we hope to see you soon!
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1. Your Business Idea

The following questions are designed to assist you in the development of your business idea, 
your vision for the future of the business, and to detail the expertise that you bring to your new business venture. 

1a) What are your reasons for wanting to start your own small business?

1. Your Business Idea (cont.)

1b) What small business experience do you have?

1c) In relation to your business, what areas do you feel you already have a good understanding of?

( Business licensing and regulation

( Pricing, costing and forecasting
( Marketing




( Personnel management

( Time management


( Motivation

( Customer service skills


( Planning and goal setting

( Record keeping 



( Other _______________ 

1d) Can you outline experience relevant to your industry and your business idea?

Please outline below, and attach a current CV/resume and evidence of qualifications to 
your application. 
1e) List all the products and/or services your business will provide in its first year

Please attach samples of product or service eg. photos, physical examples brought to interview, outlines/breakdowns of services provided. 

1f) Overseas Travel 
Do you intend to travel overseas during your first year of business? If so, how will this be responsible for generating business income?
2. Market Research

For a business to be successful there must be enough people who want to buy your product or service. You also need to ensure your product or service is accessible to the people who may want to buy it. It has to be available in the right places in the right quantities and presented in a way that will be attractive to your customer. The people you are aiming your product at are your ‘target market’ or ‘market segment’.
This section is designed to help you ascertain who these people are, and documents research undertaken to support your product or service in the marketplace. 

2a) Profile your prospective customer or ‘market segment’ 

Think about where they live, how much they earn, their sex/age (demographics). Also think about what motivates them, and what their views are (psychographics).
2b) Provide letters of support and/or intent to use your service, or purchase your product
If you’ve worked for people in the past, can they substantiate this with a letter supporting your business idea, or a statement indicating they will use you in the future? Evidence may include letters, emails, support expressed through social media or blogs.
Please list evidence below, and attach to your application.
	1.

	2

	3.

	4.

	5.


2c) Sales/testing results
If you’ve been working on a hobby basis do you have receipts for sales? If you’ve sold through markets, have you created a mailing list of those who have expressed an interest in your product? 
As a service provider, have you conducted workshops or focus groups and compiled results? 
Please list evidence below, and attach to your application.
	1.

	2.

	3.

	4.

	5.


2. Market Research (cont.) 

2d) Talking to people 
Have you had a conversation with a potential supplier or retailer? Who do you already know within your industry or aligned industries? These people will have specialised knowledge of the business ‘landscape’ you are entering, and will be able to provide valuable advice and insight. 
Please list conversations below, including findings.
	Name:
	

	Relationship to business:
	

	Findings:


	


	Name:
	

	Relationship to business:
	

	Findings:


	


	Name:
	

	Relationship to business:
	

	Findings:


	


2e) Databases 
Do you already have a list of people/organisations that will support your business? Have you created a ‘wishlist’ of potential retailers of your product?
Please list examples below, and attach to your application.
	1.

	2.

	3.

	4.

	5.


2. Market Research (cont.) 

2f) Surveys/Questionnaires 
Surveys are a valuable tool for determining many things related to your product or service;
including demand, price, and the characteristics of your target market.
To find out about your target market you must be prepared to ask ‘hard’ or ‘exploratory’ questions to give you a sound understanding of your target market, how they think, and what appeals to them. 

To ensure that the information gathered is relevant, select people who have detailed knowledge and experience in the industry sector you propose to enter. Or, if you are attempting to determine who your target market is, ensure you approach a cross-section of people so that results aren’t biased.
Ask targeted questions, designed to provide realistic feedback on your business idea. Accordingly, questions may be framed to draw information on the positives and negatives of your industry sector. 

Questions may include:
1. What is your age/gender/location?

2. Do you currently buy/use this product/service?
3. How often would you buy this product/use this service?

4. How far would you travel to buy/use this product/service?
5. What would you expect to pay for this product/service?
6. If you would like more information about this product, please contact…
Detail people approached and include a summary of results below.

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.

	I have concluded that:




Please attach a copy of your questionnaire to your application.

2. Market Research (cont.) 

2g) Media articles 
Media articles highlight demand/growth areas and identify current trends within your industry,

and are a useful resource for gauging demand for your product of service. 
Please summarise findings below, and attach articles to your application.
2h) Statistics
Does statistical data support your business within your industry or within your geographical region?
For example, if you were a handyman working within a small area, do statistics point to population growth or an increase in dwelling construction? Are unemployment rates within your industry low?
Please summarise findings below.

2i) Competition

List 5 businesses providing the same or a similar product or service. What do they do well? 
What can you do better/differently? Why will your prospective clients use your product or service? 

	1.

	2.

	3.

	4.

	5.

	My point of difference is:




3. Business Operations
3a) How and from where will you sell your product or service?  It may be from home, your production point, your clients’ site, online, etc. 
3b) If your business involves a product, will you sell your product to the wholesale or retail market?

3c) Stock, materials and consumables
When considering which supplier you will obtain your stock, materials or consumables from, 
you need to first find out the quality and reliability of that supplier, the credit terms they provide, and what follow up support and technical advice they provide.

List purchases you will make on a regular basis.
	1.

	2.

	3.

	4.

	5.


3d) Will you conduct business locally, regionally, nationally or internationally?

4. Business Legal Considerations

4a) What ownership structure do you think your business will have?
	· Sole trader

· Partnership

· Company

· Trust

	Reason:



4b) Where will your business operate from?
	· Home
· Commercial Premises

	Reason:



4c) Business name registration

Provide details or evidence of research undertaken on requirements (process and/or cost).
Refer to: http://www.asic.gov.au
4. Business Legal Considerations (cont.) 

4d) ABN/GST Registration

Provide details or evidence of research undertaken on requirements (process and/or cost).

Refer to: http://www.asic.gov.au
4e) Licences, permits, and regulatory requirements
What is required to operate your business lawfully? The Business Licensing Information Service, Business Victoria, and local councils can provide information on requirements. Your industry may require you to be qualified or to have undergone some sort of check (Eg. A Working With Children Check, or a licence to practice for the medical or legal industries).
Provide details or evidence of research undertaken on requirements below.
4f) Insurance requirements

Provide evidence of quote obtained or details of investigation undertaken on requirements.
Please Note: 

1. NEIS Business are expected to have insurance coverage appropriate to the business and the industry. 

2. Such insurance should be what a reasonable, informed, person would consider appropriate for the business. 

3. Appropriate insurance for the business and industry should be determined during the NEIS training and incorporated in the prospective participant’s final Business Plan.

5. Business Finances
5a) Capital Requirements
This section will help you to calculate the amount of money you need to get your business underway.  
It also looks at your ability to secure finance and who you will approach if finance is necessary.

	Already own (equipment, stock, etc.)
	Approximate value ($)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	TOTAL
	$


	Need to acquire (equipment, stock, etc.)
	Approximate value ($)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	TOTAL
	$


5. Business Finances (cont.)

5b) Start-up expenses
What are your Start-up expenses? These are the things you feel are important to establish prior to business commencement.
Please detail below.   

	Business name registration
	$

	Insurance
	$

	Initial stock (applicable to those selling products)
	$

	Licences and permits
	$

	Advertising and promotion
	$

	Printing and stationery
	$

	Lease/bond
	$

	Telephone - landline
	$

	Telephone - mobile
	$

	Other:
	$

	Other:
	$

	TOTAL
	$


5c) What finance do you need to raise now?

5d) How do you intend to raise the Finance?  

□ Personal Income
□ Bank Loan
□ Family or friends
□ Other _______________
5. Business Finances (cont.)

5e) Pricing
Are you a service provider who charges by the hour; and if so, is your price based on industry standards? Will you sell a product or range of products at set prices?
Please detail prices and/or pricing rationale below.

5f) Revenue
Please estimate your first year business revenue (sales), considering the following:

· List all possible products and services (income streams) and estimate what you’ll make each quarter. 
· Think about times of the year that you’ll be busiest, and how quickly your business will build. Make this a realistic ‘wish list’ of the work you’d like to see come through the door.

	
	QUARTER 1
	QUARTER 2
	QUARTER 3
	QUARTER 4

	
	Units Sold
	Total $
	Units Sold
	Total $
	Units Sold
	Total $
	Units Sold
	Total $

	Product/service:

______________

Price per item or hourly rate charged:

$_____________
	
	
	
	
	
	
	
	

	Product/service:

______________

Price per item or hourly rate charged:

$_____________
	
	
	
	
	
	
	
	

	Product/service:

______________

Price per item or hourly rate charged:

$_____________
	
	
	
	
	
	
	
	

	Product/service:

______________

Price per item or hourly rate charged:

$_____________
	
	
	
	
	
	
	
	

	QUARTER TOTALS
	$
	$ 
	$
	$

	GRAND TOTAL                                                                                                                      $ _____________




5. Business Finances (cont.)

5g) Yearly business expenses
Please estimate all business expenses for the first 12 months of your business.
	Accounting
	$

	Advertising
	$

	Bank charges
	$

	Cleaning
	$

	Fuel, light and power
	$

	Insurance (compulsory)
	$

	Interest on loans/overdrafts/etc.
	$

	Internet
	$

	Lease of equipment
	$

	Legal
	$

	Motor vehicle – fuel/oil
	$

	Motor vehicle – registration/insurance
	$

	Motor vehicle – repairs/maintenance
	$

	Postage
	$

	Printing
	$

	Protective clothing
	$

	Purchases – equipment
	$

	Purchases – stock
	$

	Purchases – raw materials
	$

	Rent/bond (home or commercial premises)
	$

	Stationery
	$

	Superannuation (employees only)
	$

	Telephone – landline
	$

	Telephone – mobile
	$

	WorkCover (employees only)
	$

	Other:
	$

	TOTAL
	$


5. Business Finances (cont.)
5h) What are your current monthly financial commitments?
	Rent/mortgage
	$

	Personal loans
	$

	Schooling
	$

	Petrol
	$

	Car-related expenses
	$

	Food
	$

	Clothing
	$

	Recreation
	$

	Medical
	$

	Other
	$

	Other
	$

	Other
	$

	TOTAL
	$


5i) List any current mortgages, personal loans, hire purchase, leasing other commitments you hold.

	Financial Institution
	Type of loan
	Repayment per month
	Period of loan

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
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Applicant declaration: 


The information I have provided is a true, and to the best of my knowledge, an accurate �reflection of the business proposed in my application for the New Enterprise Incentive Scheme.








Name: __________________     Signature: __________________     Date: _____/_____/_____
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