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Section 1: Top Tips for Applicants to the Scheme

Before you start your Expression of Interest (EOI), here are some important reminders .

Purpose of the scheme 
The main aim of this pilot Scheme is to support existing micro food and drink manufacturing 
businesses who are processing local primary agricultural and horticultural produce, to: 

 • produce a new product; 

 • enhance an existing product; 

 • expand a product range; or

 • produce more of an existing product .

The purpose of the grant is to enable businesses to:

 • commence supplying to the retail or distribution industry; or 

 • increase the quantity of the products being sold to the retail or distribution industry; or 

 • move into sales outside of Northern Ireland .

It is essential that projects funded under this scheme provide direct benefits to the supply chain 
by improving commercial links between Northern Ireland food processors and the farmers and 
growers who produce the raw materials, particularly the local farmers and growers . 

The Scheme will provide financial capital grant assistance for new equipment or  
machinery only . 

Eligible to apply? 
You are strongly advised to ensure that your business and project are eligible under the 
Scheme before completing the EOI form. If you cannot confirm any one of the following 
eligibility requirements you should not be completing the Expression of Interest form: 

 •  be a micro business employing less than 10 Full Time Equivalent (FTE) employees with 
an annual turnover of less than €2m;

 •  be a food/and or drink manufacturing business (for human consumption only);

 • have two full year’s annual business accounts (demonstrating solvency);

 •  be registered with your local Council Environmental Health Officer and others  
as required;

 •  require support for only new equipment/machinery;
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 •  require capital support to produce a new product; enhance an existing product; expand 
a product range; or produce more of an existing product;

 •  want to commence supplying the retail or distribution industry; or increase supplying 
more products to the retail or distribution industry; or to move into sales outside of 
Northern Ireland?; and

 •  be processing and adding value to local primary agricultural or horticultural produce, 
particularly produce farmed or grown locally .

Sell us your idea
Explain clearly what your business does, what the product is, what the project will do for your 
business, how it will benefit local farmers and growers and contribute to the Northern Ireland 
economy . We cannot award you funding if we do not understand your business or project . 

Show us what the funding will mean to the success of 
your project 
We are obliged to invest public money carefully . We are looking for viable, growing businesses, 
either wanting to commence supplying to or wanting to increase the quantity being sold to 
the retail and distribution industry, or moving to sales outside of Northern Ireland . If you can 
demonstrate to us that your project is good value for money, that you are processing locally 
farmed or grown produce and that you will use the grant to improve your business and to 
advance your product market and sales, you are more likely to get the grant .

Do the market research 
You have to show that there is real demand for your product, or you are unlikely to get a grant .

Completion of the Expression of Interest form
Please refer to the guidance provided on the first page of the EOI form for the Scheme.
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Section 2: How to Express an Interest

The Expression of Interest is the first stage in applying for a grant from the Micro Food Business 
Investment Scheme. These guidance notes explain how to fill in an EOI form. 

Before you start 
Before you fill in the form, read the Scheme Information booklet on the Micro Food Business 
Investment Scheme . It explains: 

 • the purpose of the scheme;

 • the priorities for the funding available;

 • who can apply;

 • the assistance available;

 • eligible/ineligible project costs; and

 • how to apply .

If, after having read this guidance, you still have enquiries, you should email these to 
mfbis@daera-ni .gov .uk . 

When to send your form 
You can apply any time before the closing date and time stipulated on the EOI form . You should 
note that EOIs received after the deadline will not be accepted . You therefore need to consider 
broadband connectivity and speeds, remember the completed EOI is a large document which 
may take time to send from your email address . It is your responsibility to ensure that you start the 
process on time and to submit your completed EOI well in advance of the closing date and time . 
The Department will take no responsibility for late EOIs or incorrect spelling of the email address . 

How to send your form 
Expressions of Interest (EOI) must be submitted by email, as a Microsoft Excel attachment 
before the stipulated closing date and time on the EOI form . We will not accept your EOI in any 
other format, such as PDF or hard copy. The Department will not seek clarification on any aspect 
of the EOI you submit . The onus is therefore on you to ensure your submission is fully completed 
in line with these guidance notes . 

If your EOI is received after the deadline it will be rejected . 

Send it from the email address you give us in Part 2 of the EOI form . If you arrange for an agent 
or consultant to complete your EOI, please remember you are the Applicant and therefore 
responsible for confirming the Applicant’s Declaration. This is accepted as complied with by 
submission of the completed EOI form from your email address as provided at Part 2, Q7 . 



Page 6

Micro Food Business  
Investment Scheme 
Expression of Interest Guidance Notes

Improve your chances
Explain things concisely and clearly as this will help your application . Tell us exactly what you are 
doing, how the project will improve your business and what it will achieve . 

Do you have a Business ID number?
If you are successful in being approved for an offer of grant, you will be required to have a 
DAERA Business ID . You will have a DAERA (or DARD) Business ID Number if you have 
previously received grant or scheme payments from the Department . If you do not have a 
Business ID number we will assist you in obtaining one . You do not need to take any action on 
this now .
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Section 3: Filling in the EOI Form

You must answer every question on the form, unless the instructions say you can either type 
‘N/A’ or move to the next question . The answer boxes with green shading provide a dropdown list 
of responses, please do not try to overtype .

EOI form first page
Please select the Council area the project will be located in from the dropdown list provided . 

Part 1 - Scheme Eligibility Check

Prior to starting to complete the EOI form please ensure you go through the list of eligibility 
requirements for the Scheme to check that your business and project is eligible to apply under 
the Scheme Information .

Part 2 - Applicant Business Details

Question 1: Please provide the details of the main business contact for this application . 
This will be the business owner/sole trader, business partner or a director . 

Question 2: Please provide the role in the business for the person named at Q1 .

Question 3: Please provide your DAERA Business ID number, if you have one . If not, 
leave this box blank and go to question 4 . 

Question 4: Choose the best ‘legal’ fit for your business from the dropdown list.

Question 5:
Please let us know if your business is incorporated with Companies House . 
If incorporated we will use the Register to check the names of directors, and 
the business name and address you provide .

Question 6:

Please provide the full name of your business . For incorporated businesses, 
use the full name of the business as registered with Companies House . For 
non-incorporated businesses do not enter the trading name, the legal entity 
name is the name of the applicant as provided at Q1 .

Question 7:

Please provide the full address of your business and contact details . For 
incorporated businesses, you must provide the full address of the business 
as registered with Companies House, i .e . the legal entity address . If the 
business has more than 1 address you can explain and provide the main 
postal address in the description box at Q14 - we will use this if we need to 
post anything to you, but please note that our main method of contact will be 
email so please ensure that you provide an email address which is checked 
on a regular basis .
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Question 8:

To help us understand your business please explain what you process and 
the source of the raw ingredients; and your product and current customer 
base . This is also an opportunity to detail any Awards or Industry recognition 
you have attained or are awaiting the results of .

Question 9:

Please provide the number of full time and part time staff employed by 
the business . For the purpose of the Scheme anyone who works 30 hours 
or more per week counts as 1 full time employee . A person working less 
than 30 hours per week, or person averaging less than 30 hours per week 
annually would be 1 part time employee .

Question 10: Please provide the period of your most recent business accounts together 
with the turnover and profit/loss totals.

Question 11:

If your business is linked to other businesses, this might mean that you 
exceed the business size requirements of a micro business i .e . less than  
10 full time equivalent employees and an annual turnover of less than €2m . 

The most common circumstances under which businesses are linked 
include:

•  One business holds a majority of the shareholders’ or members’ voting 
rights in another business;

•  One business is entitled to appoint or remove a majority of the 
administrative management or supervisory body of another;

•  A contract between the business or a provision in the memorandum or 
articles of association of one of the businesses enables one to exercise a 
dominant influence over the other;

•  One business is able, by agreement, to exercise sole control over a 
majority of shareholders’ or members’ voting rights in another, or

•  Part of a group of companies .

If the business is linked to other businesses, please select ‘yes’ and 
complete the table . If not, select no and go to Q12 .

Please note, we check the detail provided at Q9, Q10 & Q11 to confirm that 
your business does not exceed the size requirements for micro businesses 
as detailed in the Scheme Information booklet provided . If your project 
is successful at Stage 1 and we invite you to submit an application for 
funding (Stage 2), the size of your business will be checked via the business 
financial and employee records.



Page 9

Micro Food Business  
Investment Scheme 
Expression of Interest Guidance Notes

Question 12:

Please tell us if you or your business has received any offers of public 
funding since 2017 . 

This does not include DAERA Basic Payment Scheme payments . 

It does however include EU funding, such as: 

• European Social Fund (ESF) 

• European Regional Development Fund (ERDF)

• European Agricultural Fund for Rural Development (EAFRD)

• Northern Ireland Rural Development Programme 2014-2020

If your business has received public funding, please enter the required 
details in the table . 

Question 13:
Please confirm if you are or ever have been an Invest NI client. If you are 
or have been, please provide further details of the nature of the support 
received and the name and location of your Client Executive .

 
Part 3 - Project Location and Costs

Question 14:

We need to know if the project will be located at the Business address 
provided at Q7 . If not, you need to provide the location and postcode for the 
food processing unit where the grant funded project will be undertaken and 
where the items funded will be located . 

Question 15a:

Please confirm whether or not the business is registered with HMRC to 
reclaim VAT costs . If a business is VAT registered, the VAT element of 
invoice(s) for the equipment funded is not eligible for grant assistance and 
must be reclaimed directly from HMRC.

Therefore if the business is VAT registered or will be VAT registered by the 
time you are purchasing the equipment you should not include the cost of 
VAT in the project item costs .

If invited to full application stage and you include VAT in your project costs 
you will be expected to provide a letter from a suitably qualified independent 
accountant to confirm that you are not VAT registered. 
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Question 15b:

Please give us an overview of how much you expect the project will cost . 
We expect a best estimate here, and not a highly detailed breakdown . You 
cannot add any more rows to the table .

Please complete the table as provided with details of the Grant funded 
eligible costs only . If you will incur other expenditure to deliver this project, 
but which is not eligible under the Scheme information you should explain 
this and the cost involved in your Project Description at Q16: 

1 .  ‘Type of cost’ column - tell us what type of equipment or machinery will be 
purchased . Also tell us about any software needed (if required to operate 
the equipment or machinery being purchased) . 

2 .  ‘Cost of Item’ column - tell us the cost of each item to be purchased .  
Refer to the guidance note for Q15a above to check whether or not the 
cost of the items(s) recorded should include or exclude VAT .

The next table will automatically calculate total eligible costs and associated 
grant amount for you . Do not type anything into the boxes with a green 
background . 

The ‘grant amount cell’ will warn you if the grant requested amount falls 
below the minimum threshold of £5k and will only allow the maximum 
threshold of £50k, i .e ., if your eligible projects costs total £120k, the ‘total 
grant request’ cell will record £50k only . If invited to Stage 2, you will be 
required to provide evidence that you are able to meet the full cost of the 
eligible item(s) pending payment of the grant amount to you by DAERA .

Part 4 - Rationale for the Project

Question 16:

We need you to provide a short description/summary of your project and 
why you require financial support to help us to understand the need for the 
equipment; and how it fits with, and how it will add value to your existing 
business; and also what it will achieve . You should aim to use no more than 
300 words .

Question 17:

You need to tell us what stage you are at with product development and 
when you will be bringing it to the market place . To help us understand the 
project you need to tell us what the product is, whether or not it is a new 
product or an enhanced/improved version of an existing product and what 
the improvements are .
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Question 18:

We need to know what type of market you currently have for your product; if 
you are currently in negotiation for increased sales to current outlets or new 
markets; and if the new equipment or machinery is required to fulfil current 
orders or sales anticipated as a result of negotiations . It is important that 
you explain exactly what the market is for your product and also detail the 
market research you have undertaken and which market intelligence was 
considered, and explain how this demonstrates a clear market need for your 
project . You should aim to use no more than 500 words .

Question 19:

When offering public money the Department is required to ensure value 
for money in the investment and to ensure that only viable businesses 
and projects are awarded grant assistance . You will need to demonstrate 
how the project will earn sufficient revenue to cover its costs and yield an 
acceptable financial rate of return.

Question 20:
You are required to identify the farm produce or grower sector that your 
project falls within, i .e . while you may process a range of farmed or grown 
produce, what do you process most of?

Question 21:

We need to know the level of direct benefit to NI farmers and growers that 
your project will achieve . Using the table please provide the origin and 
quantity (volume/weight) used annually of each ingredient to produce the 
food or drink item; and the percentage amount of each item in the makeup 
of the recipe . You need to include all items in the ‘recipe’, including the 
raw meat, fruit/veg, cereal etc . plus the other non-raw ingredients such as 
condiments, spices, flour, breadcrumbs etc. If you require more lines please 
copy the table onto a separate worksheet as necessary to cover your full 
recipe . Please tell us if you have added another worksheet .

Question 22:

You need to explain in detail how your project will contribute to all three 
of the Scheme Funding Priorities as detailed in the Scheme Information 
booklet . You need to explain to what extent each Priority will be met and 
how you will demonstrate this to the Department when your project is 
complete. You should also explain if there will be any additional benefits as 
a result of the implementation of your project and how the achievement will 
be demonstrated . 
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Part 5 - Business Operating Permissions or Approvals

Question 23: You need to record any operating permissions, certification or approvals 
that your business currently has . You also need to add any operating 
permissions, certification or approvals to be obtained to allow you to trade 
with the retail or distribution industry or to complete sales which will be 
external to Northern Ireland .

We have listed planning permission, EHO certification and FSA approval 
certified by DAERA. You need to add any other as necessary to trade in the 
market you have identified for your product. 

Declarations 
Please read this section and make sure that you are in agreement with and can meet the 
requirements set out in it . By submitting and/or agreeing to the submission of the 
Expression of Interest form, you will be agreeing to the declaration.
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Section 4: What Happens Next?

If received by the deadline, the business and project information as detailed in the EOI submitted 
will be considered by the Department for eligibility and against the funding priorities of the 
Scheme . 

Following assessment of all EOIs submitted to the scheme you may be invited to submit a full 
application for funding as outlined in the Scheme Information booklet .

If you do not get an invitation to submit a full application you will be advised that your EOI  
was unsuccessful . 

Although there is no right of appeal for those not being invited to progress to the next stage,  
the Department will explain the reasons for your unsuccessful EOI . 
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