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SECTION (A) Introduction to Increa project and Cultural 
and Creative Industries 

 

A.1 Introduction    

The INCREA project (Boosting social INclusion of migrants through CREAtive industries) is a 

transnational project developed under Erasmus + EU program aiming at supporting migrants and 

refugees wannabe entrepreneurs in Europe to develop adequate language as well as professional 

and employment-related skills, including digital and entrepreneurial competences applied in the 

Creative and Cultural Industries sectors. The project started just from the awareness of these two 

main challenges for migrants and refugees personal and professional inclusion in Europe, that are 

the lack of: 

1) Language knowledge, considering that migrant populations are infinitely diverse regarding 

their culture, the society they belong to and the language they speak.  

 

2) Professional and employment-related skills, considering that in terms of educational capital 

they range from the illiterate to the highly qualified and they include vulnerable groups such 

as the elderly, the deaf, and people serving prison sentences. 

To overcome these challenges, the project partnership has developed tailored-made language, 

digital and entrepreneurial competences learning activities, tools and strategies (i.e. how to create a 

business, national regulation, practical and soft skills linked to entrepreneurship).  

The project focused its activities on creative sector with the aim of empowering migrants/refugees in 

exploiting their cultural background and creating business, as well as promoting social inclusion and 

growth by making language learning more practical and anchored to real professional life.  

In particular, INCREA project partnership has addressed social inclusion by developing: 

• three specific curricula to support migrants’ language learning combining entrepreneurial and 

digital skill learning applied in creative sector 

• new ICT tool to transfer knowledge toward target migrant/refugees. 

• this “From Migrant to Creative Entrepreneur Manual” 

Finally, the execution of INCREA’s activities on a transnational field has brought better overall 

impact, while creating a network of actors supporting the migrants’ integration, able to be capitalized 

also after the end of the project and reaching a wider number of stakeholders to foster interest, 

awareness, investments and capacity building. 

 

THE PARTNERSHIP INCLUDES: 

CCS DIGITAL EDUCATION (CRYSTAL CLEAR SOFT) – GREECE 

(COORDINATOR) 

Crystal Clear Soft (CCS) is a software development company actively 

researching on innovative uses of state of play technology in digital 

publishing, education, training and knowledge dissemination. Offering a turn-key solution, from 

conceptualization and instructional design to testing and deployment, CCS has developed 

applications used in thousands of classrooms all over the world! CCS is a mainly commercial 

http://www.ccseducation.com/
http://www.ccseducation.com/
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company with international presence and an impressive list of customers, especially in the publishing 

and corporate training sectors. 

MATERAHUB – ITALY 

Materahub is a consortium that works at the international level to 

supports enterprises, startups and aspiring entrepreneurs, 

institutions and organizations through European projects. For 

years, Materahub has been an intermediary organization in the 

South of Italy of the European program ERASMUS+ for young 

entrepreneurs, and also the Italian host of the Creative Business 

Cup, the most important international competition for the creative industries. Materahub is member 

of the Puglia Creativa District and part of CRESCO, the cultural and creative organizations network 

in Basilicata. Finally, the consortium has recently joined the NICE, the Network for Innovation in 

culture and creativity. 

DOMSPAIN – SPAIN 

DomSpain Consulting is an adult education organization specialized in the field 

of education and training, vocational studies, occupation, social and 

intercultural skills, languages and new technologies. It is specialized in foreign 

languages, computer technology and economy, and offering a wide range of 

courses and workshops, which can be tailored to specific needs in any form 

(long-term or intensive courses, online e-learning, etc.). In addition, it organizes, 

designs and runs all types of trainings, international projects, job shadowing, etc., for students, 

teachers, academic and administrative staff or people who want to work abroad. 

 

UPI – SLOVENIA 

UPI-LJUDSKA UNIVERZA ŽALEC is a public, non-profit institution for 

education and training of adults in the Savinja Valley region, Slovenia. It is 

specialized in diverse range of formal and non-formal education programs. Furthermore, it provides 

quality guidance and counselling services to different target groups of adults such as the 

unemployed, migrants, NEETs, seniors and adults in general. In our numerous national and 

international projects (Erasmus+), they closely work with stakeholders on the local, national, as well 

as the European level. They are committed to the path of lifelong learning and constantly strive to 

improve their education programs according to the needs of our target groups. 

 

SOCIETÀ COOPERATIVA SOCIALE ONLUS (ARNERA) – ITALY 

Società Cooperative Sociale Onlus ARNERA is a multi-professional 

association founded in 2014 by the Union of four different social cooperatives: Il Ponte, Il Cerchio, 

Paideia and Il Progetto. ARNERA works in different districts of Tuscany and is able to cover the 

needs of the territory through careful analysis and implementation of appropriate strategies. The 

areas of intervention are the following: babyhood, children and youth, high marginality, addictions’ 

care, eldercare. ARNERA aims to create job opportunities and provide services close to the territory 

in a view of networking and empowerment in order to promote life quality, wellbeing and rights of 

citizenship. 

  

http://www.materahub.com/en/
http://www.domspain.eu/
http://www.upi.si/
http://www.arnera.org/
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COOPERATION BANCAIRE POUR L’EUROPE – BELGIUM 

Coopération Bancaire pour l’Europe is a Brussels-based European Economic 

Interest Grouping (EEIG) funded in 1992 by a group of European Banks. CBE has 

10 members from 3 European countries, including European banks and chambers 

of commerce, reaching a large network of banks, SMEs and economic associations from all over 

Europe. CBE aims to foster economic development in Europe and to contribute to the achievement 

of the Europe 2020 Strategy targets by providing its members and their clients with information and 

support to properly understand EU policies and strategies. The final aim of CBE is supporting 

innovative SMEs in getting access to EU market and finance. 

 

A.2 What is and who is this manual for?       

This INCREA “From Migrant to Creative Entrepreneur Manual” intends to be an easy and user-

friendly sustainable tool to transfer INCREA results and summarises results from previous project 

activities along with a series of rules and basic practice about “how to run a business”. 

It aims at defining a set of clear, simple and adaptable advises for creative entrepreneurs willing to 

understand more about this field and will support future migrants creative entrepreneurs in running 

and developing their business. 

Structure of this manual 

 SECTION (A) includes an introduction to Increa project and this manual, their goals and 

structure, an overview of the Cultural and Creative Industries and a focus on two main innovative 

tools to reflect and build a creative business project idea. 

 SECTION (B) that is a sort of a "technical section" dedicated to the main sources of funding to 

establish and support a creative industry and to provide advice on how to obtain a loan, on how 

to write a business plan and design a business model.  

 SECTION (C) includes basic rules of company law and all administrative and bureaucratic 

procedures necessary to found and lead a company in the main partner countries as well as a 

more general section, for rules applied at European level.  

 SECTION (D) includes hints and tips on the topics and contents developed in the three learning 

curricula that are: 

DIGITAL SKILLS course 

• How to find online and open resources     

• How to create your own brand identity   

• Work online! Online banking and freelancing 

• How to make your business visible online (online personal accounts and image and 
Marketing through Social Media) 

• How to secure your PC and business digital documentation  
 

ENTREPRENEURSHIP SKILLS course  

• How do I make a research and find a business idea?   

• Let’s plan! How to prepare a business plan 

• Do you know how to register a company? (national legal structures)  

• How to deal with contracts, taxation and hiring?  

• How can I fund/credit my business?  

http://www.cbe.be/
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LANGUAGE SKILLS course  

• How to prepare my CV      

• Are you ready for an interview? 

• Let’s work! How to communicate with your colleagues  

• How to write emails and deal with bureaucracy 

• How to make phone calls  
 

 

A.3 Milestones to start and run a business within Creative and Cultural sectors  
 

- What are Creative and Cultural Industries (CCIs)? Sectors, drivers and key 
entrepreneurial skills 

 
CCIs comprise those industries producing 
or distributing cultural and creative goods 
and services, defined in 2005 by UNESCO 
as “activities, goods and services, 
which….embody or convey cultural 
expression. Irrespective of the 
commercial value they may have.”  

(Image source: The GoDown Arts Centre - Creative Economy Conference) 

Cultural and creative sectors include all sectors whose activities are based on cultural values and/or 

artistic and creative expressions, whether these activities are market or non-market oriented and 

whatever the type of structure that carries them out.  

(Image source: BMWi - Federal Ministry for Economic Affairs and Energy - Cultural ...)  

https://www.google.com/url?sa=i&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwibpfHlyt7jAhWL_aQKHXA5AK4Qjhx6BAgBEAI&url=http%3A%2F%2Fwww.thegodownartscentre.com%2Findex.php%2Fprogrammes%2F15-convenings%2F44-creativeeconomyconfrence&psig=AOvVaw1bX9h_MPb47I5SLdA7dW9k&ust=1564642780052913
https://www.google.com/url?sa=i&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiZ_-ffy97jAhWR16QKHQvSDNEQjhx6BAgBEAI&url=https%3A%2F%2Fwww.bmwi.de%2FRedaktion%2FEN%2FDossier%2Fcultural-and-creative-industries.html&psig=AOvVaw1bX9h_MPb47I5SLdA7dW9k&ust=1564642780052913
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These activities include the creation, the production, the dissemination and the preservation of goods 

and services which embody cultural, artistic or creative expressions, as well as related functions 

such as education, management or regulation. 

The theatre, visual arts, cinema, TV, radio, music, publishing business, computer games, new 

media, architecture, design, fashion and advertising are all part of the cultural and creative industries. 

The terms “cultural industries” and “creative industries” are practically interchangeable. 
 
The concept of “cultural industries” is more related to cultural heritage and traditional forms of 
creation, while “creative industries” includes the applied arts practices, innovations and generating 
profit and creation of jobs by creating intellectual property. 
 
Cultural and creative industries (CCIs) are at the heart of the creative economy: knowledge-
intensive, based on individual creativity and talent, they generate huge economic wealth and 
preserve European identity, culture and values. Creativity and design are at the forefront of a rapidly 
changing world. Creativity has never been more valued by individuals, society and employers. 
Creative workers play an important role in driving economic, social and cultural development. 
 

 

(Image source: Lecture 5. Cultural and creative industries)  

 
The lines between creative fields are increasingly blurred. Visual artists use interactive and moving 
images, performers use digital media in site-specific works, and collaborative teams create 
sophisticated productions that captivate our senses. 
 
Technology provides new possibilities for artists - in the creation of their works, as new outlets for 
their creativity, and as a means of promoting and distributing their work. Cutting-edge use of digital 
technologies produces networked performances and cultural experiences. 
 
The cultural and creative sectors include in particular architecture, archives and libraries, artistic 

crafts, audio-visual (including film, television, video games and multimedia), cultural heritage, design, 

festivals, music, performing arts, publishing, radio, and visual arts. 

https://www.google.com/url?sa=i&source=images&cd=&ved=2ahUKEwihlPSHzN7jAhWCDewKHXqMD9wQjhx6BAgBEAI&url=https%3A%2F%2Fwww.culturepartnership.eu%2Fen%2Fpublishing%2Fcourse%2Flecture-5&psig=AOvVaw1D8QC92k2q0RsONj-dDpML&ust=1564643125545155
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- CCIs drivers for the global economy 

 

Cultural and creative industries (CCIs) employ more than 12 
million people in the EU, which is 7.5% of all persons employed 
in the total economy. 
 
CCIs include a number of subsectors, such as artistic crafts, 
cultural heritage, design, fashion, film, music, performing and 
virtual arts, publishing, radio, television and video-games. 
 
CCIs are an important contributor to the economy with 5.3% of 
the total EU GVA and further 4% of nominal EU GDP generated 
by the high-end industries. 
 
CISAC – the International Confederation of Societies of Authors 
and Composers –released a new study published by EY titled 
“Cultural Times – The First Global Map of Cultural and Creative 
Industries”. 
 
For the first time, this survey quantifies the global economic and 

social contribution of this important sector. The study analyses 

11 Cultural and Creative Industries (CCI) sectors: advertising, 

architecture, books, gaming, movies, music, newspapers / 

magazines, performing arts, radio, television and visual arts. 

The top three employers are visual arts (6.73m), books (3.67m) 

and music (3.98m). 

 

 

 

 

(Source: “Cultural Times – The First Global Map of Cultural and Creative Industries” )  

 

• What are the crucial characteristics and leading types of Creative Entrepreneurs? A 
deeper insight into creative entrepreneurs’ soft skills 

 

 
 

Creativity

Collaboration

Entrepreneurship
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The creative entrepreneur is a talented thinker that combines business acumen with creativity and 
aesthetic. Whether self-employed or working in a specific industry, creative entrepreneurs use both 
the left and right sides of their brain to generate revenue. They are not hobbyists… they are 
innovators that make ideas happen. 
 
A bright creative thinker follows through, gets things done and is able to master: 

- Creativity: generating new ideas, evaluating them effectively, taking action to turn them into 
new products and services. 

- Collaboration: connecting and working with partners, clients, and other significant players 
in their own network, which will probably be scattered across the globe and contain more 
“virtual” relationships than face-to-face ones. 

- Entrepreneurship: identifying opportunities in the marketplace and using business skills to 
turn ideas into products into profits. 

 
Creative entrepreneurs think in terms of creating opportunities, producing results and making profits. 

This leads them to create systems and businesses that generate wealth and free up their time for 

their next big idea. 

- What are the main competences of a Creative Entrepreneur? 
 

 
 
The first one is related to ENTREPRENEURIAL ABILITIES, including: 

- Risk taking that is the ability to assess, enjoy and face risks including the skills/initiative to 
successfully drive ideas forward. 

- Planning skills that include the ability to visualise, create and organise a structured framework 
of actions and activities to decide what needs to be done and how to do it. 

- Passion for their creative sector: creative entrepreneurs are the mediators that bring creative 
products to the market and require an ability to talent spot, respect, understand and manage 
creativity. 

- Corporate skills that is business acumen, commercial awareness, managerial ability, vision 
and strategy. 

- Interpersonal skills that is the ability to sell an idea, negotiate and network. 
 
The second one is related to CREATIVITY, PROBLEM SOLVING and INNOVATION, including the 
ability to find: 

- new, innovative ways to take creative work to audiences and communities – new models of 
production, distribution and value – highlighting the wider social, economic and cultural 
benefits in doing so. 

•Risk taking

•Planning skills

•Passion for their creative 
sector

•Corporate skills

•Interpersonal skills

ENTREPRENEURIAL 

ABILITIES

•New, innovative ways to 
take creative work to 
audiences and 
communities 

•Original ideas and the 
flexibility and self-
confidence to take these to 
market

CREATIVITY, 
PROBLEM SOLVING 
and INNOVATION

•Potential to change their 
sector seeing situations 
from a variety of 
perspectives and come up 
with original ideas

CREATIVE 
THINKING SKILLS 
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− original ideas and be flexible and self-confident in taking these to market. 
 
The last one is related to CREATIVE THINKING SKILLS / POTENTIAL TO CHANGE THEIR 
SECTOR as they can see situations from a variety of perspectives and come up with original ideas 
 
Despite the common misconception that creativity is something you either have a natural affinity for 

or don’t, anyone can unleash their creativity through cultivating the right mindset, and by so doing 

lay the foundations for a healthy professional and personal life. 

Practice makes perfect 

We spend so much time dedicating our mental capabilities to our daily routine that we often forget 

to step outside of ourselves and dream. Regardless of your age or level of experience, setting aside 

time to let your mind wander, and increase your knowledge of a specific field, is vital to unleashing 

creativity. 

Creativity does not require re-inventing the wheel 

Steve Jobs and the iPhone is a prime example. Although Martin Cooper was the creator of the cell 

phone, Jobs is better known as a beacon of creativity because he advanced the mobile from a 

product that could make calls to a device that had music and wireless capabilities. 

Use problems as inspiration   

Rather than viewing the obstacles you encounter in daily life as inconveniences consider them 

opportunities for innovation. The chances are that you won’t be the only person to have struggled 

with them, meaning there is not only a gap in the market but a target audience ready and waiting for 

your creative solution.  

Do not underestimate practical solutions 

When entrepreneurs dream of their first business they tend to imagine, and be drawn to the idea of 

creating, a glamorous product or service. However, this underestimates the value and longevity of 

businesses built on practical solutions. 

Question everything 

To turn a creative idea into a successful business you need to question every aspect of the product, 

and company at large, to establish that it is feasible. Ensure you’re able to articulate your idea in a 

couple of sentences, create a business plan, work out the figures, and think about how the business 

will operate in practice. 

Anyone can be creative so long as they are willing to commit time to practising innovation, thinking 

about how existing products could be optimised, and are open to seeing problems as opportunities 

for innovation regardless of how ‘unglamorous’ the resultant product may be. By questioning the 

feasibility of your idea once formed you will lay the foundations for turning your unique proposition 

into a successful business. 
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A.4 Two tools and strategies to build and visualize your creative idea 
 

1) Tool 1: the Idea Design Process 
 
Among the several existing tools to build, visualise and 
review a creative business idea or project, there is the 
innovative Idea Design Process tool that will help learners 
building their creative idea step by step and make their 
creative project real! 
A business idea needs time to be developed, tested and 
evaluated.  

The “Idea design process” developed by Materahub and the 
partners of the EU funded “Break in the desk” project is a key 
tool to analyse strengths and weaknesses and feasibility of a 
creative business idea according to who you are and the 
context where you would like to realise it. This tool will help 
defining and detailing one’s creative business idea before 
making it real! 

To use the Idea Design Process you need to start from an 
idea or an insight and define an idea you want to realize, a 
dream you want to make real, your next entrepreneurial 
project to be developed, your project to modify, restore and 
enlarge.  

Follow the stairs step by step, accomplish all the tasks and 
provide documentations and evidences, manage your 
documentations as your Business Idea Book, in which you’ll 
add sketches, photos, images, videos, links, feedbacks, etc. 
and finally the Business Idea Book will be the key resource 
to write your project at the best. 

 

 

 

 

 

 

 

Start from an 
idea or an insight

Define an idea you want to 
realise

Follow the stairs 
step by step

Manage your 
documentations as your 

Business Idea Book.

The Business Idea 
Book will be the 

key resource.
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The six steps of the Idea Design Process: 

There are 6 steps to design your creative business idea: 

Researching idea - Exploring idea.  

Start considering your passions, abilities, beliefs, dreams and search online other 

alike projects. You are on the floor, looking all around you for an idea, an insight. 

Pick 3-4 projects at least, evaluate differences and similarities with your idea and 

make it visual (a sketch, a mind map, a list of key words and connections, etc.). 

 

Seeking and obtained resources – Assessing likely resources 

Make a list of the resources needed to develop your project that you can reach all 
by yourself. Remember: resources are not just economical ones but also abilities, 

skills and equipment.  

 

Making artefacts and experiences – experimenting and testing 

You’re in the middle of the process, the central activity of the Idea Design Process. 
At this stage you’re ready to develop a prototype of the idea. If your business idea is 

a product, realize it in a small size and/or with cheap materials. If your business idea is a service, 
realize it with friends and/or in family. Make some pictures or a video as an evidence of the 
experience.       

Make a list about what works and what doesn’t about the product/service and the experience from 
the customers’ point of view. Make a second list with competencies and skills you felt in confidence 
or not (based on the experience). 

”Some little tips to prototype your idea… 
--If your project provides or sells products: it could be useful to see it and touch it. So try to create a 
sample by using any kind of material (paper, plastic and so on).  
--If your project is something related to events, festivals… try to create a storyboard, a video, a 
drawing by any kind of business tools to visualize it. 
 
Sharing your idea is important: Getting feedback from others and talking about your project with 
others makes the difference. Don’t be worried to share your idea with others as more suggestions 
will light up your mind!” 
 

 
Showing to Others – Evaluating meaning and sharing 

Now read the list with what works and what does not you made in Step 3, reflect on 
what you can improve your business idea and modify. Review your business idea 
and answer this question: Have the people you involved in the prototyping phase 

understood your project easily? 

Feedback and reviews - direction and opportunities 

You’re very close to the top, good work! Review and write again your business idea. 
Collect comments and feedbacks from people involved in the prototyping phase (it 

could be a textual comment, an image, a video, an interview etc.).  

STEP 2 

STEP 3 

STEP 4 

STEP 5 

STEP 1 
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 Review and write again your business idea. Don’t be afraid if your business idea could 
become completely different from the beginning! You’re working hard in order to reach the top, to 
develop your business idea at the best. Remember that successful ideas can come from mistakes! 

Extend or focus and confirm or challenge - Failure and success 

Reflect on the new form of your business idea and list the objectives for the future 
of the project and make it visual (a sketch, a mind map, a list of keywords and 
connections, etc.). 

Develop your Idea Design Process: Well, this is the Idea Design Process explained step by step. 

A detailed explanation of this tool alongside the Creative Project Canvas is available in the 

WorkPlayBook including interactive games at https://www.creativeprojectcanvas.com/ 

Enjoy your creative business idea process! 

 

 

 

2) Tool 2: the Creative Project Canvas 

Why are business model so important? 

Business models enable you to create value out of new ideas. Simply having a good idea for a 

new product or service is not enough if you can’t answer some key questions about how to take it 

forward. Likewise, having positive feelings about doing good things for people is not a strong basis 

for creating a platform on which to deliver important services, especially in sectors such as 

development and social enterprise. Working with colleagues to give structure to an idea helps to 

draw out important risks and assumptions associated with that idea. 

 

RESEARCHING 

& EXPLORING 

THE IDEA

Start 

considering your 

passions, 

abilities, beliefs, 

dreams and 

search online 

other alike 

projects.

SEEKING, 

ASSESSING 

& OBTAINED 

RESOURCES

Make a list of 

the resources 

needed to 

develop your 

project that 

you can reach 

all by yourself. 

Remember: 

resources are 

not just 

economical 

ones but are 

also abilities, 

skills and 

equipment. 

EXPERIMENTING 

& TESTING

You are in the 

middle of the 

process, the 

central activity of 

the Idea Design 

Process and you 

are ready to 

develop a 

prototype of the 

idea.

SHOWING 

TO OTHERS 

TO 

EVALUATE 

MEANING & 

SHARE

Now read the 

list you made 

in Step 3, 

reflect on 

what you can 

improve your 

business idea 

and modify. 

Review your 

business idea 

and answer 

this question: 

People you 

involve in the 

prototyping 

phase have 

understood 

easily your 

FEEDBACK & 

REVIEWS

Collect 

comments 

and feedbacks 

from people 

involved in 

the 

prototyping 

phase. Review 

and write 

again your 

business idea. 

Do not be 

afraid if your 

business idea 

could become 

completely 

different from 

the 

beginning! 

Remember 

that successful 

ideas can 

come from 

mistakes! 

EXTEND OR 

FOCUS & 

CONFIRM OR 

CHALLENGE

Reflect on the 

new form of 

your business 

idea, list the 

objectives for 

the future of 

the project, 

and make it 

visual (a 

sketch, a mind 

map, a list of 

key- words 

and 

connections, 

etc.). “Are you 

ready to detail 

your idea and 

turn it into a 

real project? 

WORK ON 

THE 

CANVAS! 

STEP 6 

https://www.creativeprojectcanvas.com/
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An innovative business model is the Creative Project Canvas (CPC) 
Starting from the Business Model Canvas (BMC) that is a strategic management and entrepreneurial 
tool to visualize your idea and making it become a living project, Materahub has developed the very 
innovative Creative Project Canvas. 

 

 

The Creative Project Canvas is a strategic visual framework that helps planning SUSTAINABLE 
projects, where sustainability not necessarily refers to long-term economic profits but to solid 
foundations you need to establish for your professional human projects. 

Our CREATIVE PROJECT CANVAS is an idea exploration and planning tool for creative projects.  

Why do I need the Creative Project Canvas? Because it helps me… 

There are 9 themes for each block including questions to help you clarifying and reflecting on your 
project. Find out Your Answer!” 

  

Thinking Mapping Connecting
Calculating 
the impact

Mixing
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You can see below the Creative Project Canvas split in 4 parts to help you and visualize the main 
aspects of your project: 

 

 

 

How to use it? 

- Read the key questions listed in each of the 9 themes and write down your answers on one post-
it note to stick on each theme (remember : 1 post-it note for each block only)  

 

- Once you have built your « first draft » version of your Creative Project Canvas, review it 
regularly to check your progress and/or change whatever you have realised needs to be 
changed, adapted, deleted. 

Start from 
the Value theme

Then move to 
the left 3 
themes

Then move to 
the right 3 

themes

Finally, move to 
the 2 bottom 

themes
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SECTION (B) Main sources of funding for creative 
businesses 

 

B.1 How to fund your business  
 

• Permanent investments 
They are the long-term bank credit. They are loans received from 
financial institutions and whose maturity are of over a year. The bank 
credit is the most common financing source of the business world, be 
it long term or short term, which expire within less than a year. 
It is evident that the access to these credits will be much easier for 
those companies with consolidated results and activities in comparison 
to new companies or entrepreneurs who wish to start a new project. If 
referring to the start of a new activity, it is sure that the conditions stated 

by the financial entity will be tougher than if it was a contrasted enterprise.  
Such tougher conditions would translate into higher refund interests, possibly a temporality a bit 
more limited within the period that has been established for the refund, higher commissions, and 
above all the exigence of greatest guarantees that will extend from the personal ones to the real or 
mortgage ones, and that in most cases will require from third parties’ endorsement through their 
equity. 
 

• Short term investments 
Short-term loans. In this case expiration and hence the refund time for 
the loan plus the interests for the bank, will be less than a year. 
The complexity of these short term loans is the same as the one for the 
long term loans, in case of new companies with new projects to start 
new activities.  
The only difference is that this type of financing does not use the 
mortgage guarantee, due to the short period of time. Usually, in these 
cases, guarantees are only personal but almost always go with an 
endorsement made by third parties that rely on a great credibility and, 
therefore, on their equity. 
 

• Own resources  
Capital increases: an enterprise can opt for this kind of funding for any 
new project, usually when the company relies on a certain credibility 
within the market. It is virtually impossible for this funding to be used by 
startups, for they still have no results that can back their activity. It is 
when a company decides to increase its capital. It is made through the 
offer of new shares or by increasing the value of the shares that already 
exist, that is the case for a stock corporation; in the case of a limited 
company, shareholders give money in form of new shares or by 
increasing the value of the existing ones. 

 
Self-financing: this kind of internal financing to start up new projects could be used by companies 
that have been operating for some time, with activities from which they make a minimum profit. 
It is about financing by using the company’s profits, or just a part of them, and by amortizations. 
Therefore, this financing source does not need from indebtedness in order to start up new projects. 
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One of the most relevant consequences of self-financing is the decrease in the company’s external 
dependence and the elimination of financial expenses. It could be said that the only disadvantage of 
this financing source is the fact that as long as the company uses it, it eliminates or decreases the 
profit sharing among the owners or shareholders. 
 
Selling of fixed assets: in this case and if its situation makes it possible, the company finances new 
projects by selling fixed assets that are no longer of use or that can increase their value by means 
of the new activity. This kind of financing can only be found in enterprises which are consolidated to 
a certain extent in other activities that have allowed them to count on a determined amount of capital 
in assets. 
 
Inventory Reduction: this type of financing is fundamentally possible for enterprises whose main 
activity is the production, for they have a high stock, be they raw materials or finished products. It is 
about improving the management, in the warehouse (raw materials) in the production (just in time) 
or improving the sales in order to reduce their volume; with the consequent saving in the enterprise’s 
general costs. 
 
Reduction of the cash collection cycle from customers: this financing can be used by the enterprise 
by means of a maximum decrease in the collection period from customers. This type of financing is 
very much associated with the company’s capacity to extend the payment to their suppliers as much 
as possible. The longer the difference in time that the company achieves for the payment to their 
suppliers and the collection from their customers, the bigger and the better their financing level 
through this system will be. 
This kind of financing requires from good negotiation skills with customers and suppliers. This 
capacity is usually linked to the company’s credibility, seniority and image, all of which are conditions 
that can only be achieved with time and good work. This means that financing by using this system 
is actually tough for a novice entrepreneur or for a young company that wishes to start a new project. 
For obvious reasons, before someone’s or young company’s project, suppliers will have a tendency 
for wanting to be paid in cash or reducing the collection period as much as they can, due to the 
entrepreneur’s lack of experience and commercial references. Likewise, customers will have a 
tendency for increasing the payment period as much as they can, depending on the activity, and 
they will do so basing on their lack of knowledge about the new product or service and they will use 
this for negotiating and improving their purchase conditions. 

 

B.2 Financing opportunities in Europe 
 

The European Union has various funding programmes, which you can apply for depending on the 

nature of your activities or project. There are two types of funding: direct and indirect. 

The granting of direct funding is managed by the European institutions. Financing can take the form 

of grants or contracts. You can apply for grants and contracts managed by the European 

Commission on the ‘Funding and Tenders’ portal. 

Indirect financing is a national and regional authority responsible for providing indirect financing, 

which accounts for almost 80% of the EU budget, mainly through five major funds, which constitute 

the European Structural and Investment Funds. 

The European Union provides support to European entrepreneurs and enterprises. This is available 

either directly, or through programmes managed at national or regional level, such as the European 

Union’s Structural Funds. Entrepreneurs can also benefit from a series of non-financial assistance 

measures in the form of business support services. 

• Creative Europe Programme  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home
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Creative Europe is the European Commission’s framework programme for support to the culture and 
audiovisual sectors. Following on from the previous Culture Programme and MEDIA programme, 
Creative Europe, with a budget of €1.46 billion, will support Europe’s cultural and creative sectors. 
Creative Europe’s stated aims are to:  

− help the cultural and creative sectors seize the opportunities of the digital age and 
globalization 

− enable the sectors to reach their economic potential, contributing to sustainable growth, jobs, 
and social cohesion.  

− Give Europe’s culture and media sectors access to new international opportunities, markets, 
and audiences. This will, specifically, involve providing funding for: 2,500 artists and cultural 
professionals, 2,000 cinemas, 800 films, 4,500 book translations. A financial guarantee 
facility of up to €750 million for small businesses active in the sector will also be established 
in 2016. 

 
Who can take part? 
The Creative Europe programme is open to cultural and creative organizations from EU Member 
States, as well as non-EU countries. Subject to certain conditions EEA (European Economic Area), 
candidate/potential candidate and ENP (European Neighbourhood Policy) countries can also 
participate in the programme on an equal footing with Member States. 
More information on eligible countries can be found in the table on non-EU countries, as well as in 
the guidelines of each specific call for proposals. 
 
How can you apply? 
Organizations interested in applying for opportunities can find out more in the individual pages for: 
Culture sector opportunities; Audiovisual sector opportunities; The cross-sectoral strand. More 
detailed information on the application process and the results of previous calls are available on the 
website of the Education, Audiovisual, and Culture Executive Agency (EACEA). 
 

• SME's Instrument (Phase 1 and Phase 2)  
The European Union provides support to European small and 
medium-sized enterprises (SMEs). This is available in different forms 
such as grants, loans and, in some cases, guarantees. SMEs can 
also benefit from a series of non-financial assistance measures in 
the form of programmes and business support services. Following, 
are the schematically divided assistance schemes into the following 
four categories: 

 
1. Thematic funding opportunities: This funding is mostly thematic with specific objectives - 

environment, research, education - designed and implemented by various Departments of the 

European Commission. SMEs or other organisations can usually apply directly for the programmes, 

generally on condition that they present sustainable, value-added and trans-national projects. 

Depending on the programme, applicants can also include industrial groupings, business 
associations, business support providers and/or consultants. Co-funding is the general rule: the 
support of the European Union usually consists of subsidies which only cover part of the costs of a 
project. 
 
2. The Structural Funds: (European Regional Development Fund [ERDF] and European Social 
Fund 
[ESF]) are the largest Community funding instruments benefiting SMEs, through the different 
thematic programmes and community initiatives implemented in the regions. The beneficiaries of 
structural funds receive a direct contribution to finance their projects. Note that the programmes are 
managed and the projects selected at national and regional level. 

https://eacea.ec.europa.eu/homepage_en
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3. Financial instruments: Most of the financial instruments are only available indirectly, via national 
financial intermediaries. Many of them are managed by the European Investment Fund. 
 
4. Support for the internationalisation of SMEs: These generally consist of assistance to 
intermediary organisations and/or public authorities in the field of internationalisation, in order to help 
SMEs to access markets outside the EU. 
 
SME Instrument – how it works 
This financing supporting programme oriented to small and medium enterprises may result very 
effective for start-ups too. It is perfect to develop and scale up an innovative business idea. Besides 
that, an entrepreneur can make use of business development resources and coaching to drive 
his/her company forward. The SME Instrument is now part of the European Innovation Council (EIC) 
pilot that supports top-class innovators, entrepreneurs, small companies and scientists with funding 
opportunities and acceleration services. The main focus of the EIC pilot is on radical, market-creating 
innovations to improve productivity and international competitiveness and generate new jobs and 
higher standards of living. 
 
Who should apply? 
The SME Instrument addresses small and medium-sized enterprises (SMEs) with a radically new 
idea underpinned by a business plan for rolling out marketable innovation solutions and with 
ambitions to scale up. It supports high-risk, high-potential SMEs to designed for For-profit SMEs, 
including young companies and start-ups, from any sector. You must be established in an EU 
Member State or a Horizon 2020 associated country. 
 
Competition is tough, only the most convincing and excellent proposals get funded after a thorough  
evaluation by multinational panels of technology, business and finance experts. Selected companies 
receive funding and are offered business coaching to scale up their innovation idea, and can also 
receive mentoring. They are helped in networking with other EIC SME Instrument clients, with other 
companies of all sizes, and with potential co-investors and follow-up investors across Europe. Until 
2020 around 4000 small companies will be selected for funding. As an SME Instrument client, you 
will gain visibility and boost your chances of success in European and international markets. 
 
What support can you get? 
The SME Instrument provides full-cycle business innovation support. It has three phases, including 
a coaching and mentoring service. There are no set topics, innovative companies across the board 
are welcome to submit their bright ideas. Companies are recommended to apply for Phase 1 first, 
but may also apply directly for Phase 2 depending on the maturity of their project. 
 
Feasibility study - Phase 1 
Phase 1 helps you get a grip on the R&D, technical feasibility and commercial potential of a ground-
breaking, innovative idea and develop it into a credible business plan for scaling it up. Projects will 
receive a lump sum of €50.000 and should last around 6 months. 
 
From concept to market - Phase 2 
Phase 2 helps you develop your business concept further into a market-ready product, service or 
process aligned with your company’s growth strategy. Activities could, for example, include trials, 
prototyping, validation, demonstration and testing in real-world conditions, and market replication. If 
the activity concerns a primarily technological innovation, a Technology Readiness Level (TRL) of 6 
or above is envisaged. Projects will receive between € 0.5 and € 2.5 million but you can request a 
higher or lower amount, duly justified, when applying. Projects should normally take 12 to 24 months 
to complete, but could be longer in exceptional and well-justified cases. 
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How to apply? 
The SME Instrument is a continuously open call with 4 cut-offs per year for each phase. Proposals 
are evaluated by experts on the basis of three award criteria: “impact”, “excellence and quality” and 
“efficiency of implementation”. For Phase 1 proposals are evaluated remotely by independent 
experts. 
Proposals that pass the quality threshold of 13 out of 15 will be considered for funding to the extent 
of budget available. For Phase 2 applications are evaluated in two steps. In Step 1 proposals are 
evaluated remotely by independent experts. Proposals that pass the quality threshold rank the 
highest will be invited for Step 2 (approximately the double of proposals than the budget available 
will be invited for Step 2). The second step consists of panel interviews with a jury of experts in 
technology, business, finance and industry. 
 

• COSME  
COSME is the European Commission’s 
programme dedicated to the competitiveness of 
businesses. It aims to promote business and 
entrepreneurship in Europe, with particular 
reference to small and medium-sized enterprises 
(SMEs), which constitute the ‘’backbone’’ of the 
European economy and create 85% of all new 
jobs.  
The COSME programme contributes to the 

Europe 2020 objectives of smart, inclusive and sustainable growth, while optimizing synergies with 
other EU programmes, such as Horizon 2020 and the European Structural and Investment Funds. 
 
These objectives will be achieved: improving access to finance for SMEs, facilitating access to the 
market, particularly within the European Union but also at a global level, improving the framework 
conditions for business competitiveness and sustainability, in particular for SMEs, including the 
tourism sector, supporting entrepreneurs and promoting entrepreneurship. COSME has an indicative 
budget of 2.3 billion euros for the period 2014-2020. The programme is carried out through an annual 
work plan and support measures. The work programme for 2017 has a total budget of €292 million, 
of which 60% is allocated to financial instruments, and 20% to activities to facilitate business access 
to the market - the two main priorities of the programme. 
 
Eligible entities and partnership 
As already mentioned, the potential beneficiaries of the COSME programme are all the actors 
(physical and legal) orbiting within the enterprise: entrepreneurs, enterprises, aspiring 
entrepreneurs, start-ups and organizations supporting public and private enterprises, active at local, 
regional and national level. 
 
As for other programmes, it is appropriate to distinguish between two levels of beneficiaries: the 
bodies providing support to enterprises (the first beneficiaries of many of the calls launched through 
COSME) and the enterprises themselves, which benefit from the support provided. For example, for 
an SME or start-up it is important to know the financial support instruments (access to loans and 
equity) offered by COSME, but access to these instruments is mainly through the financial 
intermediaries present at local level, whose accreditation is subject to a specific call within COSME. 
There are, however, always within COSME, many calls for proposals aimed at the direct participation 
of SMEs and other smaller players in the area, for which it is appropriate to consult the individual 
calls. 
 
The formation of the partnership (and in particular of a transnational partnership) must be oriented 
towards the production of a ‘’European added value’’ functional to the type of specific action financed: 
depending on the case, the innovation of the idea, its market potential, the transferability of practices 
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to different sectors, countries and production processes, or even the ability of the project to influence 
the ‘’policies’’ for the company and the general business environment can be decisive. The calls for 
proposals are open to entities belonging to the EU area, to the EFTA/EEA area and (on the basis of 
specific agreements to be verified on a case-by-case basis) to candidate, potential candidate and 
neighbourhood countries. 
 
COSME Types of action and fields of action: 
The COSME Programme is structured into four main key actions, which are also its main areas of 
intervention: 
 
1) Access to finance. 
The first priority of COSME, in order of importance and volumes provided, is to facilitate access to 
finance for SMEs, at all stages of their life cycle, particularly at key moments of creation, start-up, 
expansion and transfer of business. The forms of support include access to guarantees, loans, risk 
capital and equity, channelled through financial institutions already present in the territory. 
 
Two main instruments are available to achieve this objective: 

− The Loan Guarantee Facility (LGF), through which the programme provides guarantees and 
counter guarantees to financial intermediaries (banks, leasing and guarantee companies, etc.) 
so that they can increase the volume of loans granted to SMEs, both in quantitative terms and 
in terms of the types of SMEs supported and the types of services provided to SMEs. In 
particular, the expected impact is on micro-enterprises (fewer than 10 employees), less secured 
enterprises and those with a higher ‘’perception of risk’’; (e.g. because they are young or 
innovative). 

 

− The Equity Facility for Growth (EFG), through which the programme provides risk capital to 
investment funds (mainly venture capital funds) primarily targeting small and medium-sized 
enterprises that are in the expansion and growth phase. Special attention is paid to internationally 
active SMEs. The choice of the SMEs benefiting from the investments will be made by the fund 
managers, who, in addition to operating on the basis of commercial criteria, will assess the 
growth potential of the companies. 

 
2) Market access. 
COSME helps companies to access EU and non-EU markets. In particular, the programme supports: 
The Enterprise Europe Network, a network of more than 600 offices in over 50 countries helping 
SMEs to find business and technology partners, understand European legislation and access EU 
funding; The Your Europe - Business portal and the Portal for the Internationalization of SMEs, 
providing practical information to entrepreneurs wishing to set up businesses (respectively) in 
another Member State or outside Europe; IPR helpdesks for SMEs, for intellectual property support, 
standards or public procurement with particular reference to South East Asia, China and Latin 
America; The EU-Japan Centre for Industrial Cooperation, which promotes all forms of industrial, 
commercial and investment cooperation between the two countries. 
 
3) Improving framework conditions for enterprises. 
This COSME priority provides for a number of lines of action, which may be the subject of specific 
calls for proposals: reducing the administrative and regulatory burden on businesses (in particular 
SMEs) by assessing the impact and developing legislation more suited to businesses and SMEs; 
creation of competitive industries with market potential, by supporting SMEs in adopting new 
business models and integrating them into ‘value chains’;; specific actions (complementing those 
carried out at national level) in areas with high growth potential (e.g. the tourism sector); development 
of high-level clusters and their internationalization in the European Union, with a particular focus on 
cross-sectoral cooperation and emerging industries; digitalization of the business community and 
promotion of competence / leadership in the use of ICT. 
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4) Support for entrepreneurs and entrepreneurship. 
Within this priority, too, there are numerous lines of action, which could be the subject of specific 
calls for proposals: mobility and exchange initiatives, for research and dissemination of good 
practices; Pilot projects in areas such as entrepreneurship education, mentoring or development of 
guidance services for new and potential entrepreneurs (young people, women and seniors); 
Erasmus for Young Entrepreneurs: a cross-border exchange system aimed at helping new 
entrepreneurs – or aspiring entrepreneurs - to acquire the necessary skills to manage and expand 
a business, by assisting an experienced entrepreneur from another country for a period of one to six 
months; Supporting digital entrepreneurship and the &’digital transformation’ of European 
businesses, in order to fully understand and benefit from the opportunities offered by new key 
technologies. 
 
 

B.3 Sources of funding 

 

Market-Based Financing  
With market-based finance, we include financial sources other 

than banks. In this paragraph are outlined funding opportunities 

that come from other sources, such as investments, crowdfunding 

and business accelerators. 

• Business Angels  
A Business Angel, or an Angel Investor, is a person, business or group that provides financial source 
for small start-ups or entrepreneurs. The capital they provide can be a one-time injection of seed 
money or ongoing support to carry the company through difficult times. 
A business angel investor uses their personal disposable finance and business or professional 
experience to invest in the growth of a small business, generally in start-ups or early stage. Angel 
investors can make investments on their own or as part of a syndicate. These kinds of investors 
wanting exchange for an equity ownership interest. 
 
The typical angel investment varies from 25.000 euros to 100.000 euros per company, but it can be 
even higher. They particularly care about the following aspects: the quality of the business or idea, 
people’s passion, integrity of the founders. 
 
If you can participate in this kind of financial source, you must do a clearly thought out business plan 
and any early evidence of the project. They are interested in technology or intellectual property. 
Angel investors give more favourable terms than other lenders and they are focused on helping the 
business succeed rather than reaping a huge profit from their investment. Two networks that collect 
Business Angels across Europe are: Business Angels Europe and European Business Angels 
Network. On both websites you can find a repository of their members. 
 

• Venture Capitals 
Venture capital (VC) firms investing other people`s money in your idea. These types of investors 
typically want to take 20 to 30 percent of your company and they are going to join your board and 
try and steer you toward the most massive potential exit possible which you might not want to do so 
you have to think hard before taking that money. VC companies are private organizations that 
accumulate capital to purchase equity positions in young businesses with potential to grow in long 
term and develop in a profitable enterprise. 
 
A VC investor may be an entity such as a fund or a traditional enterprise. Their main activity is 
investment in other businesses. Venture capital investors are interested in any potential profitable 
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business opportunity, so, they are accustomed to identifying such opportunities, assessing them and 
negotiating with entrepreneurs the terms under which the investors will obtain high returns. 
VC investors use the advantage of a low value of a company in which they invest. This allows them 
toobtain profits by selling their stake when the company’s value is much higher. So, the VC investors’ 
goal is to invest, divest and gain profitability. By investing in a start-up company, the investor 
becomes an additional shareholder of this company (with minority or majority holding). When 
divesting, the investor will have to sell his stake. Typically, the VC investor’s participation lasts from 
three to seven years. 
 
Besides purely financial VC investors, there are industrial partners that may result also important for 
a start-up company. Both are strategic partners but their interests and roles are different. For 
example, if a start-up develops a particular technological solution for a large industrial company in 
telecommunication industry, this large company may show interest in having a stake in a start-up 
since this new business is closely related to their main activity. What partner is better? It is difficult 
to generalize since each start-up has its own specificity, needs, future projections and so on. Besides 
that, it is important to bear in mind the different legislation adopted in different countries. 
 
Financial VC investors are interested in selling their stake after a certain time, but industrial partners 
do not fix the time limit, so, their participation in a company shareholding may be unlimited. Their 
goal is different from a mere complying with a business plan since this partnership is seen as a 
strategic decision that contributes to a global strategy of the large enterprise (it improves its position 
in the market mainly). But it does not mean that industrial investors will not pay attention to the 
business plan of a start-up and will not be committed to that this company will acquire a high value. 
For any type of VC investor, it is important that the original founders of a start-up company maintain 
their participation in it and be independent, autonomous and responsible for the business project. 
VC investors may impose certain conditions to guarantee a proper management. Usually it is done 
by requiring the company to implement certain mechanisms of control that will also provide a detailed 
analysis of the reality, what helps in decision making. It highlights again the roles of partners that 
exist between VC investors and the company’s founders. 
 
A successful association representing the private equity industry is Invest Europe. It contributes to 
policy affecting private capital investment in Europe, providing information on its members’; role. 
Its Platform structure include Limited Partner, Venture Capital, Mid-Market and Large Buyout. 
On Invest Europe’s website, it is possible to find the list of the investors who are member of the 
association. Look at this link in order to find out which members Invest Europe includes. 
 

• Crowdfunding  
This is an effective fast-growing method of raising capital that taps the power of social networking 
and allows entrepreneurs to post their elevator pitches and proposed investment terms on 
specialized web sites and raise money from many ordinary people who are not accredited investors 
and who invest little amounts of money online. Crowdfunding investors can include brand followers 
and even customers and other profile of people who wish to support the business idea. 
 
It is typically used to raise funds for social causes or support cultural expressions, but it is also very 
helpful for new ventures because the “investors” find that the business idea has financial value for 
them or the project has social attractiveness. The contribution from people investing in the business 
is considered as donation and not investment in a strict sense of the word. A website platform for 
funds raising is very relevant in crowdfunding since it allows investors and companies meet and 
interact. The companies that benefit from crowdfunding should foresee any type of reward or returns 
for contributors, something that they might be interested in: discounts, preferential booking, products 
or services for free (with determined amount or quantity), free download, cash and so on. 
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In Europe, the European Crowdfunding Network (ECN) is a professional network that executes 
initiatives aimed at innovating, representing, promoting and protecting the European crowdfunding 
industry. It aims at facilitating the interaction between the members and key participants in the 
industry. It can be a useful tool to find crowdfunding platforms in order to fund a project. To see which 
platforms the network includes, look at this link. 
A successful crowdfunding platform is Crowd cube, which is recognized as UK’s biggest 
crowdfunding site in 2018. In the USA this finance source has recently generated contributions 
valued at 16 trillion US dollars. 
 

• Startups accelerators 
Many regions, communities and universities establish accelerator programmes that offer a small 
seed capital and additional support for start-up companies. Accelerators, through intensive business 
and personal development programmes, help entrepreneurs moving from the initial business idea to 
a strong model on which they can build their new venture. This turns to be very effective to attract 
investors for further development. 
 
Accelerators usually use a structured programme that lasts for a maximum of one year and is offered 
for a limited number of entrepreneurs who prove to be committed to the idea and who present a 
viable business idea (the most promising whose business ideas are worth investing in). Besides 
space where to work, entrepreneur have access to mentors who guide them in their business design. 
By the end of the term the entrepreneurs present their pitches (a so-called “demo day”) to the 
investors and venture capitalists with the idea to raise first funding. 
 
An important initiative launched by the European Commission is Startup Europe, a meeting point for 
startups in Europe to help them to access the information they need to grow. It connects startups, 
investors, accelerators and other stakeholders in order to create a local ecosystem and support it. 
 
Another successful network of around 150 business and innovation centres and 70 other 
organizations is EBN innovation network. It aims at supporting the development and growth of 
entrepreneurs, start-ups and SMEs. Moreover, it gathers a community of professionals that helps 
these businesses to grow in the most effective, efficient and sustainable way. 
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SECTION (C) Legal and administrative procedures to found 
and run a company 

C.1 Basic legal and administrative rules in Italy  

There are several ways to open a company in Italy. In 

Italy the most common form of an enterprise is the Small 

and Medium enterprise or SME (PMI).These are 

companies in partnership with other entrepreneurs, 

small businesses that only operate in a part of the chain 

or cooperate with other companies for  production and 

trade of a finished product or a service. The most 

widespread legal forms of SME are: 

− Spa: Incorporated Spa – Joint stock company 

− Srl: Limited liability company 

− Srls: Simplifield limited liability company 

− Sapa: Company limited by shares 

− Snc: General partnership 

− Sas: Limited partnership 

− European Cooperative Society 

− Business individual company 

 

• How to start a company or a sole proprietorship in Italy  
If you want to start a company/sole proprietorship in Italy, you have to: 

- Register your business in the Business Register at the Chamber of Commerce. The date of 

registration is not necessarily the same as the business start date, which can be postponed. 

- Notify the Economic and Administrative Index (REA) at the Chamber of Commerce of the 

business start date. The notification must be made via the ComUnica website within thirty 

days of the start date. 

- Get information on the requirements to start a business (available only in Italian). 

- If you need authorization of the municipality before starting your business, you have to 

contact the Productive Activity One-Stop Desk, (SUAP, i.e. Sportello Unico Attività 

- Produttive), the  online desk where one applies for all the licenses and permits required by 

the law. 

- Apply for a certified email. 

 

• Things to do 
As required by the Civil Code, the Business Register contains relevant information on companies 

and sole proprietorships that carry out agricultural, commercial or productive activities. It provides 

basic data such as business names, statutes, boards and headquarters; and records key events 

such as changes to statutes, names, or management; insolvency proceedings; and openings of new 

branches. It’s an exhaustive database to analyse and understand the trends of local economies in 

any province of Italy. 

The Economic and Administrative Index (REA) is a public register that contains economic, 

administrative and statistic data on all the businesses registered in the Italian Business Register, i.e. 

annual turnovers, business start dates, business temporary closures exceeding 30 days and 
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openings of new branches. You are required to sign any registration or change 

request concerning your company/sole proprietorship by a digital signature device. 

• What are the main company registration procedure 
In order to register a company in Italy, several steps must be followed and they generally refer to 

the registration with the local authorities, notarizing the company’s documents with a local public 

notary, as well as registering for taxation matters. When opening a business in Italy, the investors 

should also take into consideration the following: 

- draft the company’s memorandum and articles of association and notarize them at a public 

notary in Italy; 

- deposit all the required documents with the Register of Enterprises in Italy; 

- buy corporate books and accounting books, as specified by the Article 2478 of the Italian 

Civil Code; 

- when hiring employees in Italy, it is necessary to register them with the Labour Office and to 

notify the institution each time when a new employee is hired (the notification has to be 

sent one day prior to starting the employment contract).  

 

• Taxation for companies in Italy 
As a general rule, a company is liable to taxation in Italy provided that it was set up in this country 

or if it carries its business operations here through a permanent establishment.  

A business is liable to corporate tax, capital gains tax, dividend tax and withholding taxes applicable 

to royalties, interest and others. At the same time, it is liable for taxation on the income of the 

company’s employees, and thus, it needs to register for social security. 

Investors must also know that mergers and acquisitions are also imposed with a substitutive tax on 

reorganization, applicable in specific conditions. 

• How to open a new business if you are not a EU-citizen 
Non-EU citizens who want to start a business such as a sole proprietorship, or to become partners 

of a new general partnership, managers of a new limited company, legal representatives of a foreign 

company or managers of an existing company, must meet the following conditions: 

− if they settle abroad: they must check the existing conditions of reciprocity; 

− if they settle in Italy (already resident or intending to move to Italy); 

− they must check the conditions of reciprocity and get a valid residence permit issued for self-

employed, employees and other workers waiting for employment, family reasons, 

humanitarian reasons or political asylum; 

− or, alternatively, they must  get a residence and employment permit, in accordance 

with Leg.Decree 40/2014 (available only in Italian).Non-EU citizens having a long-term 

residence permit can carry out any economic activity in Italy(Leg. Decree 3/2007). 

The principle of reciprocity implies that, in the foreign citizen’s home country, an Italian citizen 

is granted the same rights as the foreign citizen is applying for. Reciprocity conditions can be verified 

by anyone at the Italian embassy in the home country and must be checked, in particular, by the 

public official/public body receiving the request (i.e. the notary, when a company is set up, the 

Chamber of commerce, when a manager is appointed, etc.). 

Once all the necessary conditions have been met, the company/sole proprietorship must be 

registered in the Italian Business Register within 30 days of the business start date. The following 

documents are requested: 
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- citizens with a valid residence permit (or with an EU permit for long-term residence) must 

submit a photocopy of the permit; 

- citizens waiting for a residence permit to be issued must submit the receipt of the registered 

letter, sent to Centro Servizi Amministrativi of Rome via Poste Italiane when they applied for 

the permit, and a photocopy of the passport with a valid type “D” visa; 

- citizens waiting for a residence permit to be renewed must submit a photocopy of the expired 

permit and the receipt of the registered letter, sent to Centro Servizi Amministrativi of Rome via 

Poste Italiane when they applied for the renewal. While the residence permit is being issued or 

renewed, citizens are given a temporary receipt with the following note:’ A residence permit has 

been requested and not issued/renewed yet’. 

C.2 Basic legal and administrative rules in Belgium     

Belgium is considered a good place to start up a 

business and it has a strong entrepreneurial culture, 

especially in Brussels and some of the bigger cities. 

According to EU statistics, there are over620,000 

active businesses in Belgium.T he majority of these 

are small or medium-sized enterprises (SME) which 

generate around 62.4% of value to the Belgian 

economy. There are many Belgian businesses 

owned by foreigners, with foreign-owned firms 

accounting for around 28% of value in the private 

sector. Companies are typically flat in organizational 

structure, with fewer levels of middle management. 

In order to set up your own professional business in Belgium, your first step will involve choosing the 

legal structure best suited to your project. There are two ways to structure your independent 

business: 

− working as a self-employed person (self-employed natural person) 

− setting up a company (legal entity) 

Both options provide benefits and drawbacks, and your choice will have important consequences on 

the life of your business: 

- Public limited company (SA) is a company in which at least two shareholders are willing to 

invest; 

- Private limited liability company (SPRL) is formed by one or more persons who are bound 

only by their investment. The rights of the shareholders may only be assigned under certain 

conditions. This form of company can be established by a single natural person; 

- Starter private limited liability company (SPRL-S): is reserved for natural persons who do 

not always have sufficient financial resources to set up their own company. The purpose of 

this form is to encourage the creation of new businesses while protecting the entrepreneur ’s 

private and family property from commercial risks; 

- Limited or unlimited liability cooperative company (SCRL or SCRI): the cooperative  

company is a company whose members work on common objectives and share common 

values. It is a specific form of commercial company characterized by a variable number of 

partners and capital; 
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- General partnership (SNC): is a company formed by partners who are jointly and severally 

liable. Its purpose is to carry on a civil or commercial activity under a corporate name. All 

decisions must be taken unanimously; 

- Limited partnership (SCS) has active and passive partners. The working partners manage 

the company. Sponsors are funders but have no say in the management; 

- Limited partnership by shares (SCA): is a company formed by one or more jointly and 

severally liable partners, called managing partners, and one or more limited partners who 

contribute a specific investment. 

- Non-profit organization Association (ASBL) is an non for profit association is a group of 

natural persons or legal entities with a selfless purpose. The ASBL comprises at least three 

people. 

When you have made your choice, you can take the first steps in setting up your company: 

− to establish the constituent act 

− file the deed of incorporation 

− register the memorandum of association 

The first formality is to establish, in writing, the memorandum of incorporation of your company. This 

includes the company’s articles of association, which include all its characteristics (name, the legal 

form of the company, the address where the head office is located, the duration of the company: 

fixed or indefinite duration, purpose, where applicable the amount of capital, the company’s shares) 

and its operating procedures. To establish the memorandum of association, you need the following 

documents: 

- a financial plan, which justifies the amount of capital or initial equity of the company in 

formation and gives an estimate of expected needs and revenues; 

- in the case of a cash contribution: proof that a special account has been opened in the name 

of the company being set up (bank certificate); 

- in the event of a contribution in kind (building, equipment, etc.): a report from an auditor. 

You must then file the deed of incorporation with the clerk of the court of the company where your 

company has its registered office. This filing must be made within 30 days of the establishment of 

the memorandum of association. 

Depending on the type of company, this deed may take the form of: 

− an authentic deed via a notary public (directory of notaries in Belgium): If you choose one of 

the most common legal forms (SRL, SA, SC), you must go to a notary to draw up the company’s 

memorandum of association. The cost varies according to the complexity of the act. The 

agreements thus concluded acquire value and legal certainty. The signatories of these acts may 

avail themselves of this security among themselves and with regard to any person outside this 

agreement. 

− a private deed: If you opt for one of the other forms of company (SNC, SComm), a private deed 

is sufficient. It is a written agreement, drawn up by the parties themselves or by a third party. 

The Articles of Association can be filed with the Court Office of a Commercial Court: 

− Online (for companies set up as a SCS, SNC, SCRI, SAGRI and GIE) with eIDAuthentication 

− by physically filing the documents with the Court Office of a Commercial Court: 

− via a one-stop shop (fr) 

Following this filing, the clerk enters the company’s identification data into the Crossroads Bank for 

Enterprises. This assigns a business number to your company. The Registrar shall also ensure the 



 

 

29 

 

publication of the constituent act by extract in the annexes to the Belgian Official Gazette. The 

memorandum of incorporation of a company must be registered in one of the registrars of theFPS 

Finance (Administration du Cadastre, de l’Enregistrement et des Domaines). 

Employing staff when starting a business in Belgium 
Companies that employ staff in Belgium need to complete a few administrative steps relating to tax 
and social security legislation. These include: 

- registering as an employer with the Belgian National Social Security Office (ONSS) 

- making an electronic declaration of employment (DIMONA) 

- making a quarterly multifunctional declaration to the ONSS which deals with the benefits 

and remunerations of employees 

Once employing staff, you will need to adhere to Belgian labour laws and employment legislation. 

This includes: 

− not exceeding the legal working week of 38 hours for all employees 

− offering a minimum of 20 days annual leave for full-time staff 

− following guidelines on worker safety and well-being 

− paying the Belgian minimum wage 

− offering social benefits such as unemployment and incapacity allowance 

 

All businesses in Belgium need to keep accurate and detailed accounts for tax purposes. These 

need to be kept for seven years after the tax period to which they correspond. Accounting obligations 

depend on your type of business: 

− Small and medium-sized enterprises – need to keep a full set of accounts using the 

double-entry principle and can opt to submit their accounts in abbreviated form 

− Large businesses – need to submit their annual accounts in full keeping good business 

accounts means keeping track of income and expenses as well as issuing invoices for goods 

and services according to guidelines. 

A Belgian invoice should include: 

− Company information (legal name, VAT number, address, etc.) 

− Customer information, if they are another company 

− Invoice information (invoice number, date, payment deadline) 

− Product or service information (description, unit price, total amount, VAT rate, etc.) 

 

Sources: 

− Belgian official website on Business Information 

− Belgian Official website 

− Service public fédéral Justice 

− FRNB 

 

C.3 Basic legal and administrative rules in Slovenia 

    

There are many different ways of setting up a company and there 

are many factors that influence the choice of company form.  

According to the Slovenian Entrepreneurship Portal 

MladiPodjetnik, the most frequent forms of companies in Slovenia 

are private entrepreneur and limited liability company. 

https://mladipodjetnik.si/
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In recent years registration of company has been simplified while registration costs are covered by 

the state. Once all data are collected a company must be registered at VEM spot. You can do it in 

person at VEM spot or online through e-VEM spot (VEM Spot is information point where you can get 

information and advice about registration process of a company). 

Some common types of corporate entities in Slovenia 

I. PRIVATE ENTREPRENEUR  

 

If you want to work as private entrepreneur, you first need to register your company. You can do this 

by the following steps: 

 

First, you need to FILL IN the application for REGISTRATION IN  AJPES business register. You do 

this through by filling in a special form in electronic or paper form.  

To register the company you need to prepare some data such as:  

- the proposed date of entry, which is later than the date of filing the application for registration 

and is not longer than three months from the date of filing the application for registration; 

- company name and headquarters information;  

- the information about the abbreviated name of company;  

- the information about the entrepreneur: name and surname, personal registration number, 

residence, tax number; 

- information about the agent: name and surname, personal registration, residence, tax 

number; 

- the activities that you will perform;  

Within 8 days of entering the Business Register of Slovenia, the entrepreneur must inform the tax 

office (Tax Administration of the Republic of Slovenia). 

You need to give them the following information: 

- the number and location of your business premises used for performing activities and obtaining 
revenues;  

- the information about business units at home and abroad; 

- capital investment at home and abroad; account numbers abroad; related party; the person leading 

the books. 

II. LIMITED LIABILITY COMPANY is the most frequent form of company in Slovenia as well as 

worldwide. It can be created by one or several legal and natural entities.  

According to the definition from online business dictionary Limited Liability Company (LLC) is a type 

of business that combines traits of both a sole-proprietorship and a corporation (…) As the LLC is 

not considered a separate entity, the company does not pay taxes or take on losses. Instead, this is 

done by the owners as they have to report the business profits, or losses, on their personal income 

tax returns. However, just like corporations, members of an LLC are protected from personal 

liabilities, thus the name Limited Liability. 

To register such company in Slovenia the applicant must: 

− submit the original or a certified copy of the contract;  

− submit a list of company members and an indication of the inputs they have taken;  

http://www.businessdictionary.com/article/39/what-is-a-limited-liability-company-llc/
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− submit a report on in kind contributions;  

− submit a bank’s confirmation of the deposit of cash contributions with a statement from the 

bank that the company can freely dispose of funds; 

− submit a report of the certified auditor on the value of non-cash contributions. 

If only one person is establishing the company, the person accepts the founding act, which does not 

need to be in the form of a notarial record. The founding act may also be on a special form in written 

or electronic form. 

III. PUBLIC LIMITED LIABILITY COMPANY  

A public limited liability company may be established by one or more natural or legal persons who 

adopt a statute, which must be made in the form of a notarial record. 

Public limited liability company is a company whose securities are traded on a stock exchange and 

can be bought and sold by anyone. Public companies are strictly regulated, and are required by law 

to publish their complete and true financial position so that investors can determine the true worth of 

its stock (shares). Also called publicly held company. Public limited company and its abbreviation 

Plc are commonly used in the UK in the way that corporation and Inc. is used in the United States. 

Source: http://www.businessdictionary.com/definition/public-limited-company.html 

 

C.4 Basic legal and administrative rules in Spain      

The first step the owner has to make is to register the 

name of the company in the town hall, bearing in mind 

that it has to be unique. If the new owner receives a 

certificate negating the name it is because another 

enterprise has the name. 

Entrepreneurs have to decide which type of business 

they want to create. The most typical ones are Sole 

Trader/Sole Proprietor (Empresario Individual or 

Autónomo); Partnership (Sociedad Civil); Limited 

Liability Company (Sociedad Limitada/SL or Sociedad 

de Responsabilidad Limitada/SRL); Public Limited 

Company (SociedadAnonima /SA); New Enterprise Limited Company (Sociedad Limitada Nueva 

Empresa/SLNE); and Co-ownership (Comunidad de Bienes/CB). This will be decidedaccording to 

different factors such as the members of the company, the money invested in the company and the 

exterior responsibilities. They will condition the formation of the enterprise adapting the steps the 

entrepreneur has to do. However, there are online resources such as www.paeelectronico.es or 

www.eugo.es that allow a smooth process of the creation. 

Regarding bureaucracy, when registering the new company name, the owner/s receive an 

alphanumeric code, along with a Tax identification number needed for its identification. 

There are two deeds, the first one is a public deed, which sets out the contract for the constitution of 

a company and must be signed by the founding partners and the second one is a notarial deed, in 

which the Notary carries out the verification of facts. 

Regarding taxes and registrations, there is a tax on transfers of assets, corporate operations, and 

documented legal acts and there are an inscription of a company in the Mercantile Register that 

http://www.businessdictionary.com/definition/public-limited-company.html
http://www.paeelectronico.es/es-ES/CreaEmpresa/Paginas/crea-tu-empresa.aspx
http://www.eugo.es/vuds_Home/vuds_ComoIniciarTuNegocio.html
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produces its full legal capacity and an inscription in special registers by the special mercantile 

societies. 

Some formalities are needed to start the business, such as the registration in the Census of 

entrepreneurs, professionals and withholders and the Tax on Economic Activities, which are signed 

in the AEAT and explained in these websites: 

− Spanish official website on Census of Entrepreneurs 

− Spanish official website on Taxes on Economic Activities 

There are two registrations: the registration in the special regime for self-employed workers (RETA) 

regulates the Social Security contribution of self-employed and the registration of partners and 

administrators in the Social Security regimes. 

The owner is also in charge of different legalisations and registrations. Among the legislations there 

are the procurement and legalisation of the guestbook Companies (Libro de visitas), the legislation 

of the Journal (Legalización del libro de actas) and the legislation of the Minute Book (Libro de 

Actas). Among the registers, there are the Members’ Register (Registro de socios), the Register of 

registered shares (Registro de acciones nominativas) and the Register of contracts between the sole 

shareholder andthe company (Registro de contratos entre el accionista único y la sociedad). The 

owner also has to keep the Inventory and Annual Accounts Book (Libro de inventarios ycuentas 

anuales) and procure an electronic certificate that makes it possible to signelectronic documents 

(obtención de un certificado electrónico).  

For more information:www.ipyme.org 

Depending of the activity of each enterprise, the owner has to procure an activity license or an 

inscription in other official registers. If the entrepreneur wants to hire workers, he has to register the 

enterprise with his workers; affiliate and include them in the Social Security register; register their 

working contracts and communicate them when they have to start working as well as their vacancies 

by providing them the work calendar. Finally, there is the possibility for the entrepreneur to register 

the distinctive signs of the enterprise to be distinguished by imitators and competitors. 

C.5 Basic legal and administrative rules in 

Greece      

How can you create a new business in Greece? 

That depends on the legal form of the business. Some 

of the forms that your company can have are: 

• Sole proprietorship: a type of company that is 

owned and run by one person. 

• Limited company: a private company whose 

owners are responsible for its debts only to the extent of the amount of the money they 

invested. 

• General partnership: a business arrangement where two or more individuals agree to share 

all assets, profits, and financial and legal responsibilities. 

• Limited partnership: a partnership consisting of a partner who manages the business and 

has unlimited personal responsibility for the debts and obligations and another partner who 

has limited responsibility but cannot participate in management. 

http://www.ipyme.org/
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• Limited liability company: a type of company that allows the owners to avoid personal 

responsibility for the company's debts and obligations 

Keep in mind that for some occupations you might need a professional license to start a business. 

For example, if you wish to start a technical company, a hair salon, a tourist office you need a 

professional license. In order to get the license, you will have to contact the relevant department of 

the Prefecture.  

Additionally, depending on the type of your business activities you may need to get a special permit 

to operate. Types of business activities that need this permit are activities that have to do with food, 

alcohol, drugs, chemicals, fertilisers, etc. 

After you decide on the legal form of the company and the location of the headquarters you will 

have to register your business at the Chamber of Commerce your area. At the website of the Union 

Of Hellenic Chambers Of Commerce you can find the list of Chambers of Commerce in Greece as 

well as the relevant registration form. The Chamber will tell you what you need to do based on the 

type of your business.  

Lastly, you will have to apply for a VAT identification number at the local tax authority.  

For more information you can visit the government’s portal Ermis that provides information and 

electronic services to businesses and citizens.  
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C.6 An overview on Europe 

 

One of the top priorities of the EU Commission is to 

reduce the burden of administrative procedures and 

encourage more people to become entrepreneurs, 

create new jobs, and improve Europe’s economic 

performance. In particular, the EU Commission have 

taken several initiatives aiming at simplifying the 

administrative procedures: 

− Start-up procedures have been taken up by the 2006 Council. 

https://www.uhc.gr/en/
https://www.uhc.gr/en/
http://www.ermis.gov.gr/portal/page/portal/ermis/
https://europa.eu/youreurope/business/running-business/start-ups/starting-business/greece/index_en.htm
https://europa.eu/youreurope/business/running-business/start-ups/starting-business/greece/index_en.htm
https://www.supportbusiness.gr/financial/companies-legalforms/81-systash-neas-epixeirhsh
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https://www.career.tuc.gr/fileadmin/users_data/career/oldsite/downloads/newstart.pdf
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− In 2007, a dedicated expert group of start-up coordinators was established to monitor the 

progress made by EU countries in simplifying start-up procedures. Start-up procedures are 

also discussed by national SME envoys. 

− The small business act (2008) invites EU countries to simplify and reduce the administrative 

burden on businesses and to improve the quality of legislation. 

− The May 2011 competitiveness council asked EU countries to reduce the start-uptime for 

new enterprises to 3 days and the cost to €100 by 2012. 

− The Commission’s main role is to follow up on developments in EU countries, monitor them, 

publish results, and help exchange best practices. 

− The entrepreneurship action plan adopted in January 2013 promotes digital and webstart-

ups. 

− Progress report on start-up procedures in 2018 

− Country by country assessment overview table 2018 

European company law is partially codified in Directive (EU) 2017/1132 relating to certain aspects, 

and Member States continue to operate separate company acts, which are amended from time to 

time to comply with EU directives and regulations. The ongoing efforts for establishing a modern and 

efficient company law and corporate governance framework for European undertakings, investors 

and employees aim to improve the business environment in the EU. 

Article 49, second subparagraph TFEU guarantees the right to take up and pursue activities in a 

self-employed capacity and to set up and manage undertakings, in particular companies or firms 

(2.1.4). 

The purpose of EU rules in this area is to enable businesses to be set up anywhere in the EU 

enjoying the freedom of movement of persons, services and capital (2.1.3), to provide protection for 

shareholders and other parties with a particular interest in companies, to make businesses more 

competitive and to encourage businesses to cooperate over borders(2.1.5). 

Although there is no codified European company law as such, harmonization of the national rules 

on company law has created some minimum standards and covers areas such as the protection of 

interests of shareholders and their rights, rules on takeover bids for public limited companies, branch 

disclosure, mergers and divisions, minimum rules for single-member private limited liability 

companies, financial reporting and accounting, easier and faster access to information on 

companies, and certain disclosure requirements for companies. 

The requirements vary depending on the country. However, the EU encourages all countries to 

meet certain targets for helping to set up new companies, including: 

− setting up in no more than 3 working days 

− costing less than EUR 100 

− completing all procedures through a single administrative body 

− completing all registration formalities online 

− registering a company in another EU country online (through the national contact points) 

There are a number of European legal entities which apply throughout the EU and coexist with the 

national ones: 

1. The European Company (SE): Several options are made available to undertakings of at least two 

Member States which wish to set themselves up as an SE: merger, establishment of a holding 

company, formation of a subsidiary, or conversion into an SE. The SE must take the form of a 
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company with share capital. In order to ensure that such companies are of reasonable size, a 

minimum amount of capital is set, i.e. not less than EUR 120 000. 

2. The European Cooperative Society (SCE) enables a cooperative to be established by persons 

resident in different Member States or by legal entities established under the laws of different 

Member States. With a minimum capital of EUR 30 000, these new SCEs can operate throughout 

the single market with a single legal personality, set of rules and structure. 

3. European Economic Interest Grouping (EEIG) which is endowed with legal capacity, enables a 

company in one Member State to cooperate in a joint venture (for example, to facilitate or develop 

the economic activities of its members, but not to make profits for itself) with companies or natural 

persons in other Member States, the profits being shared between the members. 

4. Single-member private limited liability company (SUP) 

Moreover, the EU Commission provides support and information to entrepreneurs and SMEs 

through: 

− the Your Europe Business Portal is a practical guide to doing business in Europe. It provides 

entrepreneurs with information and interactive services that help the mexp and their 

business abroad; 

− the Enterprise Europe Network helps SMEs and entrepreneurs access market information, 

overcome legal obstacles, and find potential business partners across Europe; 

− the SME Internationalisation support page provides information on foreign markets and 

helps European business internationalize their activities; 

− the single portal on Access to Finance helps SMEs find finance supported by the EU. 

− Informal learning and formal education 

− Erasmus for Young Entrepreneurs Programme which is a cross-border programme 

facilitating the exchange of entrepreneurial and management experience.  
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SECTION (D) Hints and tips on crucial linguistic, 
entrepreneurial and digital skills 

 

D.1 DIGITAL SKILLS  

What are they? 

Can you imagine that from tomorrow one there is not 

internet? You cannot send an email to a business 

partner, you cannot check the morning news online, 

you cannot watch videos on YouTube and you 

cannot check your Facebook profile. To pay your 

bills you need to go to your bank and wait in a long 

queue. To inform your customers about the new 

product you are about to introduce there is no social 

media and company website to help you advertise it 

so you need to deal with traditional ways of 

marketing. Luckily, the Internet is still there and 

digital skills are vital for the success of any company 

in the 21th century. Whether you email your business partner, publish a piece of news about your 

new product on your website, pay your bills or develop a new product/service you will need a whole 

range of different digital skills. In this section, we have tried to collect some tips to help you navigate 

between different fields of digital skills and make good digital decisions. 

II. How to find online and open resources     
When preparing a seminar paper, doing a desktop research, or simply searching for data about a 
specific topic, you might feel a bit intimidated by the endless information that the Internet offers you. 
Luckily, there are many options for finding quality, open access materials which can be used for 
study and/or research purposes. For example, you can visit a wide range of open access journals, 
repositories or books available online. 
You can start with Wikipedia: it includes a wealth of information and it gives you a good overview of 
most topics. 
Move on to Google: enter the main keywords related with the topic you are searching. Start with a 
general search using these keywords.  
Go Multimedia: Not only text is available online! Look for multimedia content (videos, audios, etc.). 
Go for Open Educational Resources: There are tons of free courses and a vast amount of organized 
information on any subject. Using Open Educational Resources (OER) can save you both time and 
effort, while helping improve education globally. OERs are freely accessible, openly licensed text, 
media, and other digital assets that are useful for teaching, learning, and assessing as well as or 
research purposes. Especially in developing countries, where many students cannot even afford 
books and the access to classrooms is limited, OERs are considered more and more important. 
Look for Tutorials: They will certainly help you on how to do it through step-by-step instructions. 
Use Tools available to you: There are plenty of tools that can help you make your online research 
easily. Those tools have special features and can act as research assistants! 
Specialized Websites: There are online libraries for a wide variety of subjects. Everything has its 
own dedicated resource library somewhere on the Web! 
 

III. How to create your own brand identity   
Before you start creating your brand identity, it is vital to follow some crucial steps: 
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- Do a market research, identify and analyse your competitors. 
- Think precisely about what/who your company stands for and define the core values of your 
company. This will help distinguish your company from your competitors. 
- Define your customer needs and define your main goals. 
- When selecting the name for your business choose one that cannot be mistaken or confused with 
the name of another company and is not too long or hard to spell. 
- When creating the logo and slogan think about your company’s values, your mission and goals. 
When developing the logo, try to create the logo that is simple, easy to remember, unique and 
timeless. This way it will be better understood among your target group(s). Make sure high quality 
design is used for creating the logo. 
- Choose a social media platform(s) that is the most appropriate for your brand. 
- When advertising your brand on social media, pay attention to the following: the language you use, 
the style of photographs you use, the frequency of updates (regular communication with your target 
group(s)). 
- Use you branding for different aspects of your business and evolve it as it grows. 
 

IV. Work online! Online banking and freelancing 
You might be a long-term user of online banking or you may still rely on traditional banking. 
In each case, it is important to be aware of pitfalls and manage your online banking account 
responsibly. 
- If you decided to set up an online bank account, check with your bank website if they provide online 
access to your bank account. Remember to get well informed about advantages and disadvantages 
of online bank accounts. 
- When using your online bank account for the first time, you might need some help. 
Ask a person you can really trust to help you. 
Once you have your bank account installed on your digital device(s) and you start using it, it is wise 
to follow the following tips: 

- avoid using public Wi-Fi 
- do not share your bank account details with anyone 
- always log out when you stop using the account 
- do not respond to persons sending you emails or calling you asking about security 
Information 
- check your account regularly and keep your operating system and anti-virus up to Date. If 

you have entered the business world as a freelances it is important to make sure you are well 
informed about you financial obligations (self-employment tax). You might want to make a list of 
advantages and disadvantages as well. 
 

V. How to make your business visible online (online personal accounts and image and 
Marketing through Social Media) 

Today, it is practically impossible for a company not to have a website. A truly good website can 
have a huge impact on your business and increase your success chances considerably. 
On the other hand, a bad website can put your potential customers away and contribute to bad 
branding. We collected some tips for creating an efficient website that will help you boost your 
business. 
 

• Some tips for creating a website 
- One of the key words is usability. Therefore, respect some basic laws and create a website that is 
obvious and self-explanatory. 
- Managing user’s attention is another crucial thing. You shall not demand too much action from user 
(e.g. a long web form) since you do not want to lose their patience. If there is less action to be 
demanded from a user, the chances of a random user to actually try out your service are higher. It 
is good to remember that the less thinking is needed behind the scenes; the better is the user 
experience so it pays off to manage user’s attention. 
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- Regarding the language you use to communicate to your target groups, it is good to use short and 
concise sentences. Plain language is easy to understand and will not put the users off. Keep it simple 
and transparent and do not be afraid of white spaces since they help the user perceive the 
information on the screen. 
- Further, provide the user with a clear and consistent conceptual structure and do the most with the 
least amount of cues and visual elements. When communicating to your target groups match the 
presentation to the capabilities of those of the target groups. 
- Do not skip evaluation step. Test early and test often. Usability tests often provide crucial 
insights into significant problems and issues related to a given layout. 
 

• Which strategies of online marketing are you familiar with? You can try out the 
following online marketing strategies: get familiar with these strategies: 

- Personal branding gives you the opportunity to leverage a more trustworthy, personal image to 
promote your brand. 
- Content marketing enables you to fulfil the accomplishment of a number of different goals. There 
are many forms of content marketing depending on your goals, product, and services. Choose the 
one that best suits the needs of your business. 
- Learn about search engine optimization (SEO - the process of making your site more visible in 
search engines) and find out how your web presence can be better visible to your potential 
customers. 
- Once a potential customer lands on your webpage, you want to lead the user to further action and 
ideally, to buying your product or service. Conversion optimization helps you ensure you get more 
value out of every visitor by maximizing your rate of conversion. 
- Social media marketing has a significant potential in building and nurturing a social media audience. 
- Email marketing: Even a simple content newsletter can help you encourage traffic to your site, 
facilitate more engagement with your brand and keep your brand top-of-mind with your audience. 
 

• How to secure your PC and business digital documentation 
When using our computers and other digital devices we tend to believe matters such as malware, 
identity theft and data loss cannot happen to us. We feel safe. Therefore, many times we do not pay 
sufficient attention to protecting our digital devices and behave in careless manner, which increases 
risk of damaging our digital business documentation. To prevent this you can do the following: 
- Use your devices safe from elements that could damage them. In particular, be careful with sockets 
and plugs you use for charging, since failure of a PC for example may result in loss of documents. 
- It is not recommended to leave your digital devices unattended since someone could steal them or 
copy the data it contains. 
- Always protect access to your digital files with a strong password. A strong password includes 
different characters (numbers, small and upper letters, punctuation marks etc.) 
- Make sure you do not lose external memory tools where your documents are stored. 
- Regularly make copies of your computer files so you do not depend on your computer in cases of 
damage. 
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D.2 ENTREPRENEURSHIP SKILLS   
What are they? 

Entrepreneurship is a skill that can be learnt. You 

don’t have to be born as an entrepreneur to run a 

successful business. You can become one by 

developing an entrepreneurial mindset and skills. In 

this way, entrepreneurship is an individual’s ability 

to turn ideas into action. It includes creativity, 

innovation and risk-taking, as well as the ability to 

plan and manage projects in order to achieve 

objectives. Moreover, entrepreneurship skills also 

provide benefits regardless of whether a person 

sees their future as starting a business. They can 

be used across people’s personal and working lives as they encompass creativity, initiative, tenacity, 

teamwork, understanding of risk and a sense of responsibility. What constitutes entrepreneurship 

skills has been the subject of much discussion. 

Unlike other important economic skills, entrepreneurial skills are not related to a specific occupation, 

discipline or qualification. However, the greater emphasis on entrepreneurship education and 

developing entrepreneurial skills has brought more analysis and agreement of entrepreneurial 

abilities and competencies. 

Entrepreneurial skills combine a range of technical, management and personal skills. As such, there 

is no established or simple definition of the entrepreneurial skillset. The OECD has identified three 

main groups of skills required by entrepreneurs: 

1) Technical – communication, environment monitoring, problem solving, technology 

implementation and use, interpersonal, organizational skills. 

2) Business management – planning and goal setting, decision making, human resources 

management, marketing, finance, accounting, customer relations, quality control, 

negotiation, business launch, growth management, compliance with regulations skills. 

3) Personal entrepreneurial – self-control and discipline, risk management, innovation, 

persistence, leadership, change management, network building, and strategic thinking. 

These combinations of the skills, competencies and attributes are required variously by commercial 

managers and creative workers. In addition, entrepreneurs require knowledge of the sectors in which 

they operate (i.e. an IT, construction or catering entrepreneur will require knowledge of those specific 

sectors or occupations). 

VI. How do I make a research and find a business idea?  
In order to make a research to plan your business idea, you should reach a good level of Planning 
skills. Planning skills refer to the capacity to set your priorities, strengths and weaknesses and 
“smart” goals. Some “top planning skills” are essential to be considered, such as the abilities to be 
analytical, communicative, decisive, strong leaders and problem solvers. 
 
The planning process is mainly concerned with defining goals and determining there sources 
necessary to achieve those goals. Achieving a vision requires coordinated efforts. One of the main 
skills involved in the planning process is the ability to identify and evaluate the strengths, 
weaknesses, potential threats, and opportunities (“SWOT”) any business holds and specifically for 
a family business to guarantee a sounder succession strategy and planning. 
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Strategic management is crucial to building a successful business and involves developing a plan to 
guide a company as it strives to accomplish its mission, goals, and objectives, and to keep it on its 
desired course. One of the planning and management skills, strategies and tools to actually make a 
concrete and effective action plan, which is crucial both for personal and professional achievements, 
is the SMART Goal format (S – Specific; M– Measurable; A – Achievable; R – Realistic; T – Timely). 
 
What you really need is to find strategies and tools to build your business idea step-by-step and 
make your project real, because a business idea needs time to be developed, tested and evaluated 
and the Idea Design Process is the key tool to analyse strengths and weaknesses and feasibility of 
your idea according to who you are and the context where you would like to realize it.  
 

VII. Let’s plan! How to prepare a business plan  
To make a business successful, intuition, good feelings and supporting are not enough. More of that, 
you need to have a clear idea of what you are doing, and the direction you are following. A business 
model/plan such as the Creative Project Canvas is the backbone of your business project. It is built 
according to your vision and the strategy you want to implement. It helps you to define how will your 
business create value and be rewarded in return. Concretely, the business model consists in the 
study of your market target (define the opportunities and threats), the collection and analysis of data, 
and the definition of the mission and the strategies of your business (at short, medium and long 
term). 

VIII. Do you know how to register a company (national legal structures)? 
Before you start your work, you will need to ask a series of questions to describe your project, 
analyse its environment, market your idea, organize your company or even fund your project. You 
will then have to complete a series of formalities, conditions and administrative obligations that vary 
depending on the type of activity and the legal form of the company. 
The main steps to start a business are as follows: 

− Choose a legal status. 

− Sole proprietorship (natural person) or company (legal person). 

− Set up a company by means of a registered and registered instrument of incorporation. 

− Register your company with an authorized sales office. 

− Open a specific current account. 

− Identify themselves for VAT purposes and fulfil certain obligations in this area. 

− Join a social security fund for the self-employed and pay social security contributions. 

− Join a mutual society of your choice to benefit from health and disability insurance benefits. 

− Take out certain types of insurance, whether compulsory or not. 
 
If you start your activity as a sole proprietorship (as a natural person), you may choose to carry on 
your activity under a name other than your surname. 
Choice of trade name: the choice of your trade name is important, because it is under it that your 
company will face the market and its competitors. It makes it possible, on the one hand, to identify 
your company and, on the other hand, to distinguish it from other companies on the market. This 
name also has an advertising function. In addition, the name of your company must be indicated on 
all official documents related to your professional activity (invoices, purchase orders, business cards, 
etc.). 
 
While the choice of trade name is in principle free, it must be ensured that the name chosen does 
not infringe a prior right belonging to a competing company. 
If you start your business as a company, you must distinguish between your company’s tradename 
and its corporate name (or corporate name). The trade name is the name under which a commercial 
enterprise is operated and known to its customers. The company name is the official name of the 
company, which is included in the company’s articles of association and published in the National 
Official Gazette. This name serves only to identify the company, but does not have an advertising 
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role as the company’s trade name. It is of course possible to use the same name as a trade name 
and as a company name. 
 

IX. How to deal with contracts, taxation and hiring?  
When you start a small business, you have to pay a certain amount of taxes to the government. It is 
important for you to know what taxes are related to your business, when you have to pay them and 
why you have to pay them. If you are an employer, you will have to pay your income tax and social 
security contributions. Normally are subject to corporate income tax the companies, the associations, 
the organizations and the institutions that have legal personality. If the business is carried on in the 
company’s own name and not in the form of a company, the entrepreneur’s profits will be subject to 
personal income tax. 
 
An employment contract is an agreement, a bargain, between two or more people, employer and 
employee, specifying terms and conditions under which a person consents to perform certain duties 
as directed and controlled by an employer in return for an agreed wage or salary, that are required 
for the employer to protect its own interest. Every employee is obliged to perform assigned tasks 
and follow the employer. Before signing any contract, make sure all these basic elements are 
included and described in detail: 

− Names and addresses of all parties involved 

− Description of business 

− Clearly defined job position and role 

− Company specific requirements / protections 

− Length of job and duration of work hours 

− Pay, compensation, benefits 

− Employee classification category 

− Privacy policies 

− Performance requirements 

− Tasks; duties 

− Terms of relationship 

− Termination guidelines 

− Signatures and dates 
Hiring is a contract by which one person grants to another either the enjoyment of a thing or the use 
of the labour and industry, either of himself or his servant, during a certain time, for a stipulated 
compensation, or where one contracts for the labour or services of another about a thing bailed to 
him for a specified purpose. 
 

X. How can I fund/credit my business?  
In order to fund or gain a credit to implement your business, you can use several financial 
Tools: 
Traditional Loan/Bank loan: there are lot of different types of business loans but they all fall into one 
of two categories. Unsecured (borrowing money without the risk of using your business assets as 
security) and Secured (borrowing money using an asset as security. If you do not pay back the loan, 
the lender can sell it to get their money back). 
 
Bank loans: these are cash loans offered by banks and building societies. A business borrows a 
lump sum and pays it back over a set period of time. Most bank loans also require a director’s; 
guarantee. This means that if the business is not able to pay back the loan, the directors will be 
personally liable for the debt. 
Micro loans are often so small that commercial banks can’t be bothered lending the funds. Instead 
of a bank, you need to turn to a micro lender, a non-profit organization that works differently than 
banks. Micro lenders offer smaller loan sizes, usually require less documentation than banks, and 
often apply more flexible underwriting criteria. 
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Start Up Loans are government-backed and charge a fixed interest rate per year. It is possible to 
repay the loan over a fixed period of years. There’s no application fee and no early repayment fee. 
Otherwise, you can find some financing opportunities from EU. The European Union has various 
funding programmes, which you can apply for depending on the nature of your activities or project. 
There are two types of funding: direct and indirect.  
-The granting of direct funding is managed by the European institutions. Financing can take the form 
of grants or contracts. You can apply for grants and contracts managed by the European 
Commission on the “Funding and Tenders” portal.  
-Indirect financing is a national and regional authority responsible for providing indirect financing, 
which accounts for almost 80% of the EU budget, mainly through five major funds, which constitute 
the European Structural and Investment Funds. The SME Instrument addresses small and medium-
sized enterprises (SMES) with a radically new idea underpinned by a business plan for rolling 
out marketable innovation solutions and with ambitions to scale up. It supports high-risk, high-
potential SMEs to develop and bring to market new products, services and business models that 
could drive economic growth. The SME Instrument is designed for For-profit SMEs, including young 
companies and start-ups, from any sector.  
 
The SME Instrument is a continuously open call with 4 cut-offs per year. Proposals are evaluated by 
experts on the basis of three award criteria: ‘impact’;‘ excellence’ and ‘quality and efficiency of 
implementation ‘COSME stands for Competitiveness of Enterprises and Small and Medium-sized 
Enterprises. The programme aims to improve SMEs’ access to finance and markets through two 
financial instruments (the Loan Guarantee Facility and the Equity Facility for Growth). 
 

D.3 LANGUAGE SKILLS 

What are they? 
They are a set of four capabilities that allow an individual to comprehend and produce spoken 

language for proper and effective interpersonal communication. These skills are Listening, Speaking, 

Reading, and Writing and also cultural awareness. 

• How to prepare my CV 

- You should concentrate in phrasal verbs such as to apply for, to look for that may be useful for you 

in the interview. 

- You should prepare a personal profile with a photograph (which 

should show your face completely and look professional) name, 

contact details, date of birth, what can you offer to the company, 

your professional objectives, your previous jobs (including titles, 

your duties and responsibilities, the employer, and the time you 

were working there), your formation (your academic 

achievements from the last and most relevant to the institutions 

and time you were there) and your abilities and competences 

(including the languages you talk and the software you know to 

use). 

How to write a powerful CV 

Look at examples of goods CVs here. 

 Are you ready for an interview? 

You should be aware of your grammar when you are being interviewed, it can give clues about who 

you are: 

https://www.youtube.com/watch?v=uG2aEh5xBJE
https://resume.io/examples
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- When using “can”, you are expressing an ability, a permission, a possibility or a request, but when 

using “could” you are expressing a past ability, a permission, a possibility or a polite request. 

- When using “must/mustn’t” you are expressing an obligation or a prohibition while when you are 

using “should” you are expressing an advice or a recommendation. 

- When using “may”, you are expressing a permission or a possibility, but when using “might”, you 

are expressing permission and little possibility. 

- When using “have to” you are expressing obligation, but when using “do not have to” you are 

expressing lack of obligation. 

- Bear in mind that to ask a question in English, the auxiliary verb comes before the subject. If there 

is no auxiliary, you should use the door does in present tense questions and if there is a wh-word 

such as what, where, etc. 

- You should analyse the job and the company before the interview, to see if what they are looking 

for suits you and also search about the company, what they do, who they are… 

- You should make two lists: one about the skills, knowledge, professional and personal qualities 

required and the other one about assets and match them with the job requirements Job interview 

preparation: an essential checklist 

- You should anticipate potential questions such as: “how would you describe yourself” or “what are 

your strengths and weaknesses?”, which give enough information about you to your interviewer. You 

should be confident when talking in these questions and show the best of you. 

Common Interview question and answers 

- When the interviewer asks you why you are leaving your actual job, you should be positive. The 

interviewer might ask to the previous company how you are as a worker or might know your previous 

boss 

- Give examples and talk about your long-term goals, which you might pursue in this new job  

- Throughout the entire interview, you should greet everybody you meet politely, keep calm and 

confident, watch your body language, listen carefully, take your time before answering, and let the 

interviewer know that you are interested in the job 

- After the interview, you should write a “thank you email” to let the employer know that you 

appreciate being considered for the job. 

 

• Let’s work! How to communicate with your colleagues  

When you start a new work, you should not interrupt when somebody is talking at you, as you should 

keep eye contact when speaking with other colleagues and be aware of your posture and facial 

expression. 

Communicate better with your colleagues 

- Not everybody likes to talk face to face; some prefer a phone call, an email, or a WhatsApp 

message. 

- You should not shout to anybody. If something bothered you, breathe in and out for some minutes 

and speak again; this will calm you. 

- You should be friendly but not too friendly: you should interact in a personal level but not too casual. 

https://www.theguardian.com/careers/careers-blog/job-interview-checklist-how-to-prepare
https://www.theguardian.com/careers/careers-blog/job-interview-checklist-how-to-prepare
https://www.youtube.com/watch?v=1mHjMNZZvFo
https://www.youtube.com/watch?v=U3RLaGl3w3I
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- You should be able to give positive feedback and not look too authoritarian in doing it, like giving 

advice to do things better. 

- You might repeat the important points that your boss gave to you to show him that you understood 

correctly, what you were talking about. 

- You should listen carefully when there is an argument; this will solve many arguments without 

having major problems and will set the basis for a better mediation in the future. Avoiding Conflict in 

the Workplace 

- When you have a meeting, you should be on time, respect the topics you have previously stated, 

be careful with your body language, listen to your colleagues and respect their point of view, and be 

clear, concise and direct while supporting your ideas. 7 ways to communicate effectively in meetings 

• How to write emails and deal with bureaucracy 

Before writing the email, you should think which type of email it is: formal, semiformal or personal 

email. Writing formal and informal emails 

- When writing an email, you should think to write a specific subject line, an appropriate greeting 

(using a comma after that), bear in mind punctuation, use an appropriate closing, double check the 

email addresses for all recipients, avoid forwarding emails and replying to all and be clear, brief and 

polite using short sentences. 

- You should use separate business and personal email addresses, it will be easier for you to check 

your personal email at home. 

- You should bear in mind the structure of the email before you start writing it and mention in different 

paragraphs: why you are writing and where you saw the job advertised, give information about your 

qualifications and experience, why you believe you are suited to the job and when you are available 

for an interview and how to contact you. How to write emails in English 

• How to make phone calls  

You should prepare in advance what would you say in your call. You might need to prepare some 

documents such a date. 

- During the call, you should introduce yourself, with your name and company’s name; mention 

clearly the purpose of the call, ask for feedback, take notes and clarify the follow-up actions if 

needed. How to speak effectively over the phone  

- You should prepare a professional greeting; speak politely; when a caller is speaking, listen without 

interruptions; if the call is for another person, ask if the caller wants to leave a message; never say 

the words, “I don’t know” when talking with someone on the phone; and finally when ending a phone 

call, do not hang up the phone without a positive closure such as “Thank you for calling,” or “Have a 

good day”. Make effective business phone calls 

  

https://www.mediate.com/articles/GrahamK1.cfm
https://www.mediate.com/articles/GrahamK1.cfm
https://www.slideshare.net/InfiniteGrowth/7-ways-to-communicate-effectively-in-meetings
http://www.bbc.co.uk/skillswise/factsheet/jo10tech-l1-f-formal-informal-emails
https://www.youtube.com/watch?v=xay5TeJVSC0
https://www.youtube.com/watch?v=mmXAqMQe0AI
https://www.wikihow.com/Make-Effective-Business-Phone-Calls
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