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IT guide to electronic completion of the form
Accessing the electronic form	
The electronic application form can be completed with an active internet connection. A web browser (e.g. Internet Explorer, Firefox, Opera, Chrome) is required for completion. To begin and complete the form, open the link in the proposal documentation.
For the form to be operational, http communication should be authorized on the 8080 port in the internet network. This does not need any special setting, in most cases. If any problem is detected in loading the questionnaire ("server inaccessible" error message), the local system administrator can authorize access.
Management of the electronic form
Navigation in the form
The application form is one page long. The total Accreditation Data Sheet can be seen on this page with all the Annexes and Declarations.
Uploading the Annexes
On completing the form, electronic documents need to be uploaded, which constitute part of the electronic proposal package. The rules stipulated in the Call for Proposals and Guide and the Completion Instructions should be followed with regard to the name and format of the documents.
Checking completion of the form and upload of Annexes
The applicant is responsible for checking that each point of the form is completed and that the Annexes are properly uploaded.
Sending and printing
Method of compiling and submitting the proposal packages (electronic and hard copy):
1. The Accreditation Data Sheet can be completed electronically on the website published for the specific Call for proposals. 
2. The Annexes must be attached to the Data Sheet, in electronic version.
3. Once the completed Data Sheet and the Annexes are available on the on-line interface, the electronic proposal package can be submitted. Please keep in mind that the Data Sheet cannot be modified after the electronic submission.
4. After submission, the pdf file generated from the Accreditation Data Sheet should be printed and signed, with the necessary hard copy Annexes attached (hard copy proposal package) and be sent in sealed packaging as registered consignment or by express post/courier service (domestic mailing service with guaranteed delivery time).
When all the questions in the form are answered, the form can be sent with the "Űrlapot elküldöm" (”Send the Data Sheet “) button on the bottom of the page. The system does not send a confirmation email when the questionnaire is sent. If the program offered the option to generate a pdf file and print, the Accreditation Data Sheet and its Annexes were successfully submitted online. After submission, it is not possible to return to and edit the questionnaire, not even in case it has been saved before.
When the form is sent, its data content can be printed and saved in pdf format. To do so, click on the "Válaszok nyomtatása” (“Print answers”) link which comes up after the form is sent. Notice: Printing and saving in pdf format can only be done at this point; no return to the data of the form is permitted after sending.
Please put your official signature to the end of the printed Data Sheet, after the declarations, and hand write the date.
The time codes must be the same on the electronically submitted form and on the signed hard copy, in case of discrepancy the proposal is not accepted.
Suspending completion
Completion may be suspended and continued at a later point in time. For this, press the "Később visszatérek" (”Return later“) button. When completion is suspended („Később visszatérek“), the new version must be given a new name with each save, on the page "A befejezetlen kérdőív mentése” (Saving the incomplete questionnaire). Click on “Mentés most” (Save now). When the form is successfully saved, the browser window automatically closes. If a correct email address was given, the system will send an email containing the link to continue and complete the form. To return to a previously saved application form, click on the “A befejezettlen kérdőív betöltése” (Load questionnaire) button. Type your username (“Elmentett név”) and password (“Jelszó”) and click on “Betöltés most” (Load) button.
To withdraw from completing the questionnaire, use the "Kérdőív törlése" (“Delete questionnaire“) button. This will delete the content of the saved forms. When you exit by closing the browser window, the browser may save (as history) the earlier completed data and re-load these data when the questionnaire is next opened.
Additional information
For more information in completion-related IT issues, please contact obszervatorium@nih.gov.hu.

Guide to completing the individual fields of the form
General remarks:
With the Completion Instructions the National Innovation Office intends to help applicants to prepare and fill out the form. The following document contains all the questions of the electronic Data Sheet in an editable format, and the declarations. It is recommended to first prepare the answers in this document, and copy the answers in the online Data Sheet only after finalization . Hence it is easier to formulate questions and there is less potential for failure in working online.
The size of each field is limited on the Data Sheet, the maximum number of characters are included in the Completion Instructions. Please pay attention to the maximum number of characters in each fields.
Answering all the questions on the Data Sheet is required. This is checked automatically once submitted. The system displays an error message for missing answers and indicates incomplete fields with red. If you consider that a field does not apply for your proposal, please note “does not apply for my proposal” (“pályázatomra nem vonatkozik”).
In some cases (eg. The HR background of the directorate, the owners and the management) more than one answer may be given. Please fill out the appropriate fields about the relevant people, and put a “–“ sign in all fields that do not fit the person.
Complete the individual fields of the application form as follows:
Applicant's data
	

	2. PROJECT SUMMARY DATA

	

	2.1. Project title (max. 250 characters) Give the max. 250-character title that you have given to your project. Project means the establishment and/or operation of the incubator.

	

	2.2. Short summary of the project Give a short, max. 1000-character summary of the potential project 

	

	3. APPLICANT'S DATA (based on the Excerpt of the Company Register and the Annual Report)

	

	3.1. Applicant's full name "Full" name as recorded in the Excerpt of the Company Register or the Deed of Foundation


	

	3.1.a. Applicant's code (10 characters) Max. 10-character code given by the applicant and containing letters and/or digits without dots or  accents. (It is recommended to include the applicant's name.) Please use exactly this code in the file name of each attached document, on the hard copy of the proposal package and on the postal package as well. For more details: Call for Proposals and Guide, Paragraph D., List of Annexes attached by applicant.

	

	3.2. KSH business code based on KIM Decree 21/2012 (Apr. 16) on the Elements and Nomenclatures of the Statistical Code 

	

	3.3. Tax number (8-1-2 characters) based on the Excerpt of the Company Register

	

	3.4. Statistical code based on KIM Decree 21/2012 (Apr. 16) on the Elements and Nomenclatures of the Statistical Code 

	

	3.5. Register number at the court of registry / court registration number based on the Excerpt of the Company Register

	

	3.6.1. Date of foundation (date of Deed of Foundation) based on the Excerpt of the Company Register

	3.6.2. Period of operation (number of closed full business years): based on the Annual Report

	

	3.7. TEÁOR '08 number and name of the main activity: The TEÁOR code (number) must be completed on the basis of the main activity given in the Excerpt of the Company Register. The TEÁOR category of the activity subject to development must be given with the codes and names in the KSH publication "TEÁOR '08".


	

	Bank account number

	Account-holding financial institution max. 100 characters

	

	3.8. Applicant's registered seat: The address of the registered seat stipulated in the Excerpt of the Company Register, the Deed of Foundation and the operating licence must be given here.


	County:

	Settlement:

	Postal code:

	Public area (road, street, square, close, other)

	House number:

	Lot number:

	

	

	3.9. Applicant's postal address:

	County:

	Settlement:

	Postal code:

	Public area (road, street, square, close, P.O.Box, other)

	House number:

	

	3.10. Website:

	

	3.11.a Data of the applicant's official representative(s) (manager, signatory) The data of the person(s) identified in the Excerpt of the Company Register and authorized to represent the applicant must be given here.



	Name:

	Position:

	Phone (1):

	Phone (2):

	Fax:

	e-mail:

	

	3.11.b List of Data of the applicant’s other official representative(s) (manager, signatory)


	3.12. Contact person's (project manager's) data Identify the colleague who will be directly responsible for project implementation, is professionally duly prepared for the project and can duly contribute to the process of project implementation.


	Name:

	Position:

	Phone (1):

	Phone (2):

	Fax (1):

	e-mail:



	3.13. Proposal writer's data Complete only if the proposal is not made by the applicant.
 

	Company name / name:

	Phone:

	e-mail address:



	Introduce the members of the Board of Directors.


	4.a Chairman of the Board of Directors
	name

	
	full-time job current full-time job

	
	position in current full-time job

	
Please complete for each member of the Board of Directors.

	4.b Member of the Board of Directors
	name

	
	full-time job current full-time job

	
	position in current full-time job



4.c List of other Members of the Board of Directors (name, full-time job, position)

5.a If a Supervisory Board is in operation, introduce its members.
	
Please complete for each member of the Supervisory Board:

	Member of the Supervisory Board
	name

	
	full-time job current full-time job

	
	position in current full-time job



5.b List of other Members of the Supervisory Board (name, full-time job, position)

6.a Introduce the members of the management of the incubator.
Please complete for each member of the management:
	management member
	name

	
	full-time job current full-time job

	
	position in current full-time job



6.b List of other members of the management of the incubator (name, full-time job, position)

7. Auditor's name Identify the auditor. (optional)

8.a. Ownership structure in the applicant organization
Please complete for each owner, consider individuals as forprofit organisations:
	Owner's name

	For-profit organization? Choose: Yes/No

	Ownership ratio Define in %



8.b. List of other owners (name, forprofit organisations?, ownership ratio)

Introduction of the incubator
	

	1. Introduce the HR background of the Board of Directors.

	Introducing the members of the Board of Directors and their expertise, in accordance with Sect. 2 (Selection criteria) of the Call for Proposals and Guide. Introduce each member of the Board of Directors according to the following: name, experience, duration, responsibility in the incubator. All the people need to match with the members of the Board of Directors described in paragraph 4. (to attach: CV, reference letter)

	

	2. How many persons have relevant experience?

	Number of experts in the Board of Directors appointed by and acting on behalf of the owners, with at least 2 years' international experience in capital investment in technological enterprises. (to attach: CV, reference letter) 

	

	3. Introduce the HR background of the management of the incubator.

	Introducing the management of the incubator and their expertise, in accordance with Sect. 2 (Selection criteria) of the Call for Proposals and Guide. Introduce each member of the management according to the following: name, experience, duration, responsibility in the incubator. All the people need to match with the members of the management described in paragraph 6.  Max. 2000 characters.

	

	4. How many years of relevant experience does the CEO have?

	Time period of the experience of the CEO of the Incubator <deleted>  a manager responsible for the international management of start-up companies or a manager in capital investments. Any experience gained in various fields, due to non-concurrent work, must be added up. (to attach: CV, reference letter)

	

	5. How many years of relevant experience does the Business Development Manager have?

	Time period of the experience of the Business Development Manager of the Incubator as  <deleted>  a manager responsible for the international management of start-up companies or a manager in capital investments. Any experience gained in various fields, due to non-concurrent work, must be added up. (to attach: CV, reference letter)

	

	6. How many years of relevant experience does the Technological Manager have?

	Time period of the experience of the Technological Manager of the Incubator as <deleted> a technological/innovation/R&D manager of a company.
Any experience gained in various fields, due to non-concurrent work, will be added up. (to attach: CV, reference letter)

	

	

	

	7. Ratio of for-profit organizations in the ownership structure:
Stipulate the percentile ratio that profit-oriented organizations own in the applicant organization. An enterprise performing for-profit economic activities in order to make a profit while assuming economic risks is a for-profit organization.


	

	8. Number of for-profit organizations among the owners: 
Stipulate the number of for-profit organizations included among the owners of the applicant organization.

	

	9. Ratio of non-profit organizations in the ownership structure:

	Stipulate the percentile ratio that non-profit organizations own in the applicant organization. A non-profit organization is an organization characterized by institutionalization (independent legal entity), organizational independence from the government sector, public orientation, prohibition of profit distribution, volunteering and self-organized activities.


	10. Number of non-profit organizations among the owners:

	Stipulate the number of non-profit organizations included among the owners of the applicant organization.

	

	11. Number of self-financed incubated entities:

	Optional. If, even without any funding from sub-programs III or IV of Call for Proposals Start-up_13, you agree to receive additional incubated entities in the incubation process, give the planned number of these companies. These incubated entities are also expected to pass the selection process. A declaration needs to be made about agreeing to receive the above accepted additional to-be-incubated companies (see: Declarations). The source of funding is to be presented in the section of the Business Plan titled "Support of self-financed incubated entities".

	
11.a. The estimated total cost of the self-financed incubated entities
Please describe the source of finance in the paragraph “self-financed incubated entities” of the business plan.


	12. Define the added value that the owners can offer to promote the operation of the incubator and help the incubated entities enter the market.

	How can the owners help the incubator with their business experience and network capital? Criteria: proficiency in technological investments, in the selection and management of start-up enterprises and in financial investments. (max. 1000 characters)

	

	

	13. Applicant's initial capital available 

	Based on the last Annual Report. Annex to attach: Annual Report or, if not available, Deed of Foundation and Excerpt of the Company Register.

	

	14.a. (Planned) operating site(s) and exact address(es) of the incubator
Specify separately for each site, if several operating sites are planned.

	County:

	Settlement:

	Postal code:

	Public area (road, street, square, close, other)

	House number:

	Lot number:

	

	15. Describe the infrastructure background and equipment you can/will provide to the to-be-incubated enterprises.

	Description of the specifics of the infrastructure (housing and operation) that can physically meet the operating conditions of the to-be-incubated entities and will directly promote the proper operation of the incubator and the incubated companies (e.g. communication, laboratories, special instruments, equipment, etc.). Specify the general conditions, too, such as size, accessibility, location, etc. (A declaration must be made at the end of the Data Sheet to confirm that the provided/to-be-provided infrastructure is adequate for warranting the successful operation of the agreed to-be-incubated companies. - See: Declarations.) Additionally, a declaration and a contract or binding pre-agreement will need to be attached for in-house capacity and external capacity, respectively, on making the real estate available . See: Sect. D in the Call for Proposals and Guide: Annexes to attach.) (max. 4000 characters)

	16. Describe the infrastructure background and equipment you can/will provide to the management and employees of the incubator.

	Describe the infrastructure that can physically meet the operating conditions of the management and employees of the incubator. Specify the general conditions, too, such as size, accessibility, location, etc. (max. 2000 characters)
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	17. What services does the incubator provide? 
Identify the services that are currently being provided with in-house or external capacity, and the services that are planned to be provided in the future. Any currently provided services must be supported with a declaration for in-house capacity and with a contract or binding pre-agreement for external contractors. See Annexes to attach.

	
	
	
	
	
	



	The following services of the incubator are provided by the company's own full-time or part-time employees and/or with third party contracts, in the capacity satisfying the demands of the incubated enterprises. The agreed services, identified as ”provided  later”,  are not taken as obligations.
	Currently available
	planned service
	Service not planned to be (cannot be) provided

	
	in-house service
	external contractor
	in-house service
	external contractor
	

	Consulting in legal affairs and industrial property law required for and related to the protection of intellectual property; patent attorney's services
	 
	 
	 
	 
	 

	legal consulting (beyond the above paragraph), covering legal issues arising during incubation (both in national and international relations)
	 
	 
	 
	 
	 

	project management
	 
	 
	 
	 
	 

	business services, PR, HR, IT, marketing, design, quality assurance
	 
	 
	 
	 
	 

	business management, interim management, senior services (coaching, mentoring)
	 
	 
	 
	 
	 

	accounting, auditing, payroll accounting, tax experts' services
	 
	 
	 
	 
	 

	strategic, planning, analysis-related (feasibility, business plan, market analysis, economic analyses, etc.) services
	 
	 
	 
	 
	 

	investment and financial consulting (preparing enterprises for receiving capital)
	 
	 
	 
	 
	 

	administrative, supplementary services.
	 
	 
	 
	 
	 

	
	
	
	
	
	





	18. Supplementary information about services provided/to be provided by the incubator.

	Give a detailed account of the above services and related plans. (max. 4000 characters)

	

	19. If the incubator also provides in-house services, introduce the employees' relevant available expertise. 

	Outline in brief: employee's name, responsibility in the incubator, identification of the service, relevant expertise, experience. (For the in-house employee(s) of the incubator, a CV should be attached with regard to providing the planned services - see Sect. D of the Call for Proposals and Guide: Annexes to attach.) (max. 2000 characters)

	

	20. If the incubator provides certain services via external providers: introduce the competence of the contracted/contracting partners.

	Describe in brief: service provider's name, identification of the service, type and duration of experience, reason. (For external service providers, a contract, cooperation agreement or binding pre-agreement should be attached with regard to providing the planned services - see Sect. D of the Call for Proposals and Guide: Annexes to attach.) (max. 2000 characters)

	

	21. Outline the training plan for the incubated entities.

	Outlining a training/educational plan for the incubated entities, covering the entire period of incubation. (max. 3000 characters)



	22. Specify the exact location of the chapters in the attached Annexes that describe the following criteria:

	Identify the exact places of the listed content, giving the page numbers in the documents attached as Annexes. For detailed information and the content requirements of the Annexes that are to be attached, see: Sect. D of the Call for Proposals and Guide: List of Annexes Attached by the applicant.



	23. Number of enterprises that the incubator plans to contract with and provide services to during the term of the Call for Proposals Start-up_13, but at least by 31 December 2014:

	Declarations, Question 10: How many enterprises [number] will you conclude an incubation contract with and provide services to during the term of the Call for Proposals Start-up_13, but at least by 31 December 2014:



	24. From among those listed above, the planned maximum number of enterprises where an application will most probably be made for state subsidies in sub-program II of Call for Proposals Start-up_13:

	Determine the number of enterprises planned to be accepted, with state subsidy, in sub-program II of Call for Proposals Start-up_13.



	25. Planned maximum number of enterprises where an application will most probably be made for state subsidies in sub-program III of Call for Proposals Start-up_13:

	Determine the number of enterprises planned to be accepted, with state subsidy, in sub-program III of Call for Proposals Start-up_13.



	26. Planned maximum number of enterprises where an application will most probably be made for state subsidies in sub-program IV of Call for Proposals Start-up_13:

	Determine the number of enterprises planned to be accepted, with state subsidy, in sub-program IV of Call for Proposals Start-up_13.



	27. Estimated maximum total cost of these projects:
Estimated own resources included:
Estimated subsidy:

	Based on the number of enterprises planned to be accepted in sub-programs II, III and IV, estimate the total own resources and subsidy demand of the project and the cumulative total cost.



<2 paragraph deleted>

28. Upload of the attachments

Declarations

	1
	I declare that the applicant organisation I represent is a joint share company (KSH 114) with a registered seat in Hungary that follows the rules of double-entry accounting; or a European joint stock company (KSH115) with a registered seat in  the territory of the European Economic  Area and a registered branch in Hungary that follows the rules of double-entry accounting..
	Yes

	2
	I declare that neither the applicant incubator company, nor its owners are not filled for bankruptcy, and are not under the process of liquidation or winding-up.
	Yes

	3
	I declare that the activities of the applicant incubator company are in compliance with the environmental regulations.
	Yes

	4
	I declare that the applicant incubator company is in possession of the official authority permits required for the operations.
	Yes

	5
	I declare that the applicant incubator company has not provided false information significantly affecting the professional content of the application.
	Yes

	6
	I declare that I met the reporting requirements set in the call for proposals and guide (Paragraph A5).
	Yes

	7
	I declare that the applicant incubator company or the owners of the incubator are no subjects to binding decisions of the European Commission on the repayment of the aid. In addition,  the applicant incubator company has fulfilled all its contractual obligations made in the context of grant contracts related to subsidies from governmental the sub-programs, pre-accession instruments of the European Union or structural funds.
	Yes

	8
	I declare that the incubator owners and investors guarantee the capital for the technological incubator.
	Yes

	9
	The applicant incubator company or the owners of the incubator guarantee that they will ensure to finance the complementary part to the state-fund provided by  sub-programmes III. and IV. of the Start-up_13 for the incubated companies.
	Yes

	10
	I declare that I will sign contract with companies at least the number declared in paragraph 10.a and provide services for them, during the Start-up_13 call for proposal, minimum until the 31th of December, 2014 .
	Yes

	10.a
	The assumed number of companies to be incubated:
	[number]

	11
	I declare that the incubator company will provide financial support and services for incubated companies beyond the subsidy of the subprograms of the Start-up_13 , financed from pure market sources .
	Yes /No 

	11.a
	The assumed number of companies to be incubated from other sources:
	[number]

	12
	I declare that the applicant incubator firm possesses – as an owner or guaranteed by (pre-)contracts –  with the services and infrastructural background and the required licenses that allows to satisfy the needs of the incubated companies in sufficient quality and capacity (see attachments).
	Yes

	13
	I read the call for proposals and its attachments and I declare that I and the organisation I represent are bound by the terms and conditions, requirements and restrictions presented in those documents. I declare that the organisation I represent meets the requirements and restrictions and I ensure that it will meet these during the whole period of the accredited technological incubator status.
	Yes

	14
	I declare that in case of applying for subprogram I. of the Start-up_13 call for proposals, I undertake to sign a contract with and provide services for all incubated companies.
	Yes

	15
	I declare that in case of applying for subprogram I. of the Start-up_13 call for proposals, I secure private or venture capital investment in the amount of 20% of the subsidy for the start-ups being involved in the program.
	Yes

	16
	I declare that in case of applying for subprogram I. of the Start-up_13 call for proposals, I undertake to have at least one contracted incubated company enters the market with its products developed with the subsidy by the end of the project maintenance period following subprogram IV.
	Yes

	17
	I declare that in return for the invested capital and the continuous incubation and coaching, the technological incubator will acquire no more than a 24% of share in the start-up. In addition, the technological incubator will make a secondary investment in the start-up no earlier than one year after incubation process to an extent no more than  another 24% of share.
	Yes



Date:

Authorized signature:
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