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Starting Your Business checklist

So you're starting a business.
Congratulations!

Finding the right information quickly and easily when starting your business can help it
become a success.

This checklist covers many of the basic issues you need to know when starting a business.
Since businesses are so diverse, this checklist can’t cover all issues and situations, so you’ll
need to contact the relevant government agencies that can assist you. Although this
checklist focuses on Australian Government information, the contact details of relevant
state, territory and local agencies have also been included.

The four main sections of this checklist are:

Before you start a business

« When you start a business

When you buy a business

Running your business

This checklist will be updated regularly. To ensure you have the latest version,
visit business.gov.au — Checklists.

Good luck with your new venture and we hope you find this checklist useful.
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How to use this checklist

Print it off

To print a copy of this checklist, select the Printer icon on the toolbar, or select File then
Print on the main menu.

Tick the boxes

Monitor your progress within each topic by ticking off each question as you complete it.
Like a to-do list, this will show you what is done and what is left to do.

My notes

Add relevant information about your progress in the notes pages located at the end of
this checklist. For example, you can write down your business reference numbers and the
contact details of people or agencies you deal with.

Translation

If you need an interpreter, please phone the Translating and Interpreting Service
National on 13 14 50 and ask them to phone business.gov.au 13 28 46.

Please note that every effort has been madeto ensurethatinformation providedinthis checklistisaccurate.Youshouldnote, however,that
the checklistisintendedasaguide only,providinganoverview of generalinformationavailablefor new businessstarters. Thechecklistisnot
intended to be an exhaustivesourceofinformationandshouldnot beseentoconstitutelegaladvice.Youshould, wherenecessary,seekyour
ownlegal adviceforanylegalissuesraisedinrelationtoestablishingyourbusiness.
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Before you start a business

O

Do you know where to find advice & support?

Do you know when a hobby becomes a business?

Have you started planning for your business?

Do you know how toobtain finance?

Do you know which business structure suits your business?

Areyouanindependent contractor?

Advice & support

O

Do you know where to find advice and support?

When starting a business, there is a range of advice and support available from
government and other organisations. This includes information and advice on managing
cash flow, stocktaking, and obtaining funding and training.

» Contact business.gov.au through our Contact us page at
business.gov.au - Contact Us

- Advisory Services

Getintouch withyournearestgovernment funded small business advisor using our
Advisory Services tool. Just enter the type of advice you’re looking for and the
Advisory Services tool will produce a list or a tailored map with details of your
nearest advisors.

Website business.gov.au — Advisory Services
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- Phone business.gov.au 13 28 46

business.gov.auprovidesaninitial point of contacttogetaccess toinformationand
referralservicesthatassistsmallbusinesses, includingIndependentcontractors.

Phone business.gov.aul3 28 46

- Web Chat

Chat online if you have a question about yourbusiness, businessinformation, using
business.gov.au, referral services and other queries.

Website business.gov.au - Web Chat

- Small Business Advisory Services programme

Provideslow-costinformationand advicetosmallbusinesses. Theadvisoryservices
arelocatedinsuburban, ruralandregional Australia. Alist of the contact details of
each advisory serviceis available on business.gov.au.

Phone business.gov.au13 28 46

Website business.gov.au — Advisory Services

- Business Enterprise Centres (BECs)
BECs or Small Business Centres provide free or low cost advice andassistancetosmall
businessesthroughoutAustralia.

Phone 02 9822 2279 Website BEC Australia

- Indigenous Coordination Centres (ICCs)

Locatedinremote, regionaland metropolitanareas, ICCslook afterlocal coordination
and planning of Australian Government programsandservicesassistingIndigenous
people.

Phone 1800 079 098 for yournearestICC(exceptAdelaide 1300 653 227,
Kalgoorlie 1800 193 357, Kununurra 1800 193 348 or Nhulunbuy 1800 089 148).

Website indigenous.gov.au

- Digital Business

The Digital Business website has simple and practical tips on what your business can
doonlineand howyoucandoit.

Website Digital Business
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. Department of Infrastructure and Regional Development

The Department of Infrastructure and Regional Development website
can helpyoufindinformationaboutarange of Australian Government
programsandservicesforbusinessesinrural, regionalandremoteAustralia.

Website
Department of Infrastructure and Regional Development - Funding Programmes

. Access to Justice

The Attorney-General’s Department’s Access to Justice website canhelp
findsomeoneinyourareawho can provide information onalegalissue, as
wellas helping you understand your options and decide whattodo.

Website Access to Justice

. Refer to the Business agencies list in our Checklist companion at

business.gov.au — Checklist companion.

. Contactyourindustry or business association.

. Contactabusinessadvisor,accountant or solicitor for advice.

o Do you know what events are happening nearyou?

Small business workshops and seminars are run regularly in most areas of Australia
and deal with issues such as planning, financial management, innovation,
employingstaffandexporting.

Youmay alsofind it useful to attend networking events to help expandyour
business. By developing networks youcan keepup todate onindustryandlocal
information, promote your business throughnew contactsandlearnkeyskills from
otherbusinesses.

- Find networking, trainingeventsand seminars atbusiness.gov.au - Events.

» Local government councils often hold small business eventsand seminars.

Find more information about this topic at business.gov.au — Advice & support in your state
or territory.
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When a hobby becomes a business

o Do you know whether your activity is a business or a hobby?

Whether you’re in business or have a hobby, it’s important to establish your status early
as it will affect your tax and deductions.

When running a business, you pay tax on the money you earn, can claim for deductions
on your expenses and generally need an Australian Business Number (ABN). These do not
apply if your activity is a hobby.

- Read the Australian Taxation Office (ATO)’s Are you in business? page available at
ATO to help you decide whether you’rerunninga businessora hobby.

For moreinformation, watchthe Taxbasicsfor small business videosat ATO or
phone the ATOBusiness taxenquiriesline on 13 28 66.

Aseries of free webinars on a variety of taxation topics. Register online at
ATO - Webinars.

The ATO offers free and confidential on-site visits to discuss your businesstax
qguestions. Register for a business assistance visit at
ATO — Register for business assistance.

- Forinformation on ABNs, see our Registrations & licences topic onpage21.

Find more information about this topicat business.gov.au — A business or hobby?
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Planning for your business

Careful planning is essential to the success of your business. You should regularly review
and revise your plans as an ongoing business activity.

« Download our Business plantemplate and Business plan guide at
business.gov.au — Templates and tools.

- Thereareanumber of agencies youcan contactforassistance. For contact
details, see our Advice & support topicon page 7.

- Contactabusinessadvisor foradvice. Find your nearest advisor using our
Advisory Services tool at business.gov.au — Advisory Services.

» Consultyouraccountant or solicitor.

0 Do you know how to develop:
o A BUSINESS PLAN?

A business plan provides direction, keeps you on track and is usually a requirement when
you seek finance. Depending on your business type, your plan could include an executive
summary, introduction, marketing analysis, Intellectual Property (IP) strategy, operations
plan, management plan and financial plan (e.g. costs and cash flow projections).

« Download our Business plan template and Business plan guide at
business.gov.au — Templates and tools.

- Downloadourfreebusiness planningtabletapp, MyBizPlan at
business.gov.au — Business plan app MyBizPlan.

. Watch our suite of business planning videos at YouTube.
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o A MARKETING PLAN?

A marketing plan can help you combine your total marketing effort. It gives you a
systematic approach to developing products and services that satisfy your customers’
needs.

- Download our Marketing plantemplate & guide at
business.gov.au — Templates and tools.

- Download our free marketingplantabletapp, MarketMyBiz at
business.gov.au — Business Plan app MyBizPlan.

o AN EXPORT PLAN?

An effective export plan will help evaluate your strengths and weaknesses upon entering
the export market.

- For moreinformation on exporting, see our Exporting topic onpage 67.

o ASUCCESSION PLAN?

A succession plan can help you plan for the day when you leave your business. Planning
for this time can provide a smooth transition and lowers the risk of disruption to your
operations.

« Download our Succession plan template & guide at
business.gov.au — Templates and tools.

oo AN EMERGENCY MANAGEMENT & RECOVERY PLAN?

Emergency management is about successfully adapting your business to changes in its
environment. Resilient businesses prepare for possible risks, take appropriate action
during emergencies, and recover.

- Download our Emergency management & recovery plantemplate &guideat
business.gov.au — Templates and tools.

Find more information about this topic at business.gov.au — Templates and tools.
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How to obtain finance

Good financial management is critical to the ongoing success of your business. When
starting out, you’ll need to know how much funding you need, where you can get it and
how to manage your financial arrangements. Your business plan is also an important part
of seeking business funding.

o Have you worked out your best source of finance?

There are several sources to consider when looking for finance for your business, such as:

loansfrom abankor otherfinancialinstitution

using your personal savings

» borrowing moneyfromfriends andrelatives

chattelmortgages

finance leases

- venturecapital

- government funding.

Contactabusiness advisorforadvice. Find your nearest advisor using our Advisory Services
toolat business.gov.au — Advisory Services.

Consult your accountant or solicitor.

Find more information about this topic at business.gov.au — Finance & accounting.
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Business structures

1 Do you know which business structure suits your business?

Before starting a business, you should consider the advantages and disadvantages of each
type of business structure and decide which best suits your needs. Your business
structure can affect the safety of your personal assets and taxation obligations. A change
in ownership of an ongoing business may require a new registration to be made
depending on the type of structure the business operates.

Read about the most common forms of business structure below:

- Sole trader

Asole traderis atype of structure where the business has no separate legal existence
fromitsowner. Asasoletrader,you’llbe responsibleforthe liabilities of your
business. Youneedtoreport yourbusinessincome onyourpersonalincome tax
return,along withanyotherincome.

- Partnership

A partnershipis a type of structure where two or more people startabusinessand
canlegally share profits, risksandlosses accordingtotermssetoutina partnership
agreement. Youmust lodgeaseparate partnershipincometaxreturn.

e Trust

Atrustisarelationshipwhere abusinessis transferred toathird partywho has legal
controland hasa duty torun that business tobenefitsomeoneelse. Youmustlodge a
separatetrustincome taxreturn.
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- Company

A company is a legal entity separate from its members (shareholders). A director
of a company has additional legal and reporting obligations. You must lodge a
separate company income tax return.

- Australian Securities & Investments Commission (ASIC)
Visit ASIC for moreinformation about registering abusiness name oracompany.

» For more information, refer to the Choosing your business structure page at
ATO or phone their Business taxenquiriesline on 13 28 66.

- Contactabusinessadvisor foradvice. Find your nearest advisor using our
Advisory Services tool at business.gov.au — Advisory Services.

» Consultyouraccountant or solicitor.

Find more information about this topic at business.gov.au — Registration and licences.
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Independent contractors

Before starting as an independent contractor, consider the following issues:

o Areyou anindependent contractor?

It’s important to establish whether you're considered a contractor or an employee under
common law before you enter into a contract with a hirer, as your status will determine
which laws apply to your contract. For example, contractors need to be treated
differently to employees for tax and superannuation purposes. It’s possible to be an
employee for some work and a contractor for other work. Having an Australian Business
Number (ABN) does not automatically make you a contractor.

« Visitbusiness.gov.au - Independent contractorsanduseour online Contractor
decisiontool to help you assess whetheryou’re agenuineindependent
contractoratcommon law.

» ReadourpublicationIndependentcontractors:the essentialhandbook.
Downloadacopyfrom business.gov.au - Independent contractors.

« Phonebusiness.gov.au13 28 46.

o Are you aware of your taxation obligations?

As a contractor, you’ll have different taxation obligations to those of an employee.

- For moreinformation, visit the Australian Taxation Office (ATO) website at
ATO — Business or phone the ATO Business tax enquirieslineon 13 28 66.

- Use the Employee/contractor decision tool at
ATO — Employee/contractor decision tool, which can helpyou understand
whether you’re acontractor oremployee for tax purposes.

« Visit ATO — Personal services income to find out how Personal Serviceslncome
(PSl) rulesaffectyourtaxationobligations.
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- For moreinformation, refer to the Taxbasicsfor small business video series
at ATO or phone the ATOBusiness tax enquirieslineon13 28 66.

- See our Employing people topic on page 46.

o Are you aware of your superannuation entitlements &
obligations?

Some contractors are entitled to receive superannuation.

If this does not apply to you, you may choose to arrange your own super
contributions.

« For moreinformation, see our Employing people topicon page46.

o Do you know what to consider when charging for your services?

Unlike employees, contractors are not entitled to a minimum rate of pay or
conditions such as annual leave, sick leave and redundancy entitlements. Your fees
are a matter for negotiation between yourself and those you’re contracting with.
However, it’s important that your fee covers the true cost of providing the service,
including the costs associated with running a business. It also helps to know what
your competitors charge.

- Formoreinformation, contactyournearestBusiness Enterprise Centre
(BEC). For contact details, see our Advice & support topic onpage?7.

o Do you know your Work Health & Safety (WHS) obligations?

As a contractor, you’re entitled to a safe and healthy workplace and are required to
comply with the duties set out in Australian, state and territory WHS legislation.

» For moreinformation, see our Work Health & Safety topic onpage51.
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1 Do you know your Paid Parental Leave entitlements?

As a contractor, you may be entitled to receive Paid Parental Leave.

- Formoreinformation about eligibility for the self-employed, visit Centrelink or
callthe Family Assistance Office on 13 61 50.

o Do you have workers compensation insurance?

As a contractor, you may not be entitled to compensation unless you’ve arranged your
own accident protection insurance.

» For moreinformation, see our Work Health & Safety topicon page 51.

- Contactabusiness advisor for advice. Find your nearest advisor usingour
Advisory Services tool at business.gov.au — Advisory Services.

» Consultyouraccountant or solicitor.

o Are you aware of Intellectual Property (IP) related issues?

Although you may have created or contributed material to products and ideas as a
contractor, you may not be entitled to IP ownership of these items. This will depend on
the contract you sign.

- For more information, see our Intellectual property topic on page 26.
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o Do you know what to include in a contract?

Avoid disputes and misunderstandings with your hirers by making written contracts.
Gettingyour contractrightinthefirst place means you’ll have fewer problems downthe
track.

- Readourpublication,IndependentContractors: contracts made simple.
Download your copy from business.gov.au - Independent contractors.

- Readouronlineinformationforindependent contractorsincluding dispute
resolution pagesatbusiness.gov.au - Independent contractors.

o Try to prevent problems, and deal effectively with things when they do go wrong

Try to prevent disputes, as they have the potential to take up the resources of your
business and your time — thus taking you away from growing your business.

- Readourpublication,IndependentContractors: preventingand managing
disputes. Download yourcopy from business.gov.au - Independent contractors.

- Readouronlineinformationforindependent contractorsincluding dispute
resolution pagesatbusiness.gov.au - Independent contractors.

Find more information about this topicat business.gov.au - Independent contractors.
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When you start a business

0 Haveyou registered your ABN, GST or other registrations & licences?
o Have youregistered your business name?

o Do you have adequate protection for your intellectual property?
o Have you considered running a home-based business?

o Doyouunderstand your taxation obligations?

o Doyouunderstandyourlegal requirements?

0 Do you know about standards & codes of practice?

o Have you set up record keeping & accounting systems?

o Have you considered your corporate governance?

O Haveyou arranged insurance?

o Doyouknowhowtoemploy people?

o Haveyouconsideredapplyingforgrants or financial assistance?

o Haveyouconsidered doing business online?
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Registrations & licences

When you’re ready to start your business, you need to complete a number of
registrations. These registrations will depend on your chosen business structure. For
more information, see our Business structures topic on page 14.

o Have you considered if you need to register a business name or company?

A business name and a company are two different structures. A business name is not an
entity in its own right; the holder of the business name (which can be an individual, a
partnership, a company, an incorporated association or a trust) is legally responsible for
the business. In contrast, a company is a legal entity in its own right and has some specific
responsibilities and obligations. Be sure you research the advantages and disadvantages
of each before making a decision.

Before you can apply for a business name, you are required to have an ABN or an ABN
application number.

o Have you considered if you need to apply for an Australian Business Number (ABN)?

If you’re carrying on an enterprise or you intend to register for Goods and Services Tax
(GST), you may need to apply for an ABN.

- Toregisteronline, visit Australian Business Register.

- Formoreinformation, refer to the Taxbasics for small business video series at
ATO or phone the ATO Business tax enquiriesline on13 28 66.
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o Have you considered registering for:
o ATAXFILE NUMBER (TFN)?

Sole traders can use their existing personal TFN when in business, but partnerships, trusts
and companies will need their own.

- Aswellasapplying foran Australian Business Number (ABN), sole traders can
apply separately fora TFN by phoning the Australian Taxation Office (ATO) on
1300 720 092 for a paper application.

« Partnerships, trustsand companies can apply fora TFN onthe ABN application
form at Australian Business Register. For more information, visitthe ATO
website.

o0 GOODS & SERVICES TAX (GST)?

If you have or expect to have GST turnover of $75 000 or more you must register for GST.
If you provide taxi travel or are a car hire operator, you must register for GST regardless
of GST turnover. If you’re eligible to claim input tax credits, you must also register for an
ABN.

» Youcan register for GST on the ABN application form located at
Australian Business Register.

- For moreinformation, refer to the Taxbasics for small business video series at
ATO or phone the ATO Business tax enquiriesline on 13 28 66.

- Readthe GSTforsmallbusiness publicationavailable at ATO.

o PAY AS YOU GO (PAYG) WITHHOLDING?

If you have employees or pay employees of another business, you must withhold an
amount from payments you make to them.

If you operate your business as a company, you must also withhold amounts from
payments you make to your company directors for their services. You may also have to
withhold amounts from payments you make to other workers such as contractors.

» You can register for PAYG withholding on the ABN application formlocatedat
Australian Business Register.

« For more information, obtain the PAYG withholding booklet from
ATO - PAYG withholding or phone the ATO Business taxenquiriesline on 13 28
66.
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o FUEL TAX CREDITS?

Eligible businesses can claim fuel tax credits for the fuel tax (excise or Customs duty)
included in the price of fuel used in business activities, machinery, plant, equipment and
heavy vehicles.

You must be registered for both GST and fuel tax credits before you can make a claim.
Fuel tax credits are claimed on your Business Activity Statement (BAS).

» The Fuel tax credit eligibility tool can help you work out your eligibility for fuel tax
credits and the rate at which you can claim. For moreinformation, or to use the
tool, visit ATO— Fuel schemes or phone the ATOBusiness taxenquiries line on
13 28 66.

o Do you have a business name?

- Formoreinformation, see our Registering your business name topic on page 24.

o Do you know what licences or permits yourequire?

Australian, state, territory andlocal governments are responsible fordifferentbusiness
licences, permits, registrationsandcertificates. Tofindthosethatapplytoyou,usethe
Australian Business Licence & InformationService (ABLIS)at ABLIS.

o Have you considered applying for an Australian Business Account (ABA)?

The ABA helps you manage your business interactions with all levels of government.

- Formoreinformation, visit Australian Business Account.

1 Have you considered registering for Standard Business Reporting (SBR)?

SBR is a new capability built into business and accounting software to streamline
government compliance and financial reporting tasks.

SBR can be used by Australian businesses, accountants,
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bookkeepers, taxagents and payroll professionalstomakeiteasier to prepareandlodge
reports with arange of government agencies, including the ATO. You will need SBR-enabled
software, and to registerforasecure AUSkey credential.

« For moreinformation, visit SBR or phone the
- SBR Service Desk on 1300 488 231.
- Toregisterforasecure AUSkey credential, visit AUSkey.

Find more information about this topic at business.gov.au — Registration and licences.

Registering your business name

If you wish to carry on a business under a business name, you must register your business
name with ASIC, unless one of the exemptions in the Business Names Registration Act
applies.

You do not need to register a business name if the entity is:

(@ anindividual and the business name is the individual’s name (eg.
John Smith);

(b)  aregistered companyandthe business nameisthe company’s name
(eg. ABC Pty Ltd); or

()  apartnershipandthebusiness name consists ofall of the partners’
names (eg.John Smith & Tom Wat).

o Have you checked if your proposed business nameexists?

If your proposed name already exists or is similar to a currently registered name, your
application may be rejected. The same rules apply if your proposed name exists as a
company name. Before you apply for a business name, you should:

- ‘Checknameavailability’/’Check businessname availability’ searchesat
ASIC - Online services tosee if yourchosen company/ businessnameisavailable.

» Youcan also search ABN Lookup at ABN Lookup to see if your proposedbusiness
nameisregistered againstanother Australian Business Number (ABN).
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o Have you checked if your proposed business name could conflict with someone
else’s registered trade mark?

You should check whether anyone else is using a trade mark, brand or logo that is
identical or similar to your proposed business name. There can be issues if the goods or
services are similar to those for which you intend to use the business name.

« |P Australia

Phone 1300 651 010
Website IP Australia

- Seekadvice fromanIntellectual Property (IP) professional for further assistance.

o Have youregistered your business name with ASIC?

Business name registration is handled by ASIC. When registering your business name,
you’ll need to register with the ASIC Connect online portal. From there you can submit
your application or save it for later completion.

« Register with ASIC Connect by visiting ASIC - Online services.

o Have you considered registering your business name as a trade mark?

A registered trade mark gives you the right to use your trade mark as a means to
distinguish your goods and services from those of another trader. A registered trade mark
can help you legally stop imitators from using your brand in the future.

« Formoreinformation, see our Intellectual property topic onpage 26.
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o Have you considered registering adomainname?

Your domain name is your address on the internet and gives you an online
identity or brand. If you wish to use a “.com.au’ or “.net.au’ domain name, you
must be a commercial entity and have either an Australian Company Number
(ACN) or Australian Business Number (ABN).

- .au Domain Administration Ltd.(.auDA)

Phone 1300 732 929
Website .au Domains

Find more information about this topic at
business.gov.au — Registration and licences

Intellectual property

Intellectual Property (IP) covers a range of laws that give individuals and
businesses exclusive rights over their creative and inventive projects.

- IP Australia
The Australian Government agency responsible for administering patents,
trademarks,designsandplantbreeder’srights.

Phone 1300 651 010
Website |P Australia

- Seekadvicefroman IP professional when considering IPprotectionand
strategies.

Whenyoustart a business, create orinvent a new product, youshould
considertheIP protection options thatareappropriate toyourbusiness
needs.

o Have you considered patent protection?

You should consider applying for a patent if you’ve created a device, substance,
method or process that is new, inventive and useful.
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o Have you considered registering atrade mark?

A trade mark distinguishes your goods and services from similar offerings in the
marketplace. Unlike a business name, a trade mark provides national proprietary rights
that may be enforced, sold or licensed. It’s a good idea to consider registering your
business name as a trade mark to gain ‘ownership’ rights to the name.

o Do you understand copyright protection?

Copyright automatically protects ideas and information expressed through writing, music,
visual images, moving images and computer programs. You can also find resources on the
Copyright Act 1968 on the Attorney-General’s Department website.

- Attorney-General’s Department

Phone (02) 6141 6666
Website Attorney-General’s Department

o Have you considered protecting your trade secrets?

Common law already protects your trade secrets. If you require further security, every
person who has knowledge of your secrets can sign a confidentiality agreement.

o Do you need to register your product designs?

If you own a new and distinctive design, you can register it to prevent others from using it
without your permission.

o Do you require international IP protection?
Aswellasregisteringin Australia, you can registerfor atrade mark, patentordesignin

overseascountries. Thisis particularlyimportant ifyouexportgoodsorsellgoodsand
services overtheinternet.
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o Do you know what else you can protect?

There is a wide range of products you can protect, including new varieties of
plants and circuit layouts.

Find more information about this topic at business.gov.au — Protect Your Ideas.

Home-based business
As a home-based business, you’ll also need to consider a number of other issues:

o  Have you registered for your relevant licences & permits?

Home-based businesses often have to comply with particular state, territory and
local government regulations to operate a business from home.

» Contactyourlocal council or planning authority.

- SeeourRegistrations & licencestopiconpage 21.

o Do you know how running a home-based business affects your tax?

Running a home-based business can affect what expenses you can claim and
whether you have to pay Capital Gains Tax (CGT) when you sell your home.

- Read the Home-based business page at ATO or phone their Business
tax enquiries line on 13 28 66.

- Refertothe Home office expenses calculatorat ATO.
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- The ATO offers free and confidential on-site visits to discuss yourbusinesstax
questions. Register for business assistance visitonline at
ATO — Register for business assistance.

- Aseries of free webinars on a variety of taxation topics are available. Register
onlineatATO - Webinars.

o Do you know if your business has the correct level of insurance cover?

Your current level of home and contentsinsurance may not cover yourhome-based
businessoperations.Manyinsurance policies don’t covertools of trade, office
furniture orcomputerequipment usedforyourbusiness.

« For moreinformation, see our Insurance topicon page 44.

o Do you use good Information Technology (IT) practices?

Good IT practices involve protecting the security and integrity of your computer systems
and managing the risk of information loss by regularly backing up your data and storing a
copy in an external location. As a home-based business, you should make special
arrangements for a separate storage location to your home.

If you handle personal information (information which can reveal an individual’s identity)
electronically or otherwise, you may need to comply with the Privacy Act 1988 (Cwlth).

« Formoreinformation onyour privacy obligations, see our Yourlegal
requirements topic on page 35.

« Formoreinformationongood IT practices, see our Online businesstopicon page
55.

Find more information about this topic at business.gov.au — Home-based business.
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Your taxation obligations

Understanding taxes and meeting your taxation obligations can save you time and
money. By paying the right amount of tax, you can also avoid late payment penalties.

- The ATO offers free and confidential on-site visits to discuss your business tax
qguestions. Register for businessassistance visitonline at
ATO — Register for business assistance.

- A series of free webinars on a variety of taxation topics are available. Register
online at ATO - Webinars.

1 Do you know which tax register to apply for?

For more information, see our Registrations & licences topic on page 21.

o Do you understand your record keeping & information management
requirements?

Under tax law, you must keep records of income tax, Goods and Services Tax (GST),
payments to employees and other business payments for five years. There are also record
keeping requirements for many other measures including workers compensation. Under
the Fair Work Act 2009, you need to keep employee information such as time and wages
records for seven years.

- Australian Taxation Office (ATO)

For more information on record keeping requirements, refer to the Record
keeping for small business page at ATO.

Phone 13 28 66
Website ATO — Record keeping for small business.

- Visit the Fair Work Ombudsman website at Fair Work Ombudsman for
information on yourrecord keeping obligations asanemployer.
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1 Do you know which Australian Government taxes you need to pay?

o DO YOU NEED TO PAY INCOME TAX?

Income tax is levied on the taxable income of a person or a business. You must lodge
a tax return for any year in which you carry on a business. Depending on the
structure of your business you may need to lodge a separate return for the business
and for yourself as an individual taxpayer.

oo DO YOU NEED TO PAY GOODS & SERVICES TAX (GST)?

GSTisabroad-basedtaxof 10% onthe sale of mostgoods and servicesand other thingsin
Australia. By registering for GST, you’llalso be entitled to claim input tax credits.

oo DO YOU NEED TO PAY CAPITAL GAINS TAX (CGT)?

CGT is the tax on any gain you make when you sell an asset such as shares, units in a
unit trust, property and business assets, excluding most homes and motor vehicles.

oo DO YOU NEED TO PAY EXCISE?

Excise duty is a tax levied on certain types of goods produced or manufactured in
Australia. Excisable goods include alcohol, tobacco and petroleum.

oo DO YOU NEED TO PAY FRINGE BENEFITS TAX (FBT)?

7

FBTis paid on certain benefits employers provide to their employeesortheiremployees
associatesin place of salary and wages.

For more information, download the Fringe benefits tax for small business booklet
from ATO — Fringe benefits tax for small business or phone the ATO Business tax
enquiries line on

13 28 66.
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o DO YOU NEED TO PAY SUPERANNUATION CONTRIBUTIONS FOR YOUR
EMPLOYEES?

Superannuation is payable at a minimum of nine per cent of each eligible employee’s
earnings base. Your employee’s earnings base is generally their ordinary time earnings.

Find out if these taxes apply to your business by watching the Taxbasics for small business
video series at ATO or phone the ATO Business tax enquirieslineon 13 28 66.

o Do you know which state, territory or local taxes you need to pay?

State, territory and local governments also have a number of taxes that may apply to your
business.

o DO YOU NEED TO PAY LAND TAX?

Land tax is an annual state tax paid by the owner of commercial land, unless you’re in the
Northern Territory where land tax does not apply.

- For moreinformation or payment, contact your state or territory revenue office.
For contact details, refer to the Revenue offices list in our Checklist companion
at business.gov.au — Checklist companion.

o DO YOU NEED TO PAY STAMP DUTY?

Stamp duty is a tax on a range of paper and electronic transactions. Also known as
transfer duty or general duty, these taxes vary across states and territories.

- For moreinformation or payment, contact your state or territory revenue office.
For contact details refer to the Revenue offices list in our Checklist companion at
business.gov.au — Checklist companion.
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oo DO YOU NEED TO PAY RATES?

Rates are property taxes charged by local government on properties in their
municipal area. Home-based businesses may need to inform their local government
about the use of their property as a business premises.

« Formoreinformation or payment, contact yourlocal council.

1 Do you know which business tax deductions you can claim?

You may be able to claim certain deductions for your business expenses when you
lodge your income tax return.

- For moreinformation, refer tothe Taxbasics for small business video series
at ATO or phone the ATO Business tax enquirieslineon13 28 66.

1 Do you know if you're eligible for the small business tax break & other
concessions?

You may be eligible for the small business and general business tax break and other
small business concessions for CGT, GST, FBT and Pay As You Go (PAYG) instalments.

- For moreinformation, visit ATO — Small business entity concessions

or phone the ATOBusiness tax enquiries line on 13 28 66.

Find more information about this topic at business.gov.au — Tax.

o Do you know how to report & pay your business tax?

Formoreinformation ontaxreporting and lodgement, refer to the Tax basics for small
business video series at ATO orphonethe ATO Business tax enquiries line on
13 28 66.
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o DO YOU KNOW HOW TO LODGE AN INCOME TAX RETURN FOR YOUR
BUSINESS?

You must lodge an income tax return each year you’re in business — even if you do not
make a profit or have no tax to pay.

o DO YOU KNOW HOW TO REPORT YOUR TAX OBLIGATIONS?

To report and pay your taxes throughout the year including GST, PAYG and FBT, you'll
need to lodge a Business Activity Statement (BAS).

» Youcanregistertolodge online through the Business Portal at
ATO — Online services or by using a paper form available by phoningthe ATO’s
Publications ordering service on 1300 720 092.

o DO YOU KNOW HOW YOU CAN PAY YOUR BUSINESS TAX?

Once you've lodged your income tax return or activity statement, you can pay your tax by
BPAY, direct credit, direct debit, mail or in person at the post office.

- For more information, visit the ATO website at ATO.
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Your legal requirements

o Do you know which laws apply to your business?

There are a number of legal requirements businesses must comply with, which include
Australian, state, territory and local government laws, licences, registrations and leases.

- Forinformation ongenerallegalissuesrelevantto small business, visit
Treasury — Business.

- Searchthe Attorney-General’s Department Access to Justice website at
Access to Justice tolocate someone in your areawho can provide youwith
information, help youunderstand your options, and decide whattodo.

- Contactyour nearest Business Enterprise Centre (BEC). For contact details, see
our Advice & supporttopicon page 7.
- Australian, state, territoryandlocal governments are responsiblefordifferent

businesslicences, permits, registrations and certificates. Tofind those thatapply
to you, use the Australian Business Licence & Information Service (ABLIS)atABLIS.

- Contactyourstate or territory business agency. For contact details, refertothe
Business agencies listin our Checklist companion at business.gov.au — Checklist
companion.

« Contactyourlocal council or planning authority.

- Contactabusinessadvisor foradvice. Find your nearest advisor usingour
AdvisoryServicestool at business.gov.au — Advisory Services.

» Consultyouraccountantor solicitor.

» Consult yourindustry association oremployer group.
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o Do youunderstand the Competition & Consumer Act 2010 (CCA) & the
Australian Consumer Law (ACL)?

The objective of the Competition and Consumer Act 2010 (formerly known as the Trade
Practices Act 1974) is to enhance the welfare of Australians through the promotion of
competition and fair trading, and provision for consumer protection.

The Australian Consumer Law (ACL), which is contained in a schedule to the CCA,
prohibits business conduct that is misleading or deceptive, provides product safety
standards, makes manufacturers and importers liable for defective goods and prohibits
unconscionable conduct by businesses in their dealings with consumers. The ACL applies
nationally to businesses in all states and territories.

The CCA also prohibits anti-competitive conduct (restrictive trade practices) such as
contracts, arrangements and understandings or mergers and acquisitions that
substantially lessen competition, market sharing, price fixing, misuse of market power or
resale price maintenance. State and territory competition codes have mirroring
provisions.

- Australian Competition and Consumer Commission (ACCC)

Theagency responsible forthe enforcement of,and bringing aboutcompliance with,
the Competitionand Consumer Act.

Phone 1300 302 021-Small Business Helpline
Website ACCC

« Forinformation onstate and territory consumer laws, contact your state or
territory consumer affairs agency. For contact details, refertothe Consumer
affairsagencieslistin our Checklist companion at business.gov.au — Checklist

companion.
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1 Do you understand retail leasing laws?

If you intend to obtain or have a leasing agreement, you need to know what questions to
ask before signing and where to look for more information.

- Downloadthe Look beforeyoulease: avoiding the pitfalls inretail leasing booklet
from The Treasury website at Treasury — Business.

- Contact your state or territory consumer affairs agency. For contactdetails, refer
tothe Consumer affairs agencies listin our Checklist companion at
business.gov.au — Checklist companion.

- Contactabusiness advisor for advice. Find your nearest advisor usingour
Advisory Services tool at business.gov.au — Advisory Services.

» Consultyouraccountant or solicitor.

o Do you understand privacy laws?

If yourbusiness is covered by the Privacy Act 1988 (Cth) (the Privacy Act)youmustensure you
complywiththe 13 Australian Privacy Principles (APPs)whenyoucollect, use, secure and
disclose personal information.

Generally, smallbusinesses withanannual turnoverof $3 millionor less are not covered by
the Privacy Act unless, forexample,you’re aprivate healthservice provider,tradeinpersonal
information, or contractwithanAustralian Governmentagency. However,small businesses
may decide to optinto coverage forcommercial reasons.

The benefits of opting-in could include increased consumer confidenceandtrustinyour
operations.

37| Page


http://www.treasury.gov.au/Policy-Topics/Business
https://www.business.gov.au/info/plan-and-start/templates-and-tools/checklists/checklist-companion
http://www.business.gov.au/advice-and-support/advisor-finder/Pages/default.aspx

Starting Your Business checklist

In addition, if you contract with an Australian Government agency, you’ll generally need

to comply with the eleven Information Privacy Principles (IPPs) which regulate those
agencies under the Privacy Act.

- Office of the Australian Information Commissioner (OAIC)

The OAIC (formerly the Office of the Privacy Commissioner)is responsible for

administering the Privacy Act, whichincludes complainthandling, policyadvice,and
education.

Phone 1300 363 992
Website Office of the Australian Information Commissioner — Business resources.

» Achecklist to help you figure out whether your small businessis covered by the
Privacy Actis available at Office of the Australian Information Commissioner —
Business resources.

Find more information about this topic at business.gov.au — Fair trading.
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Standards & codes of practice

Best practice is one way you can help your new business to stand out from the crowd.
You can achieve best practice by following mandatory and voluntary standards and codes
of practice.

0 Are you aware of mandatory Australian Standards?

Different standards apply to different industry sectors. Your business may be required to
follow mandatory product safety laws, including construction, performance, testing,
labelling and information requirements. These standards can be found in the Competition
and Consumer Act 2010 (formerly known as the Trade Practices Act 1974), which is
enforced by the Australian Competition and Consumer Commission (ACCC). Some
products are banned from being sold in Australia. If any of your products are subject to a
ban, you must not sell them.

- Australian Competition and Consumer Commission (ACCC)

Phone 1300 302 021-Small Business Helpline
Website ACCC — Product Safety Australia

- Food Standards Australia New Zealand (FSANZ)
Ifyou operate in the food industry, you may be required to comply withthestandards
inthe Australia New Zealand Food Standards Code, administered by FSANZ.

Phone (02) 6271 2222
Website Food Standards Australia New Zealand

- Contactyour state or territory Consumer Affairs Office for moreinformationon
mandatory Australian standards. For contact details, refer to the Consumer
Affairsagencieslistin our Checklist companion at business.gov.au — Checklist
companion.

- StandardsAustralia

Australia’s standards body that develops and maintains around 7000 Australian
Standards.

Phone 1800 035 822
Website Standards Australia
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0 Are you aware of voluntary Australian standards?

One of the most wellknown voluntary standards is ISO 9000, an international standard for
quality managementincluding quality of productsandservices. Formoreinformationon
voluntarystandards including SO 9000, contact Standards Australia.

- StandardsAustralia
Australia’s standards body that develops and maintains around 7000 Australian
Standards.

Phone 1800 035 822
Website Standards Australia

o Are you aware of mandatory industry codes of practice?

Codes of practice can be mandatory or voluntary and provide a minimum standard of
protection to consumers in particular industries. Businesses should already adhere to
mandatory codes of practice under the state and territory fair trading laws. Mandatory
codes of conduct also exist at the Commonwealth level and are enforced by the ACCC.

- For moreinformation on mandatory codes of practice, contact your state or
territory Consumer Affairs Office. For contact details, refertothe Consumer
affairsagencies listin our Checklist companion at business.gov.au - Checklist
companion.

« Formoreinformation on Commonwealth mandatory codes of conduct, please
see ACCC — Industry codes.

o Are you aware of voluntary industry codes of practice?

Adhering to voluntary codes of practice can not only ensure you provide a higher
standard of protection to your customers, but can also ensure your business is
competitive against others in your industry.

» Check with yourindustry association to see which codes of practice you cansign
up to.
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o Are you aware of work health and safety codes of practice?

Following voluntary codes of practice for work health and safety is a useful way of
demonstrating compliance with Work Health and Safety laws.

» Contactyourwork health and safety regulator to find out if there are work
health and safety codes of practices relevant to your business. For contact
details refertothe WHS and workers compensationagencieslistinour
Checklistcompanion at business.gov.au — Checklist companion.

Find more information about this topic at business.gov.au — Fair trading.

Record keeping & accounting systems

1 Do you keep records of all your business transactions?

Under tax law you must keep records of income tax, Goods and Services Tax (GST),
payments to employees and other business payments for five years. There are also
record keeping requirements for many other measures including workers
compensation. Under the Fair Work Act 2009, you need to keep employee
information such as time and wages records for seven years.

» For more information on the Fair Work Act, see our Your ongoingemployer
obligations topic on page 63.

- Read the Record keeping for small business page at
ATO — Record keeping for small business or phone their Business tax
enquiries line on 13 28 66.

- Aseries of free webinars on a variety of taxation topics are available. Register
onlineatATO - Webinars.

- Standard Business Reporting (SBR) is a new capability builtinto businessand
accounting software tostreamline government complianceandfinancial
reportingtasks.
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» SBRcanbeusedbyAustralian businesses, accountants, bookkeepers, taxagents
and payroll professionals to make it easierto prepareandlodge reportswitha
range of government agencies, includingthe ATO. Toaccessgovernmentonline
services you will need SBR-enabled software and an AUSkey—your online
security credential.

« For moreinformation, visit SBR or phone the SBR Service Desk on 1300 488 231.
- Toregisterfor an AUSkey, visit AUSkey.

o Do you know you can keep your records electronically?

Keeping records electronically can save you time and improve accuracy. There are many
commercially available software packages and some can help you lodge your activity
statements online.

- Read the Record keeping for small business page at ATO — Record keeping for
small business to see whichrecordsyou needto keep.

- Search the Product Register, a list of registered commercial programsatSBR.

1 Do you know what you must show on a tax invoice for GST purposes?

If you’ve registered for GST, the tax invoices you issue or receive must include certain
information. The information required differs depending on the price of the sale. For
more advice contact the ATO at ATO — Contact us or phone their Business tax enquiries
line on

13 28 66.
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o Do you know how to manage the cash flow of your business?

Managing your cash flow can help you pay your bills on time, including tax. Ways you can
manage your cash flow include preparing a cash flow budget, maintaining good control of
money owed to you, having adequate working capital and using a good bookkeeping
system.

- Read morein our business finance topic at business.gov.au — Finance &
accounting.

0 Have you considered whether you need help from a tax professional?

A Business Activity Statement (BAS) agent can free up more of yourtime soyou
canfocus on runningyourbusiness. BAS agents can provide BAS services,
including preparing and lodging activity statements.

« For moreinformation regarding BAS agents, visit the Tax Practitioners Board
website at Tax Practitioners Board or by phoning 1300 362 829.

» Searchthe Online tax and BAS agent register at Tax Practitioners Board.

Find more information about this topic at business.gov.au — Fair trading.

o Have you considered your corporate governance?

Corporate governance is about good decisions being made by the right personandis not just
the domain of companies—small businesses need corporate governancetoo.Agood
structure will allowyoutoensurethatthestart-up of yourbusinessoccurs smoothly, with
minimalconfusionaboutresponsibilities.

Here are a few thingsto consider when setting up your governance structure:
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o Have you considered how to:

0 CREATE & DELEGATE AUTHORITY?

By setting up and communicating clear lines of authority, you canguide youremployeesin
recognising the decisions that they canandcannotmake.

oo DEVELOP CLEAR POLICIES & PROCEDURES?

Creating formal policies and procedures can allow you and your staff to make better
decisions, while also adding legitimacy to a decision. Having an agreed process will allow
you to regulate behaviour and reduce risk within your business.

oo MANAGE EMPLOYEES & CREATE ACCOUNTABILITY?

With good governance structures in your business, you can enable your employees to
make better decisions and eventually take upon more responsibility. This can allow you as
the business owner to focus upon making your business a future success.

- Foradvice onsetting up your corporate governance, consulta businessadvisor.
Use our AdvisorySenvicestool to find a business advisor nearyou, at
business.gov.au — Advisory Services.

Insurance

Insurance is an essential part of running any business. If you're operating a small
business, you may want more than just property insurance. Taking out the right insurance
will help protect your business, minimise its exposure to risk and ensure you’re able to
compensate others if you’re at fault.

1 Do you know your workers compensation insurance obligations?

« For more information, see our Work Health & Safety topic on page 65.
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o Have you considered insurance for:

o YOUR HOME-BASED BUSINESS?

If you’re operating your business from home, your existing home and contents insurance
may not cover your business activities or your clients when they visit your business.

o PUBLIC LIABILITY?

Public liability insurance protects you and your business against the financial risk of being
found liable to a third party for death or injury, loss or damage of property or ‘pure
economic’ loss.

o0 YOUR ASSETS & REVENUE?

You can obtain insurance to protect your various assets and your revenue-generating
capacity.

0 YOURSELF IN THE EVENT OF AN ACCIDENT OR ILLNESS?

If you’re self-employed personal accident and illness insurance (including life insurance
and income protection) is an option to cover yourself in these events.

o PROFESSIONAL INDEMNITY?

Professional indemnity insurance protects you from legal action taken for losses as a
result of your advice.

oo PRODUCT LIABILITY?

If you sell, supply or deliver goods, even in the form of repair or service, you may need
cover against claims of goods causing injury or damage.

- Australian Competition and Consumer Commission (ACCC)

For general advice on product liability, including consumer guarantees for goods and
services and product safety requirements under the Competition and Consumer Act 2010,
visit their website.

Phone 1300 302 021-Small Business Helpline Website ACnformation or to discuss your
insurance options, talk toyourbusinessadvisorandarange ofinsurance companies and
brokers.

o Have you considered developing an emergency management &
recovery plan?

« Formoreinformation, see our Planning for your business topic onpage11.

- Download our MyBizShield emergency managementplan tabletappat
business.gov.au — Emergency plan app MyBizShield.
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Find more information about this topic at business.gov.au - Insurance & workers’
compensation.

Employing people
As an employer, you have certain obligations to your employees.

The national workplace relations system, established by the Fair Work Act 2009, includes
all private sector employment, other than employment by non-constitutional
corporations in Western Australia. Employers and employees on the national system have
the same workplace rights and obligations, regardless of the state they work in.

Information about pay and conditions under the national workplace relations system is
available from the Fair Work Ombudsman website.
» FairWork Ombudsman

Phone 13 13 94
Website Fair Work Ombudsman

Ifyou’re covered by the Western Australian workplace relations system, see the Labour
Relations website.

» Labour Relations, Department of Commerce

Phone 1300 655 266—\Wageline
Website Department of Commerce - Labour Relations
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o Do you know what’s required when recruiting?

You'll need to consider the type of employee and skills you need, which will affect
employment conditions, level of pay and other costs.

- JobSearch

Canmatchyouwith jobseekers tomeetyourrecruitment needs.

Phone 13 17 15—-Employerhotline
Website JobSearch

- Job Services Australia

Canofferyoufreerecruitmentservices.

Phone 1800 805 260
Website Job Services Australia

» Forinformationonemployment conditionsandagreements, see our Your
ongoing employer obligations topic on page 63.

o Do you know what’s required when hiring:
0 CONTRACTORS?

You may need to treat your contractors differently to your employees for tax and
superannuation purposes. Some contractors may be treated like employees under
the law.

Just having an Australian Business Number (ABN) does not mean a worker is an
independent contractor.
 business.gov.au
Contactbusiness.gov.auforinformationonwhatisrequired whenhiring

contractors.

Phone business.gov.au13 28 46
Website business.gov.au - Independent contractors

- Use the Employee/contractor decision tool on the Australian Taxation Office
(ATO) website to help understand whether yourworkersare contractors or
employeesfortax purposes. You can find the tool at
ATO - Employee/contractor decision tool.
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o APPRENTICES & TRAINEES?

Australian Apprenticeships encompass all apprenticeships and traineeships. They
combine training and paid employment and can be full-time, part-time or school based.
Apprentices and trainees are employees, and employers must withhold the correct
amount of Pay As You Go (PAYG) withholding and make superannuation contributions for
them.

No matter what industry you’re in, investing in training through an Australian
Apprenticeship can benefit your business and contribute to your bottom line.

» Australian Apprenticeships

Phone 13 38 73
Website Australian Apprenticeships

oo PEOPLE FROM OVERSEAS?

Ifunable tosecureskillsand resources within Australia, youmay consideremploying workers
fromoverseas.
- Departmentof Immigrationand Border Protection

Phone131881
Website Department of Immigration and Border Protection — Business

- Refertothe Businessagencieslistin our Checklist companion at business.gov.au

— Checklist companion.

o Do you know your obligations for equal employment opportunity &
anti-discrimination?

Your obligations as an employer require you to create a workplace free from
discrimination and harassment.
» Australian Human Rights Commission

Phone 1300 369 711
Website Australian Human Rights Commission

« Fair WorkOmbudsman

Advises on and enforces employment-related discrimination laws under the Fair
Work Act 2009.
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Phone 13 13 94 Website Fair Work Ombudsman

- Your state or territory business agency. For contact details, refer to the
Business agencies list in our Checklist companion at business.gov.au —
Checklist companion.

o0 Do you know your tax & superannuation obligations?

If your business has employees or contractors then you’ll need to know how to meet
certain tax obligations.

1 Do you need to register for Pay As You Go (PAYG) withholding?

You have a legal requirement to withhold tax from payments you make to employees
and some businesses. You need to make sure you register for PAYG withholding. Your
obligations include making regular payments to the ATO, ensuring you withhold
correct amounts from salary and wages and reporting them on your activity
statement.

- Toregisterfor PAYG withholding online, visit Australian Business Register.
- Usetheonline Taxwithheld calculatorat ATO — PAYG witholding.

- The ATO offers free employerwebinars. Registeronline at ATO - Webinars.

o Do youunderstand your superannuation obligations?

You need to pay superannuation guarantee contributions for most employees and
certain contractors. You also need to know your obligations if your employees fall
under choice of superannuation fund legislation.

 Forfurtherinformation, visit ATO — SUPER or phone the ATO’s
Superannuationinfolineon 13 10 20.

Find more information about this topic at business.gov.au — Employ people.
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o Have you considered registering with the Small Business Superannuation Clearing
House (the Clearing House)?

If you have 19 or fewer employees, registering with the Clearing House will allow you to
pay your employee superannuation contributions to a single location instead of multiple
superannuation funds. The Clearing House will then distribute your superannuation
contributions to the relevant superannuation funds on your behalf, for free.

- Tofind out more or to register, visit ATO — Business or phone 1300 660 048.

0 Do you need to register for payroll tax?

Payrolltaxis a state and territory tax on the wages paid byemployers.

- Toregister for payrolltax, contact your state or territory revenue office. For
contact details, refer to the Revenue officeslistin our Checklist companion at
business.gov.au — Checklist companion.

o Do you need to register for Fringe Benefits Tax (FBT)?

You may need to register and pay FBT if you give your employees non-salary benefits,
such as the use of a company car or mobile phone.

» For more information visit ATO — Fringe benefits tax for small business or phone
the ATO Business tax enquiriesline on 13 28 66.

o Do you collect your employees’ Tax File Numbers (TFNs)?

Your obligations as an employer may involve collecting TFNs from your employees for
taxation and superannuation purposes. It’s important to handle TFNs only for authorised
purposes. The handling of TFNs is regulated by the Tax File Number Guidelines (TFN
Guidelines).
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Not complying with the TFN Guidelines amounts to an interference with the privacy of an
individual under the Privacy Act 1988. If individuals believe their TFN has been
mishandled, they may complain to the Office of the Australian Information Commissioner
(OAIC). There are also penalties for the misuse of TFNs under taxation law.

« Formoreinformation on handlingemployee taxationand superannuation
information, visit ATO or phone the ATOBusiness taxenquiriesline on 13 28 66.

» Formoreinformation onthe handling of TFNs, visit the OAIC website at
Office of the Australian Information Commissioner — Business resources.

o Do you understand your legal obligations under Work Health & Safety (WHS) &
workers compensation law?

As a business owner, you're obliged by the law in your state or territory to exercise a duty
of care to protect your workers against potential WHS risks. You must also take out
workers compensation insurance for your staff.

In the event of an injury occurring or disease being present in your workplace, you may be
required to contact the relevant state or territory agency. Contact the agency or check its
website to determine which injuries and diseases must be reported. You also may have
other obligations such as assisting an injured worker to return to work. Your WHS
regulator may provide workshops and advisory material to help you understand your
obligations and keep your workplace safe.

Your WHS regulator can advise on WHS registration and license requirements for certain
high risk work activities, operation of certain items of plant or using particular chemicals
in your workplace.

- Contact your state or territory WHS and workers compensation agency. For
contact details, referto the WHS & workers compensationagencieslistinour
Checklist companion at business.gov.au — Checklist companion.
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o Do you know where to find skills development, industry statistics &
training information?

Your business environment is constantly changing, so you need to ensure that the
knowledge and skills of your staff keep pace with those changes.
» Departmentof Employment

Website Department of Employment — Employment
Website Labour Market Information Portal

- Departmentof Educationand Training

Website Department of Education and Training — Skills and Training

« National Training Information

training.gov.au is the database of vocational education and training in
Australia. The website includes information on training packages, qualifications,
units of competency and Registered Training Organisations (RTOs).

Website training.gov.au

- Contactyourlocal TAFE college, private or online training provider.

» Findseminarsandworkshopsatbusiness.gov.au - Events.

- Contactyourlocal Australian Apprenticeships Centre. Visit
Australian Apprenticeships or phone the Australian Apprenticeships Referral
Lineon13 38 73.

1 Do you know your obligations for handling complaints & disputes?

Problems between employers and employees may relate to issues such as wages, awards
and agreements, harassment or discrimination.
« FairWork Ombudsman
Can help you comply with your workplace rights and obligations under the Fair

Work Act 2009.

Phone 13 13 94
Website Fair Work Ombudsman

52| Page


http://www.employment.gov.au/employment
http://lmip.gov.au/
https://www.education.gov.au/skills-and-training
http://training.gov.au/
http://www.business.gov.au/advice-and-support/event-finder/Pages/default.aspx
http://www.australianapprenticeships.gov.au/
https://www.fairwork.gov.au/

Starting Your Business checklist

« Fair Work Commission

Acceptslodgementsofenterpriseagreementsandassesses whetherthey passthe
better off overall test.

Phone 1300 799 675
Website Fair Work Commission

 AustralianHuman Rights Commission

Complaints Infoline: 1300 656 419
Website Australian Human Rights Commission

Ifyou’re covered by the Western Australian workplace relations system,seethe
LabourRelations website.

- LabourRelations, Department of Commerce

Phone 1300 655 266—\Wageline
Website Department of Commerce - Labour Relations

o Do you know what’s required at the end of employment?

Employment ends when an employee resigns, is made redundant or is dismissed. For
information on your obligations to your employees, eligible termination payments and
the taxation implications of ending employment, see the below resources:

- Visit ATO or phone the ATO Business tax enquiries lineon 13 28 66.

- Most private sector employers (whether incorporated or not) and their
employees in all states and territories other than Western Australia are
covered by Australia’s national workplace relations system established by the
Fair Work Act 2009.

» InWestern Australia, the Fair Work Act applies to trading, financial andforeign
corporations, but notunincorporated businesses which are covered by the
Western Australian workplace relations system. For moreinformation, visit the
Fair Work Ombudsman website at Fair Work Ombudsman or phone the Fair
Work Infoline on13 13 94.

- Ifyou’re covered by the Western Australian workplace relations system, see
Department of Commerce - Labour Relations or phone Wageline on
1300655 266.
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Grants & financial assistance

0 Do you know what grants & assistance are available to your business?

Grants and other funding programs are available from Australian, state and territory
governments and in some cases from local councils. Generally, there are no grants
available for starting a business. However, there are grants and other assistance available
for a range of business activities such as expanding your business, research and
development, innovation and exporting.

» Grants & Assistance
Ourtoolcan helpyoufind government grants and assistance includingspecificgrants
foremployers,industry,environmental projects and indigenous businesses.

Phone business.gov.au 13 28 46
Websitebusiness.gov.au — Grants & Assistance

- IndigenousBusinessAustralia(IBA)
Providessupportandservices,including business planning workshops, to assistyou
tostart, buyorexpandyourown business.

Phone 1800107107
Websitelndigenous Business Australia

« Contactyourlocal council forinformation on their grants.

- For further assistance, see our Advice & support topic on page 7

Find more information about this topic at business.gov.au — Grants & Assistance.
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Online business

One way you can reach a much wider market is by taking your business online.

o Have you thought about starting a business online?

An online business, or simply selling your products or services online, can help you reach
a much wider customer base. An online shopfront can also help you tie your online
presence with your sales system. Contact the agencies below for further assistance with
setting up an online business or providing an online shopfront:

» Departmentof Communications

Visitthe digitalbusiness.gov.auwebsite forinformationonstarting awebsiteand
sellingonline.

Website Digital Business

» The Treasury

Obtain a copy of the Australian Guidelines for Electronic Commerce publication.
WebsiteTreasury

1 Do you know where to get Information Technology (IT) training?

- Fortraininginformation, see our Employ people topic on page 46or visit
business.gov.au — Employ people.

o Have you set up a secure website?

Toset up awebsite youcan employ the services of yourInternet Service Provider(ISP), a
specialist web designeror develop thesite yourself by choosingtoinvestinweb skills.

Onceyou’ve established yourwebsite it’simportant toensurethat it’s properly protectedto
prevent sensitive data beingstolen, corruptedordestroyed. In particular,any pageswithin
yourwebsite where youacceptcustomerinformationand online payment details mustbe
secure.
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- StaySmartOnline

The Stay Smart Online website and social media channels provide informationonthe
simple stepsthatindividualsandsmall businesses cantaketoprotecttheirpersonal
andfinancial information online.

Website STAYSMARTONLINE - Business.

- SCAMwatch

Providesinformation onawide range of scams, including examples of scamsand tips
on protecting yourbusiness online.

Phone1300302021-SmallBusinessHelpline
Website SCAMWATCH

o0 Have you considered the laws & regulations that apply to online
shopfronts?

Even if your business solely operates through a website, you still need to follow the same
laws and regulations as if you were operating from a shopfront.

There are also additional regulations like spam laws that may apply to your online
business.

o DOYOU UNDERSTAND YOUR SPAM OBLIGATIONS?

Spam is electronic junk mail. Under the Spam Act 2003 it’s illegal for you to send
unsolicited commercial electronic messages.
- Australian Communications and Media Authority (ACMA)

Phone 1300855 180
Website Australian Communications and Media Authority — Anti-Spam

o DOYOUUNDERSTAND YOUR PRIVACY OBLIGATIONS?

If you’re covered by the Privacy Act 1988, you also need to protect your customers’
personal information you collect and use online as well as offline.

Even if you're not covered by the Privacy Act your business should still aim for good
privacy practice. This includes limiting collection of personal information to what’s
necessary for your functions or activities, storing it securely, being clear to your
customers about
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when their personal information is being collected, the purposes it may be used for,
whether it may be disclosed to others, and how to opt out of having it collected or used in
particular ways.

- Officeofthe Australian Information Commissioner

Phone 1300363992
Website Office of the Australian Information Commissioner — Business resources

oo DOYOUUNDERSTAND CONSUMERPROTECTION & COMPETITION LAWS?

The Competition and Consumer Act 2010 (formerly known as the Trade Practices Act
1974) applies whether you’re operating your business from a physical shopfront or in an
online environment. For example, it is illegal to make misleading claims on your shop
window, in a newspaper advertisement, on your website or in yoursocialmediachannels.

- Australian Competition and Consumer Commission (ACCC)

Responsible for enforcing compliance with the Competition and Consumer Act
2010.

Phone 1300302 021-SmallBusiness Helpline
Website ACCC

For information on state and territory consumer laws, contact your state or
territory consumer affairs agency. For contact details, refer to the Consumer
affairs agencies list in our Checklist companion at business.gov.au — Checklist

companion.

o Do you know how to protect your online business?

Unless properly protected, sensitive data can be stolen, corrupted or destroyed.

- Australian Competition and Consumer Commission (ACCC)
Administers the SCAMwatch website, which providesinformation on how to
recognise and protect yourbusiness against online scams.

Phone1300302021-SmallBusinessHelpline
Website SCAMWATCH
Website ACCC

Find more information about this topic at business.gov.au — Online business.
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When you buy a business

o Haveyouconsidered buying an established business?

o Haveyouconsidered buying afranchise?

Buying an established business

Before signing a purchase agreement, you should consider the following issues. For a
more complete picture, you should read this topic together with the others in this
checklist.

o Do you know the business’s current value & future prospects?

Assets usually determine the value of a business. A good business history can also
increase the likelihood of a successful operation.

- Contactabusinessadvisor foradvice. Find your nearest advisor using our
Advisory Services tool at business.gov.au — Advisory Services.

» Consultyouraccountantor solicitor.

0 Have you analysed the financial records?

To determine if the business is financially viable you’ll need to analyse the financial
records, focusing on areas such as sales, costs, profits, assets and liabilities. You should
pay particular attention to liabilities, such as warranty obligations and product liabilities.

- Contactabusinessadvisor foradvice. Find your nearest advisor usingour
Advisory Services tool at business.gov.au — Advisory Services.

» Consultyouraccountantor solicitor.

o Are you aware of the associated Intellectual Property (IP) issues?

When you buy a business you may also be buying the IP assets such as trade marks,
patents or trade secrets.

« For moreinformation, see our Intellectual propertytopicon page 26.

58| Page


https://www.business.gov.au/advisory-services
https://www.business.gov.au/advisory-services

Starting Your Business checklist

1 Do you know which taxes apply?

When you buy a business, you may need to pay stamp duty and other taxes. You also
need to consider ongoing tax requirements such as Goods and Services Tax (GST).

If the business is sold to you as a ‘going concern’ it may be GST-free. This means that you
cannot claim GST credits on the purchase of the business.

- Formoreinformation, see our Your taxation obligations topic onpage 30.

. Contacta business advisor for advice. Find your nearest advisor usingour
Advisory Services tool at business.gov.au — Advisory Services.

» Consultyouraccountantor solicitor.

o Are you aware of your legal obligations?

The structure of the business will determine some of your legal obligations. Other
important legal requirements to consider include leasing and fair trading.

SeeourBusinessstructurestopicon page 14.

See our Your legal requirements topic on page 35.

Contacta business advisor for advice. Find your nearest advisor using our
Advisory Services tool at business.gov.au — Advisory Services.

Consultyouraccountantor solicitor.

o Do you know your obligations to existing employees?

If you buy an established business, you’ll need to ensure that you understand your
obligations to your employees.

« For moreinformation, see our Your ongoing employerobligations topicon page
63.

Find more information about this topic at business.gov.au — Employ people.
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Buying a franchise

Buying a franchise gives you the right to run a business and sell a prescribed product or
service for a specified period. Before investing in a franchise, you should consider the
information below.

Franchising in Australia is regulated by the Franchising Code of Conduct (Franchising
Code), a mandatory industry code prescribed under the Competition and Consumer Act
2010 (formerly known as the Trade Practices Act 1974). The Franchising Code contains
requirements regarding the information franchisors provide to prospective franchisees,
dispute resolution processes and termination of the franchise agreement.

- Australian Competition and Consumer Commission (ACCC)

Promotes compliance with the Franchising Code by helping people understandtheir
rightsandobligations,investigatingcomplaints and,wherenecessary,bytaking
enforcementaction.

Phone 1300302 021-SmallBusiness Helpline
Website ACCC

. Contactabusiness advisor foradvice. Find your nearest advisor usingour
Advisory Services tool at business.gov.au — Advisory Services.

» Consultanaccountantandalawyerwithfranchisingexperience.

0 Do you understand the Franchising Code of Conduct?

The Franchising Code of Conduct regulates the conduct of participants in franchising and
ensures that prospective franchisees are sufficiently informed about a franchise before
entering into it. The Franchising Code also provides a cost-effective dispute resolution
scheme for franchisees and franchisors to resolve any disputes.
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For more information or to download a copy of the Franchising Code of Conduct visit
ACCC — Franchising or phone the ACCC’s Small Business Helpline on 1300 302 021.

- Contactyour state or territory consumer affairs agency. For contactdetails, refer
tothe Consumer affairs agencies list our Checklist companion at business.gov.au
— Checklist companion.

o Areyou looking to enter into a franchise agreement?

Before entering into a franchise agreement, you should obtain as much information about
the Franchising Code of Conduct as possible to ensure you’re fully informed of your rights
and obligations.

- Thefollowing free ACCCresources provide important informationonthe
Franchising Code and on otherissues you need to be aware of:

« Franchisee Manual
» Franchiseestart-up checklist
- Your essential guide to the Franchising Code of Conduct (DVD)

Download or order your copies by visiting ACCC — Franchising or by phoning the ACCC’s
Small Business Helpline on 1300 302 021.

- The ACCCalsosponsorsa free pre-entry franchise education programthat may
help youto assess franchise business opportunitiesto ensure you make the right
choice. Toparticipate inthe franchising pre-entry course visit
Asia Pacific Centre for Franchising Excellence.

o Are you aware of the Intellectual Property (IP) issues?

Asafranchisee, you needtoknow which IPyou’ll have a rightto use underthefranchise
agreement. Formoreinformation, seeour Intellectual propertytopiconpage 26.
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0 Do you know where to go in the event of a franchising dispute?

The Franchising Code of Conduct sets out a clear process for the resolution of disputes in
the franchising relationship. If a dispute occurs and it cannot be resolved between the
franchisor and the franchisee, the Office of the Franchising Mediation Adviser (OFMA) can
help you resolve it more quickly and cheaply than going tocourt.

- Office of the Franchising Mediation Adviser (OFMA)

Visit their website for more information onresolving franchising disputes.

Phone1800150667
Website OFMA

Find more information about this topic at business.gov.au — Franchise.
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Running your business

o Doyouknow yourongoing employer obligations?

o Doyouunderstand your Work Health & Safety obligations?

o Haveyouthoughtaboutexporting goods or services?

o Haveyouthoughtaboutimporting goods or services?

o Canyourbusiness benefit fromapplying fortenders or contracts?

o Areyou prepared foranemergency?

Your ongoing employer obligations

o Do you understand & maintain your employees’ entitlements?

As an employer, you have certain obligations to your employees. This includes providing
minimum standards of pay, conditions and entitlements. Private sector employers
(whether incorporated or not) and their employees in all states and territories other than
Western Australia, are now covered by the national workplace relations system
established by the Fair Work Act 2009.

In Western Australia, the Fair Work Act applies to employers such as constitutional
corporations (trading, financial and foreign corporations) but not to unincorporated
businesses, which are covered by the Western Australian workplace relations system.

The national workplace relations system includes minimum National Employment
Standards (NES), modern awards, minimum wage orders and unfair dismissal protections.

Information about pay and conditions under the national workplace relations system is
available from the Fair Work Ombudsman website.
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« Fair Work Ombudsman

Can help you comply with your workplace rights and obligations under the Fair
Work Act 2009.

Phone 131394
Website Fair WorkOmbudsman

- LabourRelations, Department of Commerce
Ifyou’re covered by the Western Australian workplace relations system (forexample,
ifyourbusinessis notincorporated),seethe LabourRelationswebsite.

Phone 1300655 266-Wageline
Website Department of Commerce- Labour Relations

o Do you know your Work Health & Safety (WHS) obligations?

« For moreinformation, see our Work Health & Safety topicon page65.

1 Do you know your workers compensation insurance obligations?

» For moreinformation, see our Work Health & Safety topicon page65.

0 Do you know your public liability insurance obligations?

« For moreinformation, see our Insurance topic on page 44.

Find more information about this topic at business.gov.au — Employ people.
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Work Health & Safety (WHS)

Knowing and understanding the WHS laws in your state or territory will help you avoid

the unnecessary costs and damage to your business caused by work related injury and
illness.

o Do you understand your legal obligations under WHS legislation?

As a business owner, you have a number of obligations to meet. These obligations are
covered under the WHS regulations and state and territory WHS legislation.

In some states and territories, there is a free and confidential service for small businesses
that provides access to a consultant or adviser to help you address WHS issues.

- Contact your state or territory WHS and workers compensation agency. For
contact details, referto the WHS & workers compensationagencieslistin our
Checklist companion at business.gov.au — Checklist companion.

For other WHS advice and assistance contact:

- Safe Work Australia

An Australian Government statutory agency with the primary responsibility to
improve work healthand safetyand workers’ compensationarrangementsacross
Australia.

Phone 1300 551 832
Website Safe Work Australia
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o Do you know what’s required of you 0in the event of an accident or injury?

As a business owner, you must notify your state or territory agency of certain events. You
may also be required to provide rehabilitation, suitable duties and compensation.

- Contactyourstate or territory OH&S and workers compensation agency. For
contact details, referto the OH&S & workers compensationagencieslistin our
Checklist companion at business.gov.au — Checklist companion.

1 Do you know if you require a WHS license or registration for work activities or items
of plant or chemicals that may be used in your business?

As a business owner you should seek the advice of your state or territory WHS regulator
on the WHS licensing and registration requirements for certain high risk work activities,
items of plant or chemicals.

- Contactyourstate or territory WHS regulator. For contact details, refertothe
WHS & workers compensation agencies listin our Checklist companion at
business.gov.au — Checklist companion.

o Do you have workers compensation insurance for your employees?

You must provide workers compensation insurance for your employees in the event of
any accident or sickness.

- Forinformation onstate and territory workerscompensation legislation contact
your state or territory WHS and workers compensation agency. For contact
details, refertothe WHS & workerscompensationagenciesin our Checklist
companion at business.gov.au — Checklist companion.

» Find moreinformation about this topic at
business.gov.au — Workplace health & safety
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Exporting

Expanding your market overseas can mean bigger profits and bigger risks. Successful
exporting doesn’t happen by accident—it needs careful planning and commitment.

o Are you ready to export?

Austrade is the Australian Government’s trade, investment and education promotion
agency. Through a network of offices in over 50 countries, Austrade assists Australian
companies to grow their international business, attracts productive foreign direct
investment Into Australia and promotes Australia’s education sector internationally.

- Australian Trade Commission (Austrade)

Phone132878
Website Austrade - Exporting

« ExportFinanceandInsurance Corporation (EFIC)

EFIC is Australia’s export credit agency and assists Australian-based businesses to
win and finance export, offshore investment and onshore export-related
opportunities when their bank is unable to provide all the support they need.

Phone 1800093724
Website EFIC
- Department of Agriculture (DA)

DAregulates andfacilitates the export of food, live animals, animalproducts, fish,
aquaticproducts,plantsandgrains.

Phone 1800020504
Website Department of Agriculture and Water Resources

- SeeourPlanningforyourbusinesstopiconpage 11.

0 Haveyouresearched overseas markets?

There is a range of information available online to help you conduct initial research into
overseas markets. Austrade has country profiles and doing business information for many
countries.

- Australian Trade Commission (Austrade)

Phone132878
Website Austrade — Export markets
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o Do you understand your exporting requirements?

The Australian Customs and Border Protection Service will need to clear your goods for
export. You also need to know what restrictions and export regulations apply. Some
exports may also require approval or permits from other government agencies or
authorities, depending on the restricted nature of the export.

« Australian Customs and Border Protection Service

Phone 1300363263
Website Department of Immigration and Border Protection - Business

o Have you considered exporting online?

Exporting online can be a cost-effective way of entering the overseas market. Online tools
commonly used to market internationally include websites, e-mail, e-marketplaces, and
collaboration tools. For information on these and a range of other exporting issues
contact Austrade.

- Australian Tradeand Investment Commission (Austrade)
Phone 132878
Website Austrade - Exporting

oo Have you considered international Intellectual Property (IP)
protection?

As well as registering in Australia, you can apply to register a trade mark, patent, design
or plant breeder’s right overseas. This is particularly important when you export goods or
conduct business over the internet. You should also ensure that your export goods won’t
infringe the IP of others in the overseas market.

« |P Australia

Phone 1300651010
Website|P Australia
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o Do you know how Australia’s Free Trade Agreements (FTAs) can affect your export
business?

Australia has a number of FTAs with other countries that give Australian exporters better
access to those markets. To find out more about Australia’s FTAs and the opportunities
overseas contact:

- Department of Foreign Affairs and Trade (DFAT)

Phone(02)62611111
WebsiteDepartment of Foreign Affairs and Trade - Free Trade Agreements

o Do you need further information on exporting or financial assistance?

Financial assistance and advice is available from a number of government agencies. To
find out if you're eligible for financial assistance or for more information, contact the
agencies below:

- AustralianTrade and Investment Commission (Austrade)
Phone 132878
Website Austrade

» Department of Immigration and Border Protection an Customsand Border
Protection Service

Phone 1300363263
Website Department of Immigration and Border Protection

« Export Finance and Insurance Corporation (EFIC)
Providesexporters withfinanceandinsuranceservices.

Phone 1800093 724
Website EFIC

- Formoreinformationongrantsandassistance, see ourGrants & financial assistance topic
on page 54.
»  Find moreinformation about this topic at business.gov.au — Import and export.
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Importing

o Do youunderstand your importing requirements?

The Department of Immigration and Border Protection will need to clear your goods on
import. You also need to know what permits, duties and import regulations apply.
» Department of Immigration and Border Protection

Phone 1300363263
Website Department of Immigration and Border Protection

o Have you checked if your goods are prohibited or restricted?

Before you import goods, find out if you’re allowed to import them or if they carry special
restrictions.

« Department of Immigration and Border Protection

Phone 1300 363 263
Website Department of Immigration and Border Protection

o Have you checked if your goods are subject to dumping &/or countervailing duty?

Tofind out what goods are subject to anti-dumping measures contact:

e Anti-DumpingCommission

Phone 1300 884 159—-Dumping Hotline
Website Anti-Dumping Commission
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o Have you checked if your goods contain anindustrial chemical?

Your business requires additional registration if your goods contain industrial chemicals
like cosmetics, solvents, adhesives, plastics, inks, printing and photocopying chemicals,
paints, household cleaning products and toiletries.

- National Industrial Chemicals Notification and Assessment Scheme

Phone 1800638528
Website National Industrial Chemicals Notification and Assessment Scheme

o Do you know what biosecurity requirements apply to your goods?

If your goods also fall under biosecurity/quarantine regulations, the Department of
Agriculture will need to inspect and possibly treat them.
« Department of Agriculture and Water Resources

Phone 1800 020504
Website Department of Agriculture and Water Resources

o Have you considered applying for import assistance?

Find out if you're eligible for import assistance through the below agencies.

» Department of Immigration and Border Protection

Phone 1300363263
Website Department of Immigration and Border Protection

» Departmentofindustry,InnovationandScience

Phone business.gov.au 13 28 46
Website business.gov.au

o Do you expect that your goods could be used in a workplace?

To find out if you have duties as an importer or supplier under work health and safety
legislation contact your state or territory WHS regulator.
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- Forcontactdetails, refertothe WHS and workers compensation agenciesin our
Checklist companion at business.gov.au — Checklist companion.

o Do you know if safety or information standards apply to your imports?

Before you import goods, find out whether they’re subject to mandatory safety or bans.

- Australian Competition and Consumer Commission (ACCC)

Phone1300302021-SmallBusinessHelpline
Website ACCC

- Visit the ACCC’s Product Safety Australia website at
ACCC—Product Safety Australia to find more information on mandatory
standardsandbans.

Find more information about this topic at business.gov.au —Import and export.

Tenders & contracts

o Do you have a good understanding of contracts?

Contractual requirements can affect how you operate and grow your business. Having a
good understanding of contracts can help improve the viability and security of your
business.

- Download a copy of Working with Contracts Guide —a plain English guide to using
contractsasacommercial tool. The guideincludes usefulexamplesand
information ontypical legal jargon, types of contracts and pointers for
constructingyour owncontract.

Website Treasury - Publications
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o Have you considered selling your goods or services to government?

« AusTender

Searchthe Australian Government’s procurement website to find currentbusiness
opportunitiesand contractsawarded. Register yourareaofbusiness interesttobe
notified about opportunities that matchyourprofile. Find information on how to
become a registeredsupplieronaMulti-Use List (MUL).

Phone1300651698
WebsiteausTENDER

» Obtain acopy of the Selling to the Australian Government: A guide for business
booklet from the Department of Finance website, or use the step-by-step Selling
tothe Australian Governmentonlinetool.

Phone 1300651698
Website Department of Finance

« IndustryCapabilityNetwork (ICN)

ICN canintroduce Australianand New Zealand companies tothe supply chains of
projects, government procurement and commercialdevelopmentsinthe private
sector.

Phone 1300961139
Website ICN

- Visityourstateor territory government online tenders website. For website
details, refertothe Tender agencies listin our Checklist companion at
business.gov.au — Checklist companion.

o Do you know how Australia’s Free Trade Agreements (FTAs) can affect your
business?

Australia has a number of FTAs with other countries that give Australian exporters better
access to those markets. To find out more about Australia’s FTAs and the opportunities
overseas contact:

- Department of Foreign Affairs and Trade (DFAT)

Phone(02) 6261 1111
Website Department of Foreign Affairs and Trade - Free Trade Agreements

Find more information about this topic at business.gov.au — Tenders and Contracts.
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Emergency management & recovery

o Areyou prepared for an emergency?

Natural disasters such as flood, fire and earthquakes can strike without warning. Even if
you are not directly affected by a disaster, your suppliers or buyers may be affected, or
road closures elsewhere may reduce traffic to your area and reduce sales.

Emergency management planning is more than just planning for natural disasters — it can
help your business survive through any emergency. Planning for the impact of an
emergency rather than the emergency itself will give your business a greater chance of
survival. Emergency management plans are a requirement of work health and safety
legislation in most states and territories.

- Download our Emergency management & recovery guide at
business.gov.au — Templates and tools.

» Use our checkliststo guide you through each step of the planning processat
business.gov.au — Checklists.

- Download our Emergency plan appatbusiness.gov.au — Emergency plan app
MyBizShield.

Find more information about this topic at business.gov.au - Emergency response.
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Glossary

TERM

Starting Your Business checklist

DEFINITION

Anti-dumping

Laws preventing the dumping of goods exported to
Australia at a price that is below the “normal value” of the
goods.

Australian Business
Number (ABN)

A single identifying number used when dealing with other
businesses and the Australian Taxation Office (ATO).

Australian Company
Number (ACN)

The number allocated by the Australian Securities &
Investments Commission (ASIC) when you register a
company under Corporations Law.

Australian Privacy
Principles (APPs)

The 13 APPs in the Privacy Act regulate the handling of
personal information by Australian and Norfolk Island
Government agencies and some private sector
organisations. They replace both the Information Privacy
Principles (IPPs) that applied to Australian Government
agencies and the National Privacy Principles (NPPs) that
applied to some private sector organisations.

Best practice

Improving business operations and service by following
standards, codes of practice and benchmarking.

Biosecurity

A term describing controls, regulations

and isolation imposed on goods, animals or plants
exported to or imported from foreign countries to prevent
the spread of pests and diseases offshore, at the border
and onshore.

Business name

A name used, or to be used, in relation to one or more
businesses.
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TERM

DEFINITION

Business Activity
Statement (BAS)

A form used to report business tax entitlements and
obligations including GST and PAYG.

Capital Gains Tax

The tax on any gain you make when you sell an asset such

(CGT) as shares, units in a unit trust and property, excluding
most homes and motor vehicles.
Cash flow The measure of actual cash flowing in and out of a

business.

Codes of practice

Set out specific standards of conduct in an industry. Can
be mandatory or voluntary.

Company A body corporate registered in Australia under the
Corporations Act 2001.

Compliance Procedures that are undertaken at regular intervals or on
an ongoing basis to ensure that the regulations and/or
laws laid down by an authoritative body are kept.

Contractor See Independent Contractor.

Copyright A law that protects original works of art, literature, music,
films, sound recording, broadcasts and computer
programs from copying and certain other uses.

Design The features of shape, configuration, pattern or

ornamentation which gives a product unique appearance,
and must be new and distinctive. Design registration is
intended to protect designs which have an industrial or
commercial use. A registered design gives the owner
exclusive rights to commercially use it, license or sell it.

Domain name

A unique string of letters, numbers and symbols that
identifies where a particular website is located on the
internet.
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DEFINITION

e-business

Business conducted over the internet, including buying
and selling, servicing customers and collaborating with
business partners.

e-marketplace

An electronic marketplace (e-marketplace) allows buyers
and sellers to carry out transactions via the internet.

Excise duty An indirect tax levied on certain types of goods produced
or manufactured in Australia including petrol, alcohol,
tobacco and coal.

Franchise A business model where a franchisee purchases the right

to trade in goods or services, within the terms of a
franchise agreement.

Franchise agreement

A legal contract setting out the operational terms and
conditions of a franchise business. This usually covers
franchisor and franchisee responsibilities, lease
agreements, intellectual property, marketing and
payments for a specified period.

Franchisee A person or business that legally purchases the right to
operate a franchise outlet for a specified period.
Franchisor A person or business that owns a franchise and agrees to

sell the rights, within the terms of a franchise agreement.
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TERM DEFINITION
Free Trade A contractual arrangement between two or more
Agreement (FTA) countries to improve the flow of goods and services

between borders, and eliminate or significantly reduce
tariffs and trade barriers. It can cover market access
commitments for goods and services

and other trade-related issues (such as investment,
intellectual property and competition policy).

Fringe Benefits Tax
(FBT)

A tax paid by employers on behalf of their employees, on
non-salary benefits including company cars and mobile
phones.

Fuel tax credits

Provide credit for the fuel tax (excise or Customs duty)
included in the price of fuel used for business activities,
machinery, plant, equipment and heavy vehicles.

Goods and Services
Tax (GST)

A broad-based tax of 10% on the sale of most goods and
services in Australia.

Independent
contractor

A person who is self-employed and hired to provide a servi
for a business, but is not an employee of that business.

Input tax credit

A credit for any GST included in the price paid for goods
and services used in a business. The IPPs are also relevant
to businesses contracted to work for Australian and ACT
government agencies.
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DEFINITION

Intellectual Property

(IP)

IP represents the property of your mind or intellect. It can
be an invention, trade mark, original design or the
practical application of a good idea. In business terms, this
means your proprietary knowledge—a key component of
success in business today.

Internet Service
Provider (ISP)

An organisation that allows users to dial into its
computers to connect to the internet, for a fee.

Legal name The name of the entity that appears on all official
documents or legal papers. It may be different from the
trading name.

Liability A financial obligation or amount owed.

Licence A legal document that grants a business or person with

official permission to conduct a certain activity.

Multi-Use List (MUL)

A list of registered suppliers of goods and/or services, who
have satisfied the conditions for participation on the list.
Australian Government agencies are required to publish
their Multi-Use Lists on AusTender.

Partnership

A partnership is a type of structure where two or more
people start a business and can legally share profits, risks
and losses according to terms set out in a partnership
agreement.
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TERM

DEFINITION

Patent

An exclusive right granted to an owner to sell their
particular device, substance, method or process that is
new, inventive and useful.

Pay As You Go (PAYG) A legal requirement to withhold a percentage of payments

withholding made to employees and other businesses, which is then
paid to the ATO.

Payroll tax A state and territory government tax on industry,
calculated on the amount of wages paid.

Permit A legal document granting usually temporary permission

to carry out a planned action.

Personal information

Information that identifies an individual or could identify
an individual. Examples of personal information can
include an individual’s name or address. Personal
information can also include medical records, bank
account details, photos, videos, and even information
about what an individual likes, their opinions and where
they work

— basically, any information where they are reasonably
identifiable.

Personal Services
Income (PSI)

Income that is mainly a reward for an individual’s personal
effort or skills.

Plant varieties

A new plant variety can be protected under Plant
Breeder’s Rights which provide exclusive rights to
commercialise the variety, including import and export.

Product liability
insurance

Insurance that covers a business for damage or injury
caused to another business or person, through the failure
of a product sold by that business.
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TERM DEFINITION

Professional Insurance that protects a business if their client suffers a

Indemnity loss as a direct result of their advice.

Rates Property taxes charged by local government on properties
in their municipal area.

Retail lease A legally binding contract between a business and a

landlord that sets out the terms by which a business can
occupy a landlord’s shop or premises.

Risk management

A systematic process of making a realistic evaluation of
the true level of risks to your business.

Sole trader A sole trader is a type of structure where the business has
no separate legal existence from its owner.

Spam An unwelcome electronic mail message usually sent to a
large number of recipients.

Stamp duty A state and territory government tax paid by a buyer on

the purchase price of the property or asset.

Stocktaking

A regular process involving a physical count of
merchandise and supplies actually held by a business, to
verify stock records and accounts.

Tax File Number
(TFN)

A unique number issued by the ATO to individuals and
organisations to identify tax records.

Tax invoice

An invoice for the supply of goods or services which must
specify that it’s a taxed invoice and must include an
Australian Business Number. If the invoice is not in the
specified format the recipient cannot claim GST input tax
credits.
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TERM DEFINITION

Tender A process a government agency or company follows to
seek quotes for required goods or services.

Trade mark A trade mark can be a letter, number, word, phrase,

sound, smell, shape, logo, picture, aspect of packaging or
any combination of these, which is used to distinguish
goods and services of one trader from those of another. A
registration of a trade mark gives the owner the legal right
to use, licence or sell it within Australia.

Trading name

The name that an entity trades under, or is known as, by
its suppliers or customers.

It may be different from the entity’s legal name. Note, a
trading name is not considered a business name. See
business name.

Trust A trust is a relationship where a business is transferred to
a third party who has legal control and has a duty to run
that business to benefit someone else.

Turnover The amount of money that passes through a business

entity throughout a financial year.

Unconscionable
conduct

When a business takes advantage of anotherina
transaction in a way that offends the conscience.
Unconscionable conduct is much more serious conduct
than mere unfairness, or acts in a way that is clearly unfair
or unreasonable.

Venture capital

Capital invested in a start-up business that is thought to
have excellent growth prospects but does not have access
to capital markets because it’s a private company.

Workers
compensation

A payment made to an employee affected by a work
related injury or illness, to compensate for the loss of
earning capacity, medical and rehabilitation expenses.
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Contractors, 8, 16-19, 22, 47, 49
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Fringe Benefits Tax (FBT), 31, 50
Funding, 7,9, 13, 54

G

Goods and Services Tax (GST), 21, 30, 41, 59
Grants, 54, 69

H

Hiring, 47

Hobby, 10

Home-based business, 20, 28-30, 45
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I

Importing, 63, 70-72

Income tax, 14-15, 30-34

Independent contractor, 14-15, 33-34, 41
Industrial chemicals, 71

Information technology, 29, 55
Innovation, 54

Insurance, 18, 20, 29, 44-46, 64, 66-67, 69
Intellectual Property (IP), 11, 26-28, 58, 61, 68
International, 27, 40, 67-68

Internet, 26-27, 55, 68

L

Land tax, 32

Leasing, 37,59

Legal, 9, 14-15, 20-21, 25, 29, 35-38, 45, 49, 51, 59, 65, 72
Licence, 10, 15, 20, 21-24

M

Marketing, 12

N

Networking, 9

o

Online business, 29, 55-57

Overseas, 67-69, 73

P

Partnership, 14, 21-22, 24

Patent, 26-27, 58, 68
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Pay As You Go (PAYG), 22, 33, 48-49
Payroll tax, 50

Permit, 23, 28, 35, 68, 70
Personal Services Income (PSl), 14 Planning, 11
Policies, 44

Privacy, 37, 38, 51, 56
Procedures, 44

Product liability, 45

Public liability, 45, 64

Q

Quarantine (see Biosecurity)

R

Rates, 33

Record keeping, 20, 30, 41
Recruiting, 47

Research, 21, 67
Responsibilities, 21, 43

Risk management, 29, 44, 51, 66
S

Sole trader, 14, 22

Spam, 56

Stamp duty, 32, 59

Standards, 20, 36, 39
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Stocktaking, 7

Succession plan, 12
Superannuation, 16, 32, 47-51
Support, 7

T

Tax File Number (TFN), 22, 50
Taxation,14, 16, 20, 29, 30
Tenders, 63, 72

Trade mark, 25-27, 58

Trade practices, 60, 36, 39, 57
Trade secret, 27, 58

Training, 9, 48, 52, 55

Trust, 14, 21, 22,37

w

Wages, 30, 31, 41, 49, 50, 52
Workers compensation, 18, 30, 41, 44, 51, 64-66, 72

Work Health and Safety (WHS), 41, 65, 71, 74
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