EXPERIENCE STEP-UP FUND (ESF)
PROJECT PROPOSAL TEMPLATE

The project proposal provides background information on your company and the project details, including its scope, outcomes, and impact. The following serves as a guide to how your project proposal can be structured to support your ESF application. As the project proposal is a key consideration during the evaluation process, please provide as much relevant information as possible.

Overview

	Company Name[footnoteRef:1]: [1:  Please ensure that the Company Name is the same as the ACRA Registered Company Name in the Company Profile on the Business Grants Portal (BGP).] 

	

	Industry:
	[Please select from drop-down list]
	Project Title[footnoteRef:2]: [2:  Please ensure that the Project Title is the same as the Project Title in the Project Description of the BGP application.] 

	

	Project Category:
	[Please select from drop-down list]


Completion Checklist [Only applicable to Tourism Companies]

	Have you completed the STB Tourism Transformation Index (TXI)* assessment within the last 6 months?
	[Please select: Yes or No]

* Tourism Transformation Index (TXI) was designed to be a comprehensive assessment tool to measure all aspects of transformation in a tourism company. It covers not just technology but also customer engagement/marketing, human resource capability and literacy, business process, etc. If you have not completed the TXI assessment within the last 6 months, please reach out to your contact person in STB immediately.

Project Information

1. Project Objectives
· Please provide details of the project such as aim and vision of the project, issues and/or opportunities that this project intends to address.

2. Project Concept 
· Please provide details on the following:
(i) Overall concept of the project
(ii) Proposed initiative(s) and its unique selling point and how does it compare with similar tourism products internationally
(iii) Nature of project (e.g. non-permanent projects that leverage innovation and technology, infrastructure enhancement projects to existing tourism products that are non-content generating in nature)

3. Project Milestones 
· Please indicate key milestones during the project lifespan (e.g. launch of campaigns, marketing plans/activities, completion of certain works/construction, appointment of vendors, etc).

· Please note that any subsequent changes to milestones need to be highlighted to STB.
	Key Milestones
	Start Date
(DD MMM YYYY)
	End Date
(DD MMM YYYY)

	 
	
	

	
	
	

	
	
	



4. Project Quantitative Benefits
· Please provide relevant information based on the organisation's existing operations and the projected impact associated with the project. Please choose at least one impact from the table below.
	Impact
	
	Current
(if available)
	Projected Improvement
(in percentage or absolute number)

	Visitor Satisfaction
	
	

	Footfall
	Total
	
	

	
	Induced
	
	

	Project Revenue
	Total
	
	

	
	Induced
	
	

	Branding and PR Value
	
	

	Company’s score of the TXI Customer domain
	
	



5. Project Qualitative Benefits
· Please describe the qualitative benefits of the project per the considerations listed below, and how the project will meet the projected quantitative benefits outlined in the previous section.
(i) Contribution to the Singapore tourism industry (e.g. desirability of project's content, economic contribution and/or spinoffs)
(ii) In-market and local marketing plan (include listing of target markets) and business plan
(iii) Qualitative and quantitative benefits of the project on the organisation's future operations

6. Project Team Competency 
· Please reflect the details of the company’s internal project team, their involvement in the project, and relevant competency of the project team. You may use the following table and/or attach CVs if necessary:
	Name 
	Designation
	Project Role and Responsibilities
	Description of Competency

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



· Please indicate the reasons for your choice of solution provider(s) for the proposed project, if applicable, and attach the relevant proposal(s) from solution provider.

7. Project Costs
· Please provide details of the manpower involved (only applicable for tour development and tech enabler projects) per required in Annex A and justify how internal manpower would be more effective than engaging external professional service providers.

· Please use the below Excel document to indicate all projected expenditure items for the Project and indicate the projected amount of project costs that would be paid to Singapore registered businesses.



8. Project Financials (if applicable)
· Please provide the project’s profit and loss financials, which includes the following:
(i) The project’s past profit and loss financials, if the proposed is an enhancement to existing product and/or experience,
(ii) The project’s estimated profit and loss financials following product/experience implement or launch.

· Please elaborate on how your company plans to fund the proposed project if the project cost is more than your company’s profits in the last FY.
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Annex A – Details of Internal Manpower (Only applicable for tour development and tech enabler projects)

	No.
	Name
	Designation
	Role in Project
	Project Involvement (in month(s))
	Monthly Salary* (SGD)
	· If you are a tourism company: Justify how internal manpower is more effective than engaging external professional service providers 
· If you are a technology developer: Justify the need for the proposed internal manpower

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


* Monthly salary refers to gross salary (including employee’s CPF contribution) plus employer’s CPF contribution. It excludes overtime payments, bonus payments, annual wage supplements (AWS), any other allowances, etc.




Appendix – Whistleblowing Policy

STB provides the Company with a platform to report any wrong-doings, unlawful conduct or malpractices of STB staff that are against the public interest. The details of STB’s whistleblowing framework are set out below. 
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Project Cost Template_ESF.xlsx
ESF Proposal_Project Cost

		INSTRUCTIONS

		1		Please use the table below to indicate all projected expenditure items for the Project and ensure all fields are completed.

		2		Please select the relevant Cost Item Category (from the provided dropdown list) for each of the Cost Item.

		3		Kindly submit this table together with your ESF Application and supporting documents.

		No.		Project Cost Items
(Please indicate all projected expenditure items for the Project)				Projected Cost (S$)		Projected Local Business Spending (S$)^
(Paid to Singapore registered businesses)

				Cost Item Category		Description of Cost Item





















						TOTAL		$   - 0		$   - 0



		^ Local business spending is defined as project expenditure paid to Singapore registered business(es), including but not limited to subcontracting, royalties & licensing fees, development and operating costs.





Reference

		Professional Services

		Hardware/Equipment & Software

		Materials & Consumables

		Production

		Marketing

		Other Costs - External Audit Fees
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STB Whistleblowing Framework.pdf


STB Whistleblowing Framework 


 


Purpose & Scope 


The Singapore Tourism Board ("the Board") has in place a whistleblowing 
framework, through which anyone may report, without fear of reprisal, concerns that 
have significant impact on the Board and its operations, locally and overseas.   


A person may report concerns relating to, but not limited to fraud, corruption / 
bribery, conduct unbecoming of a Public Officer or deliberate concealment of 
malpractices. The Board's whistleblowing policy is intended to:  


a. Enable and permit the Board to address and take appropriate action as 
recommended, which could include, but not limited to, disciplining or terminating the 
employment and/or services of those responsible for the wrongdoing. For cases 
beyond the Board's jurisdiction, the Board reserves the right to refer them to the 
appropriate external regulatory authorities. 


b. Assure the reporting parties that if they raise concerns in good faith, and they 
reasonably believe these to be true, they will be protected from any possible 
reprisals. Conversely, persons who do not make reports in good faith, and whose 
reports are vexatious or malicious, may be subject to disciplinary actions or have the 
matter referred to the law enforcement agencies. 


  


Whistleblowing Mechanism 


Concerns are to be raised in writing to the Board’s Receiving Officer 
at ethics@stb.gov.sg. The Receiving Officer is responsible for ensuring that the due 
process to address the concern is duly complied with.  


As it is important for the Board to have the necessary critical information to 
effectively evaluate and investigate a concern, the whistle-blower is encouraged to 
provide the following information:  


a. Name and contact details of the whistle-blower to facilitate appropriate follow-up, 
update of investigation outcome and also to mitigate the risk of vexatious / malicious 
reporting; 


b. Name of the party whom the whistle-blower is reporting against; 
c. Nature of the concern, including parties involved, dates or period of time and any 


material evidence; and 
d. Other additional details that would be appropriate to substantiate the concern. 


The Receiving Officer shall: 


a. Acknowledge receipt of the concern from the whistle-blower; and 
b. Take appropriate actions which include assessing the concerns received and 


recommending the next steps for decision by the Chief Executive or where 
applicable, the Chairman of the Audit & Risk Committee.  







If, at the conclusion of an inquiry, the Board determines that the concerns are 
substantiated and a wrongdoing has occurred, remedial action in commensuration 
with the severity of the wrongdoing will be taken. 


The Board reserves the right to refer any concerns or complaints to the appropriate 
external regulatory authorities. 


Confidentiality & Safeguards 


As far as possible, confidentiality will be strictly maintained. The identity of the 
whistle-blower will be protected, kept confidential and will not be disclosed without 
consent, subject to any legal requirements or certain circumstances where the Board 
may be under obligation to reveal the identity to parties such as lawyers, the police 
or the investigators.  


The Board will not tolerate any discrimination, retaliation or harassment of anyone 
raising a genuine concern. For such act of victimisation, the whistle-blower may 
report it to the Receiving Officer.  


 






