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Introduction
Hello Boss,

So you’re thinking of starting a new business, that’s great. Starting a new business 

is both exciting and can be difficult at the best of times.

On one hand, you’ll finally be the boss; the master of your own destiny who’s 

pursuing success in something that you’re truly passionate about. On the other 

hand, you now have a list of things to do before you successfully launch and start 

making money.

When starting a business in Australia, there are many laws, regulations and 

requirements that you need to make sure you’ve got covered. This guide will 

take you through each step of starting a business and help you understand 

what's ahead.

This information has been kindly provided by business.gov.au, Australia’s leading 

government authority on business laws, regulations and requirements. In 

particular, the provision of where to access such resources that will equip you 

with the necessary information and tools required to make an informed decision 

before starting your business journey.

With free unlimited support, if you’ve still got any questions or just need to bounce 

some ideas off a business startup expert, please contact our customer support 

centre on 1300 006 263, we’re always here to help.

Good luck on your business startup journey, we wish you every success.

Warm regards,

Kris Pantovic

CEO

Kris Pantovic

CEO

Phone: 1300 006 263

Email: support@servepoint.com.au

https://www.linkedin.com/in/kris-pantovic-838296124/?originalSubdomain=au
https://www.linkedin.com/in/kris-pantovic-838296124/?originalSubdomain=au


Where Australian’s 
come to get 

business started!

As Australia’s premier business 
startup service, we’re fully 

certified and accredited with key 
government agencies, so you 

know you’re in safe hands. 

That’s why new startups, business 
owners and professionals rely on 
us to register their business and 
get setup with everything they’ll 

need to successfully launch for 
success.

Unlimited support

1300 00 NAME
support@servepoint.com.au

Get business

name ideas

Why settle for ordinary, when you can get 
extraordinary business name ideas 

specially crafted for your business by our 
branding experts at a fraction of the cost.

Register a

business name

Government certified and accredited, 
register your business today. Get started 
FREE!   It only takes 3 seconds to check if 

your business name is available 

Business

starter packs

Start your business in minutes with our 
readymade Business Starter Packs. All 

packages come with FREE business name, 
ABN, GST, domain registration and more.

Readymade 

brands

Find your perfect name today. Search our 
catalogue readymade brands and domains 

to find the perfect name for your new 
business, product or service.

Check availability Get started

Get name ideas View catalogue

mailto:support@servepoint.com.au
http://www.namecorp.com.au/
http://www.businessstarterpacks.com.au/
http://www.businessnameideas.com.au/
http://www.my.servepoint.com.au/


The information in this pack has kindly been provided by 

business.gov.au. Australia’s leading government authority 

on business laws, regulations and requirements
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Step 1

Prepare for 

business

A key to a successful business is 

preparation. Making sure you're 

prepared can save you precious time 

and money.

Optional

Get yourself ready

Assessing yourself and your business idea is essential 
before starting a business. It can help you prepare 
for any hurdles and help you overcome them.

Read more >

Required

Business or hobby

Find out if you’re a business or still a hobby and 
what that means for your taxes and operations.

Read more >

Required

Employee or contractor

If you're working on your own you'll need to know 
your worker status. Find out if you're an 
independent contractor or an employee first before 
entering into a contract.

Read more >

Optional

Seek advice & support

You don’t have to do this all on your own. Consider 
talking to a business advisor, accountant or solicitor 
for advice. Try one of our low-cost business advisory 
services for help.

Read more >
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Prepare yourself for business

You may be thinking of starting a new business, or you may be looking to buy an 
established business. Perhaps you've decided to turn your hobby into a business 
or to become a contractor. It is essential to understand the differences between a 
business and a hobby, and decide if you are running a business for tax, legal and 
insurance purposes.

Owning a business can involve a lifestyle change as well as large financial 
commitment. Analysis can help you anticipate any challenges you may face and 
help you overcome them. We've included key areas to help you in thinking about 
the business you'd like to start, the planning process and identifying how your 
product or service will differ from those of other businesses in the marketplace.

Analyse your business idea

Is your idea feasible? Before you get started, find out if there is a demand for your 
products or services. It's also useful to find out who your competitors are and 
whether the market can sustain your business.

Have you started your business plan? This is the first step in thinking through your 
business concept and deciding on your goals and objectives. Researching all 
aspects of your business idea involves gathering, analysing and evaluating 
information. This will help you define how you will meet the goals you've outlined 
in your plan.

Some questions to consider are:

• What product/service will you provide?
• Is your idea feasible?
• How will you protect your idea?
• Is there a market for your product/service?
• What skills do you need to develop your business idea?
• Who are your competitors?
• What difference will you bring to the market?
• Do you have the financial capacity?

Analyse yourself

Are you ready to venture into business? Operating a small business is not just 
about working for yourself, it's also about having the necessary management 
skills, industry expertise, technical skills, finance and of course a long-term vision 
to grow and succeed.

At the outset it’s important to consider whether you really understand what's 
involved and whether you're suited to business and self employment.

Examine these questions:

• Why are you starting a business?
• What are your business and personal goals?
• What are your skills?
• What income do you need to generate?
• What are the advantages and disadvantages of starting your own business?
• How long do you plan to run a business?

Know your strengths and weaknesses

You will require a number of skills to start and run a successful business. The skills 
needed can often include:

• management skills, including business planning and the ability to think long term 
• interpersonal skills, including the ability to communicate and network well to grow 

your business
• industry expertise
• technical knowledge, particularly about the product or service you are selling
• marketing skills and knowledge to promote your products and services
• finance skills.

If you want to develop your business skills further, consider investing in training 
for yourself or your employees. For details about available training courses in 
your area, visit our Events. Read our Training topic to find out more about 
employing and training your staff.
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Know your business structure and type

Each business structure and type can have different legal requirements, so it's 
important you understand these requirements before you decide what is best for 
your business. Ask yourself the following questions:

• What type of business will you start?
• What products or services will you sell and how will you sell them e.g. online, 

retail or both?
• Do you know which business structure best suits your circumstances?
• What do you know about your chosen industry?
• Will you be importing or exporting goods?

Know your product or service

This knowledge is essential to any business, whether online, home-based or 
otherwise. Without a good idea of what product or service you'll offer, it can be 
very hard to move forward with planning and marketing your business.

Your product or service will influence your business structure too. Depending on 
what you market or sell, will you only do business online, or will you also have an 
office space or store to run as well? This can have an impact on your business in 
terms of staffing, storage space, and rent costs.

Before you start a business, find out if people are interested in buying your 
products or services. Find out who your competitors are and whether the market 
can sustain your business.

Conduct some research to see whether your idea is really feasible. This will 
involve gathering, analysing and evaluating information to help you formulate 
your business goals. Finding current industry statistics, sales trends and speaking 
with other business owners in the industry is often a good place to begin.

Some questions to consider are:

• What product/service will you provide?
• Is your idea feasible?
• How will you protect your idea?
• Is there a market for your product/service?
• What skills do you need?
• Who are your competitors?
• What difference will you bring to the market?
• Do you have the financial capacity?

Check out our Market research business topic for more general ideas.

Know your customers

Knowing who you'll be selling to can help you define your business. Do some 
research into your potential (or existing) customers or clients, and their habits -
this means checking out who will be buying or using your goods and services, and 
how they normally do this.

Understanding your customer base, and how to direct them to your online 
business, is important. Investigate what kind of customers usually buy online, 
what they're buying, and how they find their goods and services.

Read our Customers topic for more information on how to provide good 
customer service and keep your customers returning.
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Know your plan

Why write a business or marketing plan?

It may be tempting to get on the internet right away and start experimenting with 
setting up an online business. However, a little planning can go a long way in 
ensuring your business is a success. Creating business and marketing plans can 
help you identify goals and develop strategies for achieving them.

If you're an established business moving online, you might already have a 
business or marketing plan – but it could be a good idea to review them to make 
sure they're comprehensive.

Read our Business planning topic for more information on why you need a 
business or marketing plan.

How do I create a business or marketing plan?

Your basic business plan should be drafted before you go into business, but, once 
started, you should always be thinking about what you can add to it. It should 
contain some core information, such as why you want to go into business, and 
what your goals for the business are. It doesn't need to be long or complicated –
it should be clear and to-the-point.

Your marketing plan's aim is to help you reach your target market and boost your 
customer base and bottom line. Drafting your plans can involve thinking about:

• what your business name will be
• how you are going to manage your business
• looking after finances
• developing products and services that meet the needs of your market.

Read about and develop your business and marketing plan.

Emergency management and succession planning

Whilst you may be pondering the how and why of starting your own business, it is 
also important to think about how you might protect your future business in 
times of crisis or change. Smart business owners prepare for potential risks by 
creating emergency management plans and succession plans.

Emergency management planning allows you to adapt your business to changes 
in its environment by taking appropriate action before, during and after an 
emergency. Succession planning deals with business continuity, and can assist 
you in managing unexpected events, such as selling, retiring from, or leaving your 
business due to health reasons.

Visit our Emergency management & recovery business topic for more details.

Find out more on succession planning.

What to do...

• Read the business planning and marketing topics to start the planning process.
• Visit the Market Research and Statistics topic when researching your product 

or service.
• Find out more about selling products and services.
• Find advice and support in your area using our Advisor Finder tool.
• Visit Events to find local events, seminars and training to help you start your 

business.
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What is a hobby?

A hobby is a pastime or leisure activity conducted in your spare time for 
recreation or pleasure.

Benefits of being a hobby

• Personal enjoyment and satisfaction.
• You can gift or sell your work for the cost of materials.
• You can do it in your own time or when people contact you.
• You don’t have the reporting obligations of a business.

Find out about running a hobby online or watch the Are you in business video on 
the Australian Taxation Office (ATO) website.

What is a business?

You’re in business, if your activity, as a whole, is commercial with an aim to make 
a profit.

Benefits of being in business

• You can apply for an Australian Business Number (ABN) to use in your business 
transactions. You’ll need to use the ABN entitlement tool to check your 
entitlement before applying.

• You can register a .com.au website once you have an ABN.
• You’ll have access to government information, services and concessions for 

business.
• You can establish a business identity when selling to customers and other 

businesses.
• You can claim tax deductions for business expenses against your taxable 

income.
• It may give you the flexibility to manage your time and work your own hours

How do I know if it's a business or a hobby?

It's important to understand the differences between a hobby and a business for 
tax, insurance and legal purposes. Key questions to consider:

• Is the activity being undertaken for commercial reasons?
• Is your main intention, purpose or prospect to make a profit?
• Do you regularly and repeatedly undertake your activity?
• Is your activity planned, organised and carried out in a businesslike manner?

If you answered yes to most of these questions, you're likely to be running a 
business, although it depends on your individual circumstances. The ATO website 
provides further questions, information and examples to help you understand the 
differences between a hobby and a business. To get an answer specific to your 
circumstances, you can:

• talk to a legal, accountant or business adviser in your area who can help you 
decide whether you’re running a business or a hobby.

• get a private ruling from the ATO, which will provide an answer that protects 
you from penalties and interest.

Artists, Creatives and Makers: Use our new tool to help you decide

Business.gov.au are trialing a new way to help creatives, artists, and makers 
decide if they're a hobby or business and understand the obligations that go with 
it. The tool has been designed for people who are getting money from creating 
things, such as jewellery, paintings, candles, textiles or baked goods. By 
answering some simple questions, our tool can tell you:

• whether your creative work looks like a hobby or a business
• what government obligations you have.
• We’ll be expanding the tool to include other industries in the near future.

Get started
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What do I need to do if it’s a hobby?

If your activity is a hobby you may need to meet certain requirements to transact 
with a business. When making a purchase a business generally collects the seller’s 
ABN. If the seller can't provide an ABN, then a business must withhold the top 
rate of tax from the payment for any total more than $75 for tax purposes.

Since you’re not in business and therefore not entitled to an ABN, you need to 
provide evidence that you’re a hobby or the payer will withhold the top rate of 
tax from their payment to you. You can do this by providing the payer with a 
Statement by a supplier form (PDF, 145.0KB). Find out more at Statement by a 
supplier not quoting an ABN.

Income-earning hobbies can sometimes grow into businesses, so it’s important to 
monitor any change in income or practices so that you’re aware of your 
obligations before they happen.

What do I need to do if it's a business?

When running a business you:

• will need to declare your income to the ATO in your annual return. Check the 
tax return for guidance on where to declare this income. Find out more about 
what income you can exclude and income you need to include.

• can claim for deductions on your expenses and generally need an ABN.
• will need to keep records for your business for tax and other obligations.

Once your hobby becomes a business, you may need additional licences and 
permits specific to your type of business. For example, if you're running a home-
based business, you may need council approval to operate from your residence 
depending on the type of business.

Visit the Australian Business and Licences Information Service (ABLIS) to find out 
more about licences and permits for your activity.

Did you know?

• You don’t need to declare the amounts you make from your hobby to the ATO. 
You can’t claim any losses from your activity if it’s a hobby.

• It's a myth that there is a dollar threshold to be in a business. Some people can 
have very expensive hobbies! What matters is whether, as a whole, your 
activity is commercial with an aim to make a profit. If you're in business, there 
are dollar thresholds that can affect what you can claim for tax purposes.

What to do...

• Read our Planning topic for things to consider.
• Read the starting a business checklist for steps to get started.
• Find out about developing business and marketing plans for your business.
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The difference between an employee and a contractor depends on many 
different factors. No single factor or combination of factors will determine a 
worker’s status.

In most cases, independent contractors:

• work for themselves and are their own boss
• are free to accept or refuse work
• control their own working times
• provide their own tools and equipment.

In contrast, employees:

• work in someone else’s business
• are subject to controls on how, where and when their work is performed
• are paid a wage
• receive employee entitlements, such as sick and annual leave.

What to do if you aren't sure if you are an employee or 
contractor

• If you're a worker, use the Independent contractors decision tool to help you 
decide your employment status.

• If you're an employer, use the ATO’s online tool to decide if a worker is an 
employee or contractor for tax and super purposes.

• If you believe your employer is incorrectly treating you as a contractor, contact 
the Fair Work Ombudsman (13 13 94) or the Australian Building and 
Construction Commission (1800 003 338) if you work in the construction 
industry. This could be ‘sham contracting’.

• Seek independent legal advice.

Visit the Fair Work Ombudsman website for additional information on employees 
and contractors.

Independent contractors decision tool

The Independent contractors decision tool gives an insight into whether someone 
is likely to be an independent contractor or an employee under common law. The 
tool will guide you through a set of questions and takes a few minutes to 
complete.

Use the independent contractors decision tool

Five common employee or contractor myths busted

Myth 1 - People who do short-term work are automatically a contractor.
Just because someone is hired for a few hours or a couple of days at a time, doesn't mean 
they're automatically a contractor. Both employees and contractors can be hired for:

• casual, temporary, on call and infrequent work
• busy periods
• short jobs, specific tasks and project.

Myth 2 - Workers with an ABN are always contractors.
Having an ABN is not the deciding factor of whether or not a worker is a contractor. All of the 
conditions of the working arrangement are relevant.

Myth 3 - If someone provides an invoice for their work, it means they are a contractor. Just 
because an invoice was submitted, it doesn't necessarily mean that the person is a contractor. 
Other factors also need to be considered.

Myth 4 - The majority of people in your industry are contractors, which means you should be 
too. Just because contracting arrangements are common in the industry, it doesn't necessarily 
mean that a particular person should be treated as a contractor.

Myth 5 - There is a written agreement that says a worker is a contractor, so they must be one. 
If a worker is legally an employee, having a written agreement will not: override the 
employment relationships or make the worker a contractor; and remove an employer’s tax and 
super obligations.
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Who can help with your business?

You don’t have to work it out all on your own. There are many free or low-cost 
resources available to advise and guide you on a range of business matters. 
Whether you’re just starting out or want to expand your business, it's always a 
good idea to extend your business support network.

Consider any or all of these ways to connect:

Business advice

AusIndustry has a national network of regional managers providing advice and 
assistance to businesses across regional Australia. Regional managers link 
businesses to relevant assistance programs and work with experts providing 
advice tailored to the profile and needs of your business.

Find a low-cost business adviser or expert in your area to help you start, grow or 
exit your business.

Mentoring

A mentor is someone with extensive business experience and knowledge who can 
advise and guide you on a range of business matters. Mentoring can happen in 
person or in a group environment.

You can find a range of business mentoring services in your state or territory. Or 
contact your nearest Business Enterprise Centre for help with finding a business 
mentor.

Rules and regulations

You can find out if there are specific rules and regulations that apply to each state 
or territory you operate in. Find a list of advice and support resources in your 
state or territory.

Business events

Small business workshops and seminars run regularly in most areas of Australia. 
They deal with issues such as planning, marketing, financial management, 
innovation, employing staff and exporting.

You may also find it useful to attend networking events to help expand your 
business. By engaging in networks, you can keep up to date on industry and local 
information, promote your business and learn key skills from other businesses.

Search events for networking, mentoring or training events and seminars.

Financial advice

There are a number of professional financial services available, such as 
accountants, bookkeepers or Business Activity Statement (BAS) agents.

Financial professionals can help you to:

• maintain your books
• create and stick to a budget
• monitor your cash flow
• help you decide on opportunities like buying new equipment, expanding your 

business and leasing or buying a commercial space.

Find out more about the different types of financial resources to help finance 
your business.

There are also free financial templates for you to set up a profit and loss 
statement or a cash flow statement. See the full list on our templates and tools 
page.
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Grants and assistance

While the government generally doesn’t offer funding just to start a business, 
there may be other forms of assistance available to help you.

Try searching for activities that suit your business, such as research and 
development, trade, innovation or employment. You may also find grants, low-
interest loans, tax and tariff concessions and much more. Our page on grants, 
assistance and other support has lots of options. You can even enter your location 
to find specific advice or events in your area.

Grants and assistance for exporters

If you’re selling or promoting your products overseas, financial assistance 
packages are available. These include the Tradex Scheme, refund for marketing 
expenses, or event support for women at an international level.

There is also financial support for exporters in your state or territory.  Find out 
more on our page of financial help and grants for Australian exporters.

Grants and assistance for importers

You can also find whether concessions are available for goods that you import. 
These may allow you to import goods for free, at a reduced rate or on a deferred 
duty payment. Find out more about these concession schemes on our grants and 
assistance for importers page.

Environmental grants and awards

Making your business more environmentally friendly is not only good for business 
but can make your business stand out from the competition. There are awards 
provided across federal, state, territory and local government levels.

For example, Australian businesses that comply with the National Carbon Offset 
Standard can use the logo to market their products. There are also sustainability 
and land care awards in most states or territories.

You can find out more on our environmental grants and awards for business page.

Assistance in an emergency

When a natural disaster strikes, government assistance is available to help 
businesses get back on their feet. The level of assistance available may vary 
depending on how severe each disaster is and your location.

You can read about the options for natural disaster and emergency assistance or 
keep up to date on the DisasterAssist website.

Business planning

Planning out your business gives you direction and keeps your business on track. 
You'll also need a business plan if you seek finance.

We have a suite of free planning templates and checklists to help you. These 
include:

• Starting a business checklist
• Growing your business checklist
• Taking on an employee checklist
• Market research checklist.

You can find the full list on our templates and tools page.

Read about developing your business plans for why it’s important to plan and 
what to do before writing your business or marketing plans.

Watch our business videos to find out more about business.gov.au tools to help 
you start or grow your business.
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Step 2

Make key 

decisions

The decisions you make early 

on can affect many areas of 

your business. Including the 

licences you need, how much 

tax you pay and the volume of 

paperwork.

Required

Choose a business structure

The main structures are sole trader, partnership, 
company or trust. Choosing a structure for your 
business affects your tax, paperwork and finances. 
Consider getting expert advice to help you.

Read more >

Optional

Consider your business type

Are you a young person, indigenous business, 
franchise, online business or working from home? 
See what makes your business unique and what help 
is available.

Read more >

Required

Decide on a location

Each business has different needs for storage, 
equipment, or just being close to the right 
customers. Consider what's important for your 
business before you decide where you'll be based.

Read more >

Optional

Choose a business name

There may be more to choosing a business name 
than you think. Consider whether the name is 
unique, available to use or exists as a protected 
trade mark before you decide.

Read more >

Optional

Consider a trademark

If you’re registering a business name that’s unique, 
you may want to prevent others from using it. 
Trademarks can protect your business name from 
being used here and overseas.

Read more >
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Business structures and types

If you're thinking of starting a business, you’ll need to look at the advantages and 
disadvantages of each different business structure and work out which structure 
best suits your needs. The four most common types of business structures in 
Australia are:

• Sole trader: an individual operating as the sole person legally responsible for 
all aspects of the business. Like other structures, as a sole trader you can 
employ people to help you run your business.

• Company: a legal entity separate from its shareholders. Read about the 
differences between a sole trader and a company to understand the tax 
differences, your potential personal liability and the legal obligations when 
employing people.

• Partnership: an association of people or entities running a business together 
but not as a company.

• Trust: an entity that holds property or income for the benefit of others.

If you're unsure about starting a unique business, you may like to consider 
franchising. Before deciding which business structure to use, it’s important you 
seek advice from a professional business adviser, a lawyer or an accountant. You 
can also search our Advisory Services to find a low-cost business adviser near you.

Not sure which business structure to use?

Read more about choosing a business structure or use our Help me decide 
tool to help you work out the business structure that best suits your needs. 
All you need to do is answer a few questions about your business.

Once you’ve decided on your business structure, the tool can also help you 
work out which business and tax registrations you’ll need.

Help me decide

Changing business structures

It is important to know that you're not locked into one business structure for the 
life of your business. As your business grows and changes, you may decide to 
move to a different type of business structure.

Before changing structures, you need to be aware of the differences and 
obligations for each.

Find out the common reasons for changing structures and what to consider when 
changing your business structure.

What to do...

• Watch the Australian Taxation Office's (ATO's) Starting your business - Choose 
your business structure: tax basics for small business video to find out the tax 
differences between each structure.

• Watch the Essential Tips and Tools for Small Businesses webinar - a joint-
agency webinar with general information about small business ownership.

• Check out the Australian Securities and Investments Commission's (ASIC's) 
Starting a company page on their Small Business Hub. 

• Download ASIC's Business Checks app to help you verify information about a 
business you're dealing with.
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Business types and industries

Each business type and industry has different legal, operational and business 
needs. Before you start your business, it's important that you understand how 
these obligations will affect your business. Some of the most common business 
types are below:

Established business

Buying an established business can save you time and help you hit the ground 
running. However, there are risks involved, including previous business debts and 
existing staff issues. Find out the pros and cons to buying an established business 
and the steps you can take to ensure a smooth hand over.

Family business

Taking over the family business? It can be a great solution for everyone, but also 
has its challenges. To help your family business run smoothly, read 10 tips for 
family businesses.

Foreign business

If you’re not an Australian citizen or permanent resident and want to start a 
business in Australia you’ll need to know the requirements that apply to 
Australian businesses. Find out the basics on coming to Australia to start a 
business.

Franchise business

Like any business decision, you should consider franchising carefully. Franchising 
is unique with its own legal requirements and code of conduct where you need to 
follow the right processes. You should consider professional or legal advice, or 
read more about buying and owning a franchise before you start.

Home-based business

Working from home can be convenient and a more flexible way of running a 
business. You can maximise your success by understanding the risks and 
government requirements that apply to you. Find out what to consider before 
starting a home-based business.

Import or export business

There are certain permits you need before you start to import or export products. 
Doing your research early on will help you follow the correct steps and 
regulations and avoid penalties.

Find out what you need to do and where to go for assistance before you start 
your importing or exporting business.

Indigenous businesses

The steps to start, run and grow an Indigenous business are much like running any 
other business in Australia. However, there is some additional government 
support and assistance available to Indigenous business owners.

Online business

The way you operate your online business will depend on the type of products or 
services you offer. Having a plan early on can lay the foundation for an effective 
online presence regardless of the option you choose.

If you want to set up a business website, online shop, blog or social media 
account, check out our section on Marketing to find out more.

Starting a business as a young person

If you're young and have an entrepreneurial spirit, don't worry! You can still start 
a business as a minor with some proper planning and information. Read more 
about starting a business as a young person.

Industry types

Each industry has its own unique legal, operational and business requirements. 
You may be: a plumber looking for the latest code; or a retailer checking your 
workplace health and safety requirements; or a business undertaking market 
research for your business plan.

Our industry fact sheets can help you find the information you need. Or speak to 
one of your industry associations or find your nearest business adviser.
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Choose a location

The location of your business can be an important factor in its success. When 
choosing a location, carefully assess the right environment for your business.

When starting out, you'll need to decide where you'll conduct business. Unless 
you're a completely home-based business, this will require buying or leasing a 
business premises. Each business has different requirements and it's important to 
consider your business needs and priorities when deciding on the type and 
location for your business premises. 

For example, a location may be ideal for your business because:

• your suppliers or distributors are nearby
• it's a known centre for the products or services you are providing
• many of the people who work or live in the area are your business' target 

audience
• businesses in the area complement yours (for example, a children's clothing 

shop could benefit from a childcare centre or toy shop nearby)
• the costs of buying or leasing in the area are affordable and meet the needs of 

your business
• it's a growing business hub with many opportunities in the near future.

For statistics in local areas, try Community Profiles on the Australian Bureau of 
Statistics website.

Tips when choosing a location

• Research different locations. Gather information about the demographic and 
economic characteristics of the areas you're interested in.

• Find out about other businesses in the area. Other local businesses that might 
complement your business' product or service.

• Research your competitors. Find out where they are located and the type of 
premises they use to sell products and services.

• Contact local councils. Find out more about the area, any future or planned 
development, zoning, rates and business activity in the region.

• Consider the current and future needs of your business. Make sure you've 
got an up-to-date marketing plan and that your chosen location is in line with 
your business goals and objectives.

Types of business premises

The type of premises will depend on your business. For example, if you sell 
products, this can involve deciding the best location to set up a retail shop and 
exploring the buying or leasing property options available in that area.

Or if you provide professional services, you might choose long or short-term 
leasing options depending on your business needs, to allow you to conduct your 
customer and business meetings from a central location. Examples of business 
premises include a:

• warehouse, manufacturing plant or storage facility
• retail premises
• home office, typically used by home-based business
• shared commercial office or hub
• temporary premises, such as a market stall or pop-up business.
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Steps when choosing your business premises

Here are some suggested steps to help you when deciding whether to buy or 
lease a business premises:

• Decide if you want to buy or lease a business premises.
• Choose a location.
• Find a business premises - this includes things to consider when inspecting a 

potential premises.
• Organise the purchase or lease of the premises.

When choosing a business premises, make sure you also consider the future 
needs of your business as you grow and expand. It's important to seek financial 
and legal advice before signing any contract to avoid expensive 
misunderstandings that could cost you your business.

Changing your business premises

Are you running out of space for your stock? Or maybe you’re just not reaching 
your ideal customers anymore?

If you’ve been in business for a while, you may need to consider moving your 
business to a location that meets changes in your business’s needs.

Why relocate your business?

• To be more convenient for your customers: If your business relies on strong 
foot traffic for purchases, like a boutique store or a takeaway food shop, it’s 
important that your location is relevant to your target market. Do some 
research to help your understand your customers.

• To lower your business costs: Moving your business to more affordable 
location may be the best option to help you cut costs on rent and increase 
your profits.

• You need more space: Is your business bursting at the seams? Or maybe you 
no longer have enough parking space for your customers? If your business is 
growing, you may need to consider relocating your business to a bigger 
location.

Tip: don’t forget, when you relocate your business you will need to notify the 
government of your new business address.

What to do...

• Visit the Australian Taxation Office website for detailed information on the tax 
implications of a property used in running a business.

• Read about conducting market research to start researching your market and 
competitors.

• Use Advisory Services to find and speak to a business adviser in the area you 
are looking to start your business.

• See Queensland government's information on Finding the right business 
location.

• Take a look at the Western Australian Small Business Development 
Corporation website on Finding the right premises to lease.
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How do I choose a business name

A business name is the name under which your business trades. Once you've 
decided on your business structure and type, it is likely you'll want to choose a 
business name.

A business name is registered nationally with the Australian Securities & 
Investments Commission (ASIC), meaning that your business can operate in any 
state or territory. If you're trading under your own name, there's no requirement 
to register a separate business name.

Deciding on a business name

Choosing the right name will help ensure you're creating the right image for your 
business. It'll also help to distinguish it from your competitors. Before deciding on 
your business name, consider:

• How is your business unique from competitors?
• What image do you want to communicate to customers?
• Are any businesses already using the name you have in mind?
• Is your proposed name also available to be registered as a domain name for 

doing buying and selling online?
• Is there any chance that your proposed name could be misunderstood?

It's important to understand the difference between a trade mark and a business 
name before making your decision.

Registration of a business, company or domain name does not in itself give you 
any proprietary rights - only a trade mark can give you that kind of protection. 
Once you've decided on a name, ensure you have exclusive use of your name 
throughout Australia by registering your business name as a trade mark.

Company names

A company name must be registered with ASIC. But if you want your company to 
trade under a different name, then you're also required to register the trading 
name as a business name.

Find out more

• Register your company.
• Read about registering a business name as a trade mark.
• Search IP Australia's trade marks databases to ensure your proposed business 

name isn't already being used as a trade mark.
• Read our Intellectual property topic for more info on registering and 

protecting your IP.

Check if your proposed name is available to register as 
a business name or domain name using our Business 
name check tool.

Check your business name
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What is a trade mark?

A trade mark is a way of distinguishing the goods or services of your business 
from those of other businesses. It gives you exclusive rights to commercially use, 
license or sell the trade mark. This means that no one else in Australia can 
commercially use your trade mark within the class of goods and services it's 
registered under.

Be aware that registration of a business name, company name or domain name 
does not in itself give you any exclusive ownership or proprietary rights to use the 
business name—only a trade mark can give you that kind of protection.

Any feature (or combination of features) that distinguishes your goods or services 
from others can be registered as a trade mark, such as a letter, number, word, 
phrase, sound, smell, shape, logo, picture or aspect of packaging.

If your business is bringing a unique product or service to market and will be using 
some form of branding such as your business name painted on the side of your 
truck, a trade mark is a legally enforceable way to protect it.

Why do I need to register a trade mark?

To protect your business name from being used by someone else, you can 
register it as a trade mark. A registered trade mark under the Trade Marks Act 
1995 gives you the exclusive legal right to use, license and sell your intellectual 
asset in Australia. The owner of a trade mark can apply for its registration.

Protecting your trade mark will protect the identity of your goods and services, 
and prevent others from imitating your brand. Having a registered trade mark can 
be your most valuable marketing tool and can help build the value of your 
business. A registered trade mark can provide legal protection and enable you to 
stop others trading with it.

Ensure you have exclusive use of your business name throughout Australia by 
registering your business name as a trade mark.

Read about the difference between a business name vs a trade mark.

A trade mark is protected in all Australian states and territories for an initial 
period of 10 years, after that time you can renew your registration.

How do I apply for a trade mark?

You can apply for a trade mark through the IP Australia website.

Before you apply for a trade mark, you can search IP Australia's Australian Trade 
Marks Search System to make sure the trade mark you want to use is available. 
This search will provide you with both currently registered trade marks and trade 
marks which are being applied for.

You can also apply through TM Headstart (pre-application service) to help you 
assess the chances of your trade mark being successfully registered and receive a 
response from a trade mark examiner within five working days.

If you are unsure of what or how to register, seek the advice of your accountant, 
lawyer or trade mark attorney.

How long does it take to apply for a trade mark?

Generally, your application will be assessed three to four months after you file 
the application.

If your trade mark is accepted, it will be advertised as an accepted application in 
the Australian Official Journal of Trade Marks. If anyone wants to challenge your 
application, they can file an opposition.

If no oppositions are filed against you, or if they are not successful, your trade 
mark will be registered when you pay the registration fee. You must pay within six 
months from the date your accepted application is first advertised.
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The earliest date that your trade mark can be registered is around seven and a 
half months from when you first file your application.

Head to the IP Australia website for more information on the timeframes and 
costs of registering a trade mark. 

How much does it cost to apply for a trade mark?

The cost of applying for a trade mark will vary depending on the protection you 
are seeking. Goods and services are grouped together in classes (e.g. clothing, 
footwear and headgear are under one class, whereas software is in a different 
class). You'll pay more if you're trying to apply for a trade mark in more than one 
class.

Generally, the minimum cost to apply for a trade mark is around $250 for each 
class. Most small businesses often only need one or two classes. IP Australia’s 
Choose Wise video series can help you understand classes of goods and services.

Once registered, your trade mark will be protected for 10 years from the date of 
the application.

What do I need to do after registering a trade mark?

Once registered, the trade mark is protected in all Australian states and territories 
for an initial period of 10 years. For international protection, you need to register 
your trade mark in each country you want protection in.

It's important that you use your trade mark—other applicants can apply to have 
your trade mark deregistered if you haven't used it for more than three years.

Want to know more about trade marks?

Servepoint will help you:

• understand the basics
• explore your proposed trade mark
• identify common mistakes before you apply.

Go to www.my.servepoint.com.au, create a free account if you have not already 
done so, search for Trademark Registration and make an enquiry.
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Step 3

Plan for 

success

You’ve analysed your idea and 

yourself. Next you can plan your 

future and see how it all comes 

together.

Optional

Research your market

Research helps you figure out where your business 
fits in the market. Pay close attention to your 
location, customers and competitors.

Read more >

Required

Research your industry

Each industry has its own special rules. Find out 
what's unique to your industry and the registrations 
you'll need.

Read more >

Required

Develop a business plan

Planning out your business gives you direction and 
keeps your business on track. You'll also need a 
business plan if you seek finance.

Read more >

Optional

Develop a marketing plan

Need to tell everyone about your new business? A 
marketing plan can help you find and reach your 
customers and work out what makes your business 
different.

Read more >

Optional

Develop an export plan

Before you expand your goods or services overseas, 
make sure you plan ahead. An export plan can help 
you discover new markets and the best way your 
business can operate in them.

Read more >
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Market research

To start and run a successful business you need to know all about your potential 
and existing customers and the marketplace you operate in.

Market research is a valuable tool for all businesses. Statistics and other market 
research data help you make informed decisions about the marketing of your 
business. Using market research, you can understand your potential customers 
and their needs, as well as what your competitors are doing. 

Why is market research important?

Obtaining statistics and conducting market research can give you a better 
understanding of your market, your customers and their needs, as well as giving 
you a better insight into your competitors. This greater understanding of your 
market can help you better focus your marketing efforts, make informed 
decisions about your business and make the most of available opportunities.

How often should I do market research?

It's important to regularly assess who your competitors are, their strengths and 
weaknesses, who your customers are and what they want, and whether there are 
any gaps in the market. This can be crucial during all stages, including starting, 
running or growing your business.

It's also helpful to understand market trends so you can make the most of your 
business opportunities. Look for information in market reports, government 
statistics, trade publications and industry association publications to find out new 
developments and possibilities both in your industry and in the commercial 
environment.

Find out more about:

• different types of research, such as primary and secondary research.

How to research your:

• market
• goods and services
• customers
• competitors
• business location
• suppliers.

Where to find:

• government statistics
• industry research
• market research and statistics in your state or territory.

What to do...

• Undertake your own primary research using surveys or interviews, or through 
talking to your customers and other businesses.

• Read Writing a business plan for help in developing your business plan.
• Browse Seeking customer feedback to help you get started on your research.
• See Marketing plan to start writing your plan and developing your marketing 

strategy based on your research.
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Industry fact sheets

Each industry has its own unique legal, operational and business requirements. 
Whether you're a plumber looking for the latest code, a retailer checking your 
workplace health and safety requirements or a business undertaking market 
research for your business plan, our industry fact sheets can help you find the 
information you need.

We have included the most common industries below. For more advice on your 
particular industry, speak to one of your industry associations or find your nearest 
business adviser.

Accommodation and food services

Take a look at the Accommodation and food services industry fact sheet if your 
business provides short-term accommodation for visitors and/or hospitality 
services including meals, snacks, and beverages for consumption by customers 
both on and off-site. These may include:

• hotels, motels, serviced apartments, cafes, restaurants, takeaways, pubs, bars, 
night clubs, taverns and other businesses that sell meals, snacks and 
beverages.

Administrative and support services

Check out the Administrative and support services industry fact sheet if your 
business provides:

• employment services, travel agency services, tour arrangement services, 
administrative services, building cleaning, pest control, gardening services, 
packaging services, or support activities for day-to-day operations of other 
businesses.

Agriculture, fisheries and forestry industry

The Agriculture, fisheries and forestry industry covers three diverse groups of 
businesses including the:

• Agriculture industry - read this fact sheet if you’re a grower (turf, flowers, 
vegetables, fruit, nuts, grain & other crops), farmer (sheep, cattle, poultry, 
deer and other livestock) or nursery owner.

• Fisheries industry - read this fact sheet if you’re a fishing, hunting, trapping or 
aquaculture businesses. 

• Forestry industry - read this fact sheet if you’re carrying out forestry gathering 
and growing activities, or logging activities (including logging, hewing, shaping, 
cutting or felling).

Arts and recreation services

See the Arts and recreation services industry fact sheet if you're a business 
involved in:

• live performances, events or exhibits (e.g. artists, musicians, writers, 
performers and venue operators)

• sporting or recreational activities (e.g. sports venues, gyms, sports clubs, 
amusement parks, horse and dog racing)

• the preservation and exhibition of historical, cultural or educational objects 
(e.g. museums, zoos, nature reserves, botanical gardens and parks)

• gambling activities (e.g. casino, online gambling and lottery operators).
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Building and construction industry

Read our Building and construction industry fact sheet if you’re a businesses in 
residential and non-residential construction. This includes businesses that provide 
services such as:

• building structure and installation, heavy and civil engineering, land 
development or site preparation.

Also find out more on the National Construction Code.

If you’re an architect, you may also be interested in our Professional, scientific 
and technical services industry fact sheet.

Financial and insurance services

The Financial and insurance services fact sheet is for businesses involved in 
financial transactions such as buying, selling, creating or changing ownership of 
financial assets. It's also for business that take deposits, issue securities, provide 
insurance and superannuation products, or regulate financial activities. This 
includes:

• banks and credit unions, superannuation providers, insurance companies, 
investment advisors, stockbrokers and wealth management firms.

Information media and telecommunications

Explore the Information media and telecommunications industry fact sheet to 
find information relevant to businesses involved in:

• Publishing - newspapers, magazines, books, directories, software, motion 
picture and sound recording.

• Broadcasting - internet, radio and television.
• Services - telecommunications, internet service providers, web search portals, 

data processing, web hosting, electronic information storage and library.

Manufacturing

See our Manufacturing industry fact sheet if your business is involved in 
transforming materials, substances or components into new products. These 
products can include:

• food, beverage, tobacco, textiles, leather, clothing, footwear, wood, pulp and 
paper, printing, chemicals, metals, plastics, machinery and equipment, or 
furniture.

Professional, scientific and technical services

Check our Professional, scientific and technical services industry fact sheet to find 
information relevant to your specific profession, including:

• scientists, accountants, advertising/marketing specialists, lawyers/solicitors, 
vets, management/other consultants, photographers, architects, engineers 
and computer system designers.

Rental, hiring and real estate services

Read our Rental hiring and real estate services industry fact sheet if you’re a 
property rental or real estate agent or a business that provides:

• renting and hiring services for motor vehicles, transport equipment, farm 
animal & bloodstock, video and other electronic media, heavy machinery, 
scaffolding, or intangible assets (e.g. patents and trademarks).
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Retail and wholesale trade

Check out our Retail and wholesale trade industry fact sheet if you sell and 
distribute goods such as:

• electrical and electronic goods, floor covering, food and grocery, fuel, furniture 
and housewares, hardware, building and garden supplies, motor vehicles and 
parts, personal accessories, pharmaceutical, recreational goods, textiles, 
clothing or footwear.

Tourism

Take a look at our Tourism industry fact sheet if you sell goods or provide services 
to visitors who have travelled from their usual place of residence (international or 
domestic) such as:

• tour operators, travel agents, short-term accommodation providers, 
recreation service providers, and transport and hire service providers.

Transport, postal and warehousing

See our Transport, postal and warehousing industry fact sheet if your business is 
involved in:

• transporting passengers via taxi and luxury car hire services
• transporting passengers and freight by road, rail, water or air
• postal, courier pick-up and delivery services
• scenic and sightseeing transport
• warehousing and other storage activities.
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Writing a business plan

A business plan is a documented set of business goals, objectives, target market 
information and financial forecasts that you are aiming to achieve over a certain 
period of time. It is important to prepare a business plan when starting or 
growing your business and review it regularly to keep it up to date.

When writing your business plan, read the following useful information:

• Why do I need a business plan - to understand how a business plan can assist 
in guiding the success of your business.

• Before writing your plan - for things to consider including researching your 
idea, your competitors and the market place.

• How to write a business plan - to help you get started using our free template.
• Tips for preparing or updating your plan - to assist you in the business planning 

process.

What to do...

• Download our Business Plan Template and Guide to help you get started.
• Get information and templates on preparing financial reports.
• Contact your nearest Business Enterprise Centre for free advice and support.
• Seek advice from a business adviser or accountant.
• Learn more about what you should include in your marketing plan.
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Develop a marketing plan

A marketing plan gives you a systematic approach to developing your marketing 
strategies. A successful marketing plan will factor in many areas of the business. 
This means that the strategies work together to complement each other.

Why develop a marketing plan?

Benefits of developing a marketing plan include:

• understanding your business, customers, and competition providing you with 
direction to impress investors and lenders

• improving risk management
• increasing competitiveness
• motivating you and your staff through targets/milestones - which increases 

sales and your bottom line
• helping with monitoring and managing performance – both staff and 

marketing efforts
• improving budgeting and allocation of resources - saving money and time.

A good marketing plan sets clear, realistic and measurable objectives, includes 
deadlines, provides a budget and allocates responsibilities. Remember that 
reviewing your marketing plan should remain an ongoing process throughout the 
different stages of your business.

What do I put in my marketing plan?

A marketing plan can consist of these elements:

• analysis of your current market
• key marketing strategies in your business 
• steps to achieving your business objectives
• proposed budget
• scheduling of the marketing activities being undertaken.

Remember that your marketing plan will remain an ongoing process throughout 
the different stages of your business.

What to do…

• Download our Marketing plan template to get started.
• Consult an experienced business adviser, accountant or solicitor.
• Find out how to conduct market research.
• Search Events for seminars on marketing and advertising near you.
• Search Advisory Services to find a free or low-cost business adviser near you.
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How do I develop an export plan?

After you decide to export products, developing an export plan should be your 
next step. It's important your business and staff have a clear plan to follow.

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

Think about the below when you prepare your plan:

• the products that you'll export
• your target markets
• the timeframe
• Customs duties
• marketing strategies.

What to do...

• See our information on Importing and exporting.
• Check out our Templates and tools for free guides and templates.
• Read Austrade's Export strategy page and download the Guide to developing 

an Export Strategy (PDF 0.93MB).
• Go to Austrade's website for information about new exporter services.
• Find your nearest government funded advisory service using Advisory Services.
• Get advice from an experienced business adviser, accountant or solicitor.

What do I put in my marketing plan?

A marketing plan can consist of these elements:

• analysis of your current market
• key marketing strategies in your business 
• steps to achieving your business objectives
• proposed budget
• scheduling of the marketing activities being undertaken.

Remember that your marketing plan will remain an ongoing process throughout 
the different stages of your business.

What to do…

• Download our Marketing plan template to get started.
• Consult an experienced business adviser, accountant or solicitor.
• Find out how to conduct market research.
• Search Events for seminars on marketing and advertising near you.
• Search Advisory Services to find a free or low-cost business adviser near you.
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Step 4

Register your 

business

To make it official, you’ll need 

to register. This makes sure 

your business gets taxed at the 

right rate, avoids penalties and 

protects your brand and ideas.

Required

Register a business name

A business name helps your customers identify your 
business from others. If your business name is 
different to your own name, you'll need to register 
it.

Read more >

Required

Register an ABN

An Australian Business Number (ABN) is unique to 
your business. Customers, suppliers and the Tax 
Office use this number to help identify your 
business. An ABN is free to register.

Read more >

Required

Register a company

A company is a legal entity in its own right. If you've 
decided a company is the right business structure for 
your business, you'll need to register.

Read more >

Required

Register licences and permits

From zoning laws to a food licence, the licences and 
permits you need will vary. They often depend on 
the location of your business and the industry you're 
in.

Read more >

Optional

Consider a website name

Thought about a website for your business? If you 
want it to match your business name, consider 
registering your web address as early as possible.

Read more >
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Register a business name

A business name, also known as a trading name, is simply a name or title under 
which a person, or other legal entity, trades.

Your business name not only identifies you to your customers, but also allows you 
to differentiate yourself from your competitors and enables your customers to 
make an emotional connection to your business and brand. For many businesses, 
the name is often the most valuable asset.

Remember, a business name is only used to identify your business. If you want 
exclusive rights to that name, you should consider protecting it with a trade mark. 

If you register a business name, it will be connected to your Australian Business 
Number (ABN). If you haven't decided on a business name yet, read our How do I 
choose a business name? page for some tips.

Do I need a business name?

When setting up your business, if you choose to operate as a sole trader, 
partnership or a trust, and not as a company, then you will have to register your 
business name with the Australian Securities & Investments Commission (ASIC).

If your business name is your, or your partner's, first name and surname, then 
there is no need to register. For example:

• Sally Miller has a jewellery business named 'Sally Miller'. As her business is trading 
under her own name, she does not need to register for a business name.

• Jodie Hart has a floral business named 'Hart Flowers'. As her business is not 
trading under her own name, she will need to register the business name 'Hart 
Flowers'.

If you're trading as a company, you'll need to register a company name when you 
register your company.

How do I register a business name?

To register a business name, you'll need to have an ABN. If you haven't already 
got one, you can register for an ABN and business name at the same time on the 
Business Registration Service.

To register for a business name:

• Decide on a name that's right for your business.
• See your proposed name is available to register as a business name or domain 

name using our Business name check. You should also check it’s not already a 
registered trade mark to avoid infringing on someone else’s legal right through 
Australian Trade Mark Search.

• Apply for a business name and other key business registrations through the 
Business Registration Service.

Cost of registering

The fees to register your business name are:

• $139 for 1 year (includes all government fees and charges)
• $199 for 3 years (includes all government fees and charges)

Payment is accepted through the Business Registration Service when you register 
for a business name. You can find out more about the business name payments 
and fees for registering or renewing a business name on our website.

Register business name
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How long does registration take?

A business name registration should take you around 12 minutes to complete 
online. If you have an ABN, have provided all the required documents, and paid 
the fee, you should get confirmation in:

• two business days for payment by credit card
• up to five business days for payment made by BPay, EFT or Bank Transfer.

ASIC will notify you two months before your business name is due for renewal.

Previous state or territory registrations

Registration of your business name applies nationally, so you do not need to 
register across different states and territories.

If you previously registered your business name in more than one state or 
territory, all your business names have been transferred to ASIC's national 
business names register. Any of these names can be used to carry on business 
nationally. You may choose to keep one business name record (e.g. the one with 
the latest registration expiry) and allow your remaining business names to lapse 
by not paying the renewal fee.

If your business had an identical name as another business operating in another 
state or territory, ASIC will provide additional information on the public register to 
differentiate affected businesses. This may be the state or territory your business 
name was first registered in. This identifier doesn't form part of your business 
name, but is used to allow people to distinguish between identical business 
names on the public register. structure

Multiple business names

If you have multiple different business names, or also have a registered company, 
you are now able to align the renewal dates for those registrations. If you have 
multiple principal places of business across Australia, ASIC will notify you of which 
address it intends to use as the principal place of business for sending documents. 
You may nominate an alternative address for service through our online support.

Searching the business name register

Whether you need to find out when your business name is due for renewal or 
check a name's availability when starting your business, you can perform a quick, 
online search using our business names register. The register can provide 
information on:

• registered business names
• how the entity can be contacted.

Before working with other businesses, it can help to check they are a legitimate 
and registered business. Information found on the business names register is 
generally available for free, though some information is only available by 
purchasing an extract.

Search the business names register now.

Main Menu Register your business Register a business name

http://www.namecorp.com.au/support
http://www.namecorp.com.au/
http://www.namecorp.com.au/
http://www.servepoint.com.au/
http://www.servepoint.com.au/


Renewing a business name

Servepoint will notify you - usually within thirty days to two months of your 
renewal due date.

You can renew your registration through links provided o the email we have sent 
you. Renewal notices will be sent by email and to the address for service of 
documents for your business. You can check your business name details by 
contact Servepoint customer support or calling 1300 00 NAME

If you don't renew your business name registration on time there are no late fees; 
however the registration of the business name will be cancelled if the renewal fee 
is not paid by the due date on the invoice. No extensions will be granted.

If you don't want to renew your business name, you don't need to do anything 
when you receive your renewal notice. The business name will be cancelled after 
the renewal date if no action has been taken to renew the name. You can also 
cancel your business name at any time.

Business names certificate of registration

Did you know that you no longer need to display your certificate of registration 
for your business name?

In 2012 legislation was introduced that removed the need for businesses to 
display a certificate of registration.

However, if your business is prominently open to the public, such as a café, you'll 
still need to display your business name somewhere.

Questions?

For questions about registering, renewing, updating, and cancelling business 
names in Australia contact Servepoint customer support or calling 1300 00 NAME.
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Register for an Australian Business Number (ABN)

An Australian Business Number (ABN) is a unique 11 digit number that identifies 
your business to the government and community.

An ABN doesn't replace your tax file number, but it is used for various tax and 
other business purposes.

Do I need an ABN?

Not everyone needs an ABN. To get one you need to be carrying on an enterprise.

If you apply for an ABN and you're not entitled, your application may be refused. 
You'll be sent a letter explaining why. With an ABN you can:

• confirm your business identity to others when ordering and invoicing
• avoid Pay as You Go (PAYG) tax on payments you receive
• claim Goods and Services Tax (GST) credits
• claim energy grants credits
• obtain an Australian domain name

For more information about your entitlement to an ABN visit the Australian 
Business Register (ABR) website.

How do I apply for an ABN?

You can apply for an ABN and other key business registrations on Servepoint’s 
back office dashboard located at www.my.servepoint.com.au. If you have already 
done so simply register as a new user and follow the easy to use prompts.

Do I need to register an ABN and a business name 
separately?

You can register a business name at the same time as your ABN application. If you 
choose not to register for both at the same time you will need to return to the 
Business Registration Service to register your business name.

As your registered business name may sometimes be referred to as an Australian 
business name or trading name, it's important to understand the difference 
between your ABN and your registered business name. Visit our register your 
business name page for more information.

I want to register a company. Do I apply for an Australian 
Company Number (ACN) or an ABN first?

You can apply for an ACN and ABN in the same form on the Business Registration 
Service.

How long does it take to get an ABN?

If you provide all the required information when applying online, you'll receive an 
online notification of your ABN immediately after completing your application.

If your identity cannot be confirmed, or more information is needed, the 
Australian Taxation Office (ATO) will review your application within 20 business 
days. They may contact you if they need more information.

Register ABN
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My business details have changed. Who do I need to 
inform?

You must inform the ABR within 28 days of becoming aware of any changes to 
your ABN registration details. Please note that when you change your business 
structure you may also be required to register a new ABN.

Visit the Update your ABN details page on the ABR website for more information 
about updating you ABN information.

When you make changes to your business, you may also need to change your 
business name details. To do this, you must inform the Australian Securities & 
Investments Commission (ASIC).

How can I find an ABN?

If you want to look up information about a registered ABN, such as to check that 
your details are up to date or check the details of a supplier, you can do this on 
the ABN Lookup website. ABN Lookup allows you to search publicly available 
information supplied by businesses when they register for an ABN.

Search ABN Lookup

When and how do I cancel my ABN?

If you're closing your business, or changing your business structure, it's likely 
you'll need to cancel your ABN. You'll need to cancel your ABN when changing 
from a:

• Sole trader to a company
• sole trader to partnership
• partnership to company.
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Register your company

Before registering as a company

Find out more about setting up and running a company, before you decide to 
register as a company. A company has different legal, financial and record 
keeping responsibilities compared to other business structures.

Understand directors' responsibilities and personal liability

Read the Sole trader to a company section for more information on directors' 
responsibilities, your potential personal liability and company tax obligations. 
These obligations affect your legal requirements when running a company. Read 
How to start a company on the (ASIC) website to understand the requirements 
before deciding to register a company.

How to choose a company name

When you register as a company you can choose to register a company name, 
although a company name is not compulsory. The name of your company can be 
its Australian Company Number (ACN), the unique number automatically given to 
a company by ASIC when it’s registered. You can select to use the ACN as your 
company name when you complete your application and you won’t have to 
nominate a name.

If you decide to use a company name it must show the legal status of the 
company. A proprietary company must include the word 'Proprietary' or the 
abbreviation 'Pty' in its name. It must also show the liability of its members, 
unless the members' liability is unlimited. For example:

• If the liability of the company's members is limited to the amount unpaid on 
their shares, the company name must end with the word 'Proprietary Limited'.

• If the liability of the members is unlimited, the company name will only end 
with the words 'Proprietary'..
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Restrictions on company names

You can only choose a company name not already registered to a company or 
business. Special approval is also required to use certain words in your company 
name. Check out our Company name availability page to learn more.

If your company carries on business in a name different to your registered 
company name, then you must register the business name.

Your business name does not protect your intellectual property or brand. 
Understand the differences between a business name and a trade mark before 
deciding whether to register a trade mark.

How do I register a company name?

You can apply for a company name and other key business registrations using one 
form on the Business Registration Service. The Business Registration Service is 
available for:

• New businesses starting as a sole trader, joint venture, company, trust, 
partnership or superannuation fund who can apply for a business name, 
Australian Business Number (ABN), company and tax registrations.

• Existing companies with an ABN, who can apply for tax registrations or an 
AUSkey login.

Registering an Indigenous corporation

Did you know you can register your Indigenous business as an Indigenous 
corporation?

The Corporations Aboriginal and Torres Strait Islander Act 2006 (CATSI Act) 
allows Aboriginal and Torres Strait Islander groups to form Indigenous 
corporations.
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What's an Australian Company Number (ACN)?

An ACN is a unique nine-digit number that every company in Australia has.

ACNs are managed by the Australian Securities & Investments Commission (ASIC).

Do I need an ACN?

If your business is a company, then you'll need an ACN. By law, an ACN must be 
shown on a number of documents, including:

• accounting statements, such as invoices
• any documents you lodge with ASIC
• receipts (if they're not machine generated, e.g. from a cash register)
• orders for products and services
• business letterheads
• official company notices
• cheque, or any documents that represent a legal amount of payment
• written ads making a specific offer that can be accepted (such as by 

completing an order form).

If your company also registers for an ABN, then your ACN will form part of your 
ABN. In these cases, you won't need to display your ACN if your documents 
already display your ABN and company name.

For reasons why you may like to register an ABN for your company, check out our 
article on Australian Business Number (ABN).

How do I register for an ACN?

You are automatically given an ACN when you register a company.
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Licences and permits

Licences and permits either give a business approval to do an activity or help 
protect a business and its employees. Which licences and permits you need will 
depend on the type of business you want to set up and your activities. These can 
include:

• Impacts on the environment: If your activity is likely to impact on the local 
environment, such as parks, heritage sites, air and water, you’ll need to obtain 
licences and permits through your state or local government.

• Running a business from home: Using your home as a place of business can 
mean you need to have a zoning permit. You may also need special permission 
if your activities cause pollution, noise, energy use or parking issues. 

• Importing or exporting: If you import or export, Australian Customs will need 
to clear your goods. Find out more about import permits, quarantine permits, 
mandatory safety or information standards that may apply to your type of 
goods.

• Workplace health and safety (WHS): Your state or territory health and safety 
regulator issues permits to make your business safer and healthier.

• Employing people: Plan ahead when taking on employees by knowing the 
requirements for pay, leave, superannuation and tax.

• Industry-specific activities: Each industry has its own unique licences and 
permits. It can be as simple as playing music in your office to approval to serve 
food and alcohol, or a fishing licence.
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Searching for licences and permits?

You can find all of the licences, registrations and permits you need to operate 
your business on the Australian Business Licence and Information Service (ABLIS).

Find licences and permits
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Register a website name

What is a website domain?

Your domain name is your website address or url on the internet and gives you an 
online identity or brand. It's a valuable part of your business identity and is an 
important marketing tool that can help customers find and identify with your 
business.

Do I need a domain name?

Registering a domain name is not compulsory when starting or growing your 
business, unless you want to set up your own website with a unique domain. You 
will need to check that your domain name is available before you register it. 
Depending on the website provider you choose to host your website, there may 
be other options included as part of your plan, such as email hosting and cloud 
storage.

Intellectual property

A domain name doesn’t provide you with protection of that name, it simply 
secures the url. You should always register your business name first and consider 
protecting it with a trade mark. If someone else has already trade marked your 
proposed business name or domain name, you could face legal action. 
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How to pick a website domain

When picking a website domain for your business it's best to go with a name that:
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it when you're ready. For more information contact Servepoint on 1300 006 263.
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Step 5

Prepare for 

tax

Getting on top of your taxes 

now can make things easier in 

the long run. It can help you 

avoid penalties and make sure 

your business is taxed at the 

correct rate.

Required

Which taxes to register

Not all taxes will apply to your business. It depends 
on the type of business you're starting, your 
activities and turnover. It's best to work out what 
taxes you need to register before you start your 
business.

Read more >

Required

Keep the right records

It's important to know which records you need to 
keep and for how long. A good record keeping 
system can help you get on top of your records. It 
can also help you track your progress and seek 
finance if required.

Read more >

Required

Prepare to lodge tax

How you lodge your tax will depend on your 
business structure. Find out what you need to lodge 
and when a Business Activity Statement (BAS) is also 
needed. Don't get caught out, find out what you 
need to lodge and the due dates early.

Read more >

Optional

Find tax help

You don't have to do it all on your own. If you're 
unsure or need help, consider talking to a tax 
professional. Just make sure that they're a 
registered tax practitioner.

Read more >
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Register for taxes

Ensuring you're registered for the correct taxes is an essential step to opening 
your business.

The taxes you must register for depend on the type of business you're starting. 
Some tax registrations apply to all businesses and others may be compulsory 
depending on your business' size and type. Some registrations are entirely 
optional, but can make life easier if you have them.

Follow the guide below to find out which tax registrations you need.

If you operate as a sole trader or company structure, read our chart on the Tax 
differences between a sole trader and a company structure.

All businesses

Tax File Number (TFN) (Required)

You must have a TFN regardless of the type of business you're starting. If you plan 
on running your business as a sole trader, you can keep your individual TFN. If 
you're operating as a partnership, company or trust, you'll need to register a 
separate TFN for the business.

Australian Business Number (ABN) (Recommended)

Although you can run a business without an ABN, it is highly recommended you 
have one. Getting an ABN is free, and can make running your business easier in 
the future, particularly if you have to register for other taxes. For example, if you 
need to register for Goods and Services Tax (GST) now or in the future, you'll 
need an ABN first.

Without an ABN, other businesses must withhold 49% from payments they make 
to you for tax purposes.

Australian Company Number (ACN) (Required for companies)

If you register your business as a company, you'll be given an ACN by the 
Australian Securities & Investments Commission (ASIC). You'll need to apply for 
your ACN before getting an ABN.

If you're operating as a sole trader or partnership and decide that you want to 
become a company, you'll need to:

• make sure you have met any lodgement, reporting and payment obligations 
you have to government agencies (for example, activity statements, tax debts 
and pay as you go (PAYG) withholding reports)

• cancel your ABN
• register your business as a company and receive an ACN
• apply for a new ABN.

If you buy or sell goods and services Goods and Services Tax (GST) 
(Required for most businesses)

GST is compulsory if:

• your business has a GST turnover of $75,000 or more
• your non-profit organisation has a turnover of $150,000 per year or more 
• you provide taxi travel for passengers in exchange for a fare as part of your 

business, regardless of your GST turnover. This rule applies to both taxi owner 
drivers and people who just rent a taxi

• you're an overseas business importing services, digital products or goods 
worth less than A$1000 to Australian consumers and make over A$75,000. 
You can find more about tax on retail sales of goods and services into Australia 
on the ATO website.

Once you're registered for GST, any invoices you send to customers will need to 
include a GST component. Visit our Invoicing and collecting payments page for 
more information on invoicing, including tips for dealing with unpaid invoices.
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If you pay salaries or wages

Pay as you go (PAYG) withholding (Required)

You must register for PAYG withholding if you need to withhold an amount from a 
payment for tax purposes.

Withholding an amount from a payment is required if you make payments to 
employees, directors or businesses that don't quote their ABN to you. In each 
case, you must register for PAYG before you can withhold that amount.

Payroll Tax (Required in certain circumstances)

Payroll Tax is collected by each state and territory government on the wages paid 
by employers each month. You must register for Payroll Tax in each state or 
territory that your staff are location in if your monthly Australia-wide wage bill is 
above the thresholds set by that state or territory government.

For example, in financial year 2013-14, QLD and NSW have a 31-day threshold of 
$91 666 and $63 699 respectively. If you employ staff in QLD and NSW and your 
total Australia-wide wage bill for those 31 days is $95 000, you will need to 
register for Payroll Tax in both states. If your bill is $75 000, you would only need 
to register in NSW.

If your total Australian wage bill is under the maximum threshold for your state or 
territory, you're not liable to pay. Find out the monthly threshold by visiting the 
Revenue Office website in your state or territory.

Fringe Benefits Tax (FBT) (Required in certain circumstances)

Providing perks, or fringe benefits, to your employees can attract FBT. This might 
include providing:

• a company car
• discount or free car parking
• low interest loans
• Christmas parties
• payment of private expenses as part of a salary package.
• You should register for FBT as soon as you decide to start providing fringe 

benefits to your employees.

Other taxes

There may be more specific taxes that apply to your business depending on your 
industry. Visit Taxation for information on these taxes.

Superannuation, though not a tax, is a requirement if you employ staff. Visit our 
Employee superannuation page for more information on paying super to your 
staff.

The Australian Tax Office also provides further information on:

• Fuel tax credits
• Wine equalisation tax
• Luxury car tax
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Keeping records

Running a business can be unpredictable, but there is one certainty you can rely 
on – a good record keeping system makes all aspects of business easier!

The tax records you have to keep

You'll need to keep records to help you prepare your activity statements and 
annual income tax return. Depending on your tax obligations you may need to 
keep other records as well. Here’s a list of some of the tax records that business 
owners have to keep:

• income tax and GST
• sales records
• purchase/expense records
• year-end income tax records
• banking records
• payments to employees and contractors
• PAYG withholding for business payments
• fuel tax credits
• Capital Gains Tax.

How long should you keep records for?

Legally you need to keep your records and documents for different lengths of 
time depending on the government department that needs the information or 
your business structure. In general:

• Sole traders: must keep records for at least five years. Records have to be in 
English, or in a form that can easily be converted.

• Companies: have more in-depth record keeping requirements. Financial 
records for companies must be kept for a minimum of 7 years.

• If your business owns assets, capital gains tax may apply. In this case you may 
need to keep records for longer.

How to keep records

You can keep records in paper form or store everything electronically.  Whichever 
you choose, make sure you store your records in a secure place. Familiarise 
yourself with proper backup procedures and if possible, have a secure off-site 
storage location.

Find out what you need to do to protect your records in an emergency.

If you decide to store your records electronically, make sure you’re aware of what 
you can do to protect against cyber-crime.

Did you know?

If you’re a sole trader you can record your business income, expenses, and vehicle 
trips on your smart device using the ATO app's myDeductions tool. At tax time 
you can upload your data to pre-fill your tax return or email it to your tax agent.
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How to lodge and pay tax

Your business needs to lodge a tax return each year, even if you record a loss or 
don't meet the tax threshold. When lodging your return to the Australian 
Taxation Office (ATO), you should be aware of the different rules that apply to 
your business structure.

• Sole trader: Lodge an individual tax return. Include all your business income on 
your individual tax return using a separate business schedule. You don’t need 
to lodge a separate tax return for your business.

• Partnership: A partnership has its own tax file number but doesn't pay income 
tax on the profit it earns. Each partner reports their share of the partnership 
income in their own tax return. A partnership must also lodge a separate 
partnership return yearly with the ATO under the business tax file number 
(TFN).

• Company: A company is a separate legal entity and must lodge its own 
company tax return and pay tax on its income. If you’re a director, you’ll still 
need to lodge your own personal return as an individual.

• Trust: A trust has its own TFN and must lodge a trust income tax return.

If you run a not-for-profit (NFP) organisation, there are some concessions 
available. You can read a summary of tax concessions available to NFP 
organisations on the ATO website.

When does a Business Activity Statement (BAS) apply?

If you need to lodge a Business Activity Statement (BAS) the ATO will let you 
know. The BAS applies if you need to report your obligations for a range of taxes, 
including:

• Goods and Services Tax (GST)
• Luxury Car Tax
• Wine Equalisation Tax
• Pay As You Go (PAYG) Withholding and instalments
• Fringe Benefits Tax (FBT) instalments.

The ATO will send your activity statement about two weeks before the end of 
your reporting period. Complete and return the original by the due date, along 
with any payment due.

Prepare yourself with the process of lodging your BAS by watching the ATO’s 
video on how to complete your BAS or check out our Business activity statement 
page for more details.

How to lodge your returns

Depending on how complex your business and taxes are, you may decide to lodge 
your own tax return or have a professional to lodge it for you.

If you use a tax or BAS agent, make sure they’re registered with the Tax 
Practitioners Board (TPB). You can check the TPB Register to see if they’re 
registered.

Individuals and sole traders can use the ATO’s myTax system to lodge tax returns 
online. You can read more about myTax on the ATO’s lodge online page.

If you need to lodge your BAS, you can use the ATO’s Business Portal or other 
online services to lodge it yourself or you can use a professional BAS agent.

When is my tax due?

Individual, sole trader, partnership and trust tax returns are due by 31 October 
each year, unless you lodge with a registered tax agent. Company returns are 
generally due by 28 February each year.

If you need to lodge a Business Activity Statement (BAS), the due dates are 
different and can be quarterly or monthly.

Get on top of your lodgement dates by checking our important dates page.
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Paying your taxes

Paying your tax online is a fast, convenient and secure way to do business. The 
ATO offers a range of online services to make payment easier.

You can pay your tax by BPAY, direct credit or direct debit. You can also make mail 
payments or payments through your local post office.
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Income tax for business

Federal income tax is levied on the taxable income of a person or a business. It's 
calculated on assessable income less any allowable deductions.

Assessable income is generally income your business earns - it does not include 
GST payable on sales you make, or GST credits.

Allowable deductions are deductions for certain expenses that you necessarily 
incur in relation to your business.

As a sole trader, it's likely you'll pay income tax. You must lodge an income tax 
return for any year in which you run a business, even if you expect to have no tax 
liability.

If you're a sole trader or a company structure, read our Tax differences 
comparison table to find out more about your tax obligations.

Pay as you go (PAYG) instalments

When your business and investment income reaches a certain amount, you’ll pay 
your income tax in instalments throughout the year (usually quarterly). It helps so 
that you don’t end up with a large tax bill after you lodge your tax return. For 
more information, visit PAYG instalments.

Medicare levy

Medicare is the system that gives Australian residents access to health care. To 
help fund the scheme, most taxpayers, including business owners and their 
employees, pay a Medicare levy of 2.0% of their taxable income. Visit the 
Australian Taxation Office (ATO) website for more information on the Medicare 
levy and your taxable income.

Tools to work out how much tax to withhold from 
employees

It's important to calculate the right amount of tax to withhold from your 
employees' pay. If you pay casual employees or make regular weekly, fortnightly 
or monthly payments to your employees, there are handy tables available for use. 
The ATO have tax tables that allow you to enter an earnings amount and the tool 
will display the correct amount of tax to withhold. Tables are also available to 
work out the correct amount to withhold for:

• the Medicare Levy
• the Higher Education Loan Program (HELP) and Student Financial Supplement 

Scheme (SFFS)
• superannuation payments.

A tax withheld calculator is also available to calculate the correct amount of tax to 
withhold for your employees or other payees. Take a look at the Tax tables
available for employers on the ATO website.

Extra pay period in a financial year

A year usually consists of 26 fortnightly pay periods. However some years (such as 
the 2015/16 financial year) have 27 pay periods. This means that if you or your 
employees usually expect to receive a tax refund on your tax return you may find 
that money is owed instead, due to the extra pay period.

For the employees that you withhold tax for (through Pay As You Go (PAYG) 
withholding), it's a good idea to provide them with the option of withholding 
additional amounts from their pay to avoid the possible debt.
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Tax concessions for small business

If you’re a small business with an annual turnover of less than $10 million, you 
may be able to access a range of small business tax concessions from the ATO.

To complement existing concessions, a number of new tax measures are also 
available from 1 July 2016.

Lower company tax rate

From the 2017–18 income year, your business is eligible for the lower 27.5% 
company tax rate if it’s a base rate entity. A base rate entity has an aggregated 
turnover less than $25 million ($50 million from 2018–19), and 80% or less of 
your assessable income is base rate entity passive income (for example interest, 
dividends or rent).

The lower company tax rate and eligibility requirements have changed in recent 
years. Check out the ATO website to learn more about the changes to company 
tax rates.

Need tax help after hours?

As a small business owner, you're often dealing with administrative work such as 
taxation outside of business hours.

To help you with a range of tax issues at a time that suits you, the Australian 
Taxation Office (ATO) offers after hours assistance for small business owners. The 
ATO can help answer your questions on:

• Goods & Services Tax (GST)
• Australian Business Numbers (ABNs)
• AUSKey
• arranging your tax payments
• business activity statements (BAS)
• account enquiries (call back only)
• updating your details (call back only).

Help is available via Small Business Assist from 3pm-9pm Australian Eastern 
Standard time (AEST), Monday to Friday and 10am-4pm, Saturday except public 
holidays.

An after hours call-back service for small business is available from 6pm-9pm 
(AEST) Monday to Thursday.

The webchat service can provide general guidance and tax information in real-
time, while call-back service calls can provide a more personalised and secure 
experience.
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Step 6

Know the law

Understanding your legal 

obligations

Required

Which laws apply to you

Your business may have different laws that apply to 
activities like leasing a property or handling private 
data. Keep on top of these laws to make sure your 
business stays legal.

Read more >

Required

Understand fair trading

Fair trading and consumer laws protect you, your 
business and your customers. Find out how you can 
make sure you protect your rights and those of your 
customers.

Read more >

Required

Understand contracts

When you agree to do a job for another person or 
business, you're likely to be entering into a contract. 
Find out what makes a contract fair and what laws 
there are to protect you.

Read more >

Required

Look up industry laws

Each industry has different laws, standards and 
codes of practice that apply to businesses working in 
that industry. Some standards and codes of practice 
are mandatory, so it's best to check this before you 
start.

Read more >
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Legal essentials for business

Do you know if your business needs to comply with the Privacy Act? Is the 
intellectual property of your products protected? Are you aware of the legal 
obligations of employing people?

One of the first things you need to know when you're starting out is what laws 
apply to your new business. As a small business owner, you'll know that being 
legally compliant relies on being aware of rules and regulations.

You may wish to consult a legal professional for advice on what you must comply 
with, such as licences and registrations, contracts and leases. Keep on top of 
these laws below to ensure your business stays legal:

Business registrations

All business owners in Australia have to register before commencing any business 
activities. As well as registering a business name, there are a variety of taxes that 
your business may need to register for. These may include:

• an Australian Business Number (ABN)
• the Goods and Services Tax (GST)
• a tax file number (TFN)
• Pay as you go (PAYG) withholding.

If you want exclusive rights to a business name, you’ll need to register it as a 
trade mark. If you’re thinking of setting up a website, you’ll need to register a 
domain name. 

Fair trading

Fair trading laws ensure your business operates fairly and competitively and that 
you inform and protect your customers. There are a number of things to consider 
to ensure your business meets fair trading laws. Read about:

• Fair trading laws
• Australian Consumer Law and your business
• Complying with the Competition and Consumer Act
• Australian standards
• Codes of Practice.

When selling products and services you will need to understand:

• Australia's trade measurement laws
• Pricing regulations
• Displaying prices
• Product labelling
• Warranties and refunds
• Selling goods & services.

Contracts

When you agree to do a job in exchange for money or some other benefit, you 
are probably entering into a commercial contract. This contract is legally 
enforceable regardless of whether it is a ‘handshake deal’ or written agreement.

Make sure you understand the contract before signing.

The Privacy Act

There are privacy laws around the collecting and storing of your customer’s 
personal information. This covers how a business handles personal information, 
especially for direct marketing purposes.

Read the checklist for how your business needs to comply with the Australian 
Privacy Principles on the Office of the Australian Information Commissioner’s 
website.
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Anti-bullying laws

Bullying at work occurs when a person or group of people, repeatedly behave 
unreasonably towards a worker and put the worker's health or safety at risk.

There are legal risks associated with harassment and bullying in the workplace. If 
you employ people, you should be aware of the steps you can take to minimise 
your potential liability.

Read more about bullying and harassment laws.

Independent contractors

It's important to know whether you're hiring an independent contractor or an 
employee, so you can be sure you're complying with your legal obligations. Try 
our independent contractors’ decision tool to find out if someone is more likely to 
be an independent contractor or an employee.

Unfair dismissal

The Small Business Fair Dismissal Code provides small businesses with a process 
to follow if they need to dismiss an employee. The Code applies to your business 
if you have less than 15 employees.

To download the Code and a checklist to help you follow it, visit unfair dismissal 
on the Fair Work Commission website.

Read more about dismissing employees fairly.

Importing and exporting

There are certain laws and permits you need to adhere to before you begin to 
import or export products. Contact the Department of Home Affairs for advice 
and information or read our page on importing and exporting.

Intellectual property

As well as registering your intellectual property (IP) in Australia, you should 
ensure that goods you export will not infringe the IP of other businesses. Read 
more about intellectual property.

The Franchising Code of Conduct

All franchise businesses, including franchisors and franchisees, must comply with 
the mandatory industry code, Franchising Code of Conduct (the Franchising 
Code).

Find out more about Franchising Code of Conduct on the Australian Competition 
and Consumer Commission (ACCC) website.

Employing people

There are many legal obligations for employing people. They include:

• paying your employees correct wages
• reimbursing your employees for work-related expenses
• abiding by work health and safety (WHS) regulations and codes of practice
• ensuring you have workers’ compensation insurance for each employee
• not acting in a way that may seriously damage an employee's reputation or 

cause mental distress or humiliation
• ensuring you have a Working With Children check if you work or volunteer in 

child-related work. Find out more in our page about employing young workers.

You can read more about employment laws, industrial awards and contracts on 
our legal obligations for employing people page.
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Laws of the environment

Federal, state and local governments jointly administer the environmental 
protection laws in Australia. As a business owner, you need to understand which 
laws apply to you.

Read our page on environmental legislation licences and permits to find 
information for your state or territory.

Legal obligations of marketing

When marketing your products or services, you need to be mindful of the 
relevant regulations, to ensure you aren't misleading your customers.

These include laws on advertising, signage, spam, pricing and licencing for using 
music in your advertising or even playing music in your business.

Find out more on our legal obligations of marketing page.
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Fair trading

Australian federal and state laws protect you, your business and your customers 
from unfair trading practices. These laws, together with industry Codes of 
Practice, help your business operate fairly and competitively, and make sure your 
customers are properly informed and protected.

There are a number of things to consider when ensuring your business meets fair 
trading laws. Read about:

• Fair trading laws
• Australian Consumer Law and your business
• Complying with the Competition and Consumer Act
• Australian standards
• Codes of Practice

When selling products and services you will need to understand:

• Australia's trade measurement laws
• Pricing regulations
• Displaying prices
• Product labelling
• Australian standards
• Warranties and refunds
• Selling products & services
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Understanding contracts

Independent contractors may enter into verbal and written contracts to do work 
for other individuals, businesses, government bodies or organisations. This may 
include people who describe themselves as 'self-employed', a 'consultant' or a 
'subcontractor'.

When you agree to do a job for another person or business in exchange for 
money or some other benefit, you are probably entering into a commercial 
contract. If so, this contract is legally enforceable regardless of whether it was a 
just a 'handshake deal' or a written agreement.

By better understanding the contracts you enter into, you will be well placed to 
negotiate contracts that work for you. However, it is important to get professional 
advice to fully understand your obligations.

What is a contract?

A 'contract' refers to a commercial contract made between an independent 
contractor and a hirer. 

The term 'hirer' refers to the person or business that engages an independent 
contractor. Sometimes, a contract or a law will refer to the hirer as a 'principal'.

Commercial contracts may include:

• a contract for the independent contractor's labour or skills where payment is 
made on the basis of hourly or daily rates

• a contract for the independent contractor to achieve a result where payment 
is made on the basis of a fixed fee.

• These commercial contracts are different to the 'employment' contracts that 
apply to employers and employees.

Find out more about the types of contracts used by Independent Contractors.

Things to consider before signing a contract...

Do you know your status?

Find out if you are considered an 'employee' or 'independent contractor' for a 
particular job or if you are working under an illegal 'sham' contracting 
arrangement. Knowing your status is important for tax, superannuation and 
insurance purposes.

Is the contract in writing?

Verbal contracts can be risky, so it's always best to get your contract in writing. 
However, if a written contract isn't possible, make sure you have some 
documentation that will help you identify what was agreed: emails, quotes, 
specifications and even notes about your discussions.

Do you understand all the terms?

If possible, make sure the contract terms are written in plain English. Get advice 
before you sign a contract you don't understand. Be careful with standard form 
contracts where you are expected to simply agree with what's already written 
and just fill in the blanks: read the fine print in any contract carefully.

Does it include important basic information?

The contract should identify each party to the contract (including Australian 
Business Numbers), state that the contractor is not an employee and be signed 
and dated by all the parties.

Does it contain a detailed description of services or the result to be 
achieved?

The contract should state, in as much detail as possible, what work will be done, 
when the work will be done and where the work will be done.
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Does it set out how and when payments will be made?

The contract should set out whether payment will be by fixed fee or hourly/daily 
rate. Be careful of terms that provide for payment only on full completion of the 
contract unless the contract is for a short duration. Consider payments for 
completion of each stage—progress payments.

Is there an arrangement for settling disputes?

A contract should outline a process to assist in resolving disputes quickly without 
going to court. The process might require informal discussion and negotiation 
first, followed by alternative dispute resolution procedures if necessary.

Working with contracts

Working with contracts is a large part of small business management. Once in 
place, the requirements of a contract dictate the way in which small businesses 
operate. In short, they underpin the viability and security of any business, large or 
small.

The Treasury provides a guide on Working with contracts which outlines:

• the essential ingredients of a contract, supported by useful and practical 
examples relevant to small business

• the more frequently encountered and important legal jargon used in contracts
• the different types of contracts
• the basic content and structure of contracts
• what standard form contracts are and some useful pointers on constructing 

your own
• some of the basic issues relating to specific types of small business 

relationships.
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Industry fact sheets

Each industry has its own unique legal, operational and business requirements. 
Whether you're a plumber looking for the latest code, a retailer checking your 
workplace health and safety requirements or a business undertaking market 
research for your business plan, our industry fact sheets can help you find the 
information you need.

We have included the most common industries below. For more advice on your 
particular industry, speak to one of your industry associations or find your nearest 
business adviser.

Accommodation and food services

Take a look at the Accommodation and food services industry fact sheet if your 
business provides short-term accommodation for visitors and/or hospitality 
services including meals, snacks, and beverages for consumption by customers 
both on and off-site. These may include:

• hotels, motels, serviced apartments, cafes, restaurants, takeaways, pubs, bars, 
night clubs, taverns and other businesses that sell meals, snacks and 
beverages.

Administrative and support services

Check out the Administrative and support services industry fact sheet if your 
business provides:

• employment services, travel agency services, tour arrangement services, 
administrative services, building cleaning, pest control, gardening services, 
packaging services, or support activities for day-to-day operations of other 
businesses.

Agriculture, fisheries and forestry industry

The Agriculture, fisheries and forestry industry covers three diverse groups of 
businesses including the:

• Agriculture industry - read this fact sheet if you’re a grower (turf, flowers, 
vegetables, fruit, nuts, grain & other crops), farmer (sheep, cattle, poultry, 
deer and other livestock) or nursery owner.

• Fisheries industry - read this fact sheet if you’re a fishing, hunting, trapping or 
aquaculture businesses. 

• Forestry industry - read this fact sheet if you’re carrying out forestry gathering 
and growing activities, or logging activities (including logging, hewing, shaping, 
cutting or felling).

Arts and recreation services

See the Arts and recreation services industry fact sheet if you're a business 
involved in:

• live performances, events or exhibits (e.g. artists, musicians, writers, 
performers and venue operators)

• sporting or recreational activities (e.g. sports venues, gyms, sports clubs, 
amusement parks, horse and dog racing)

• the preservation and exhibition of historical, cultural or educational objects 
(e.g. museums, zoos, nature reserves, botanical gardens and parks)

• gambling activities (e.g. casino, online gambling and lottery operators).
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Building and construction industry

Read our Building and construction industry fact sheet if you’re a businesses in 
residential and non-residential construction. This includes businesses that provide 
services such as:

• building structure and installation, heavy and civil engineering, land 
development or site preparation.

Also find out more on the National Construction Code.

If you’re an architect, you may also be interested in our Professional, scientific 
and technical services industry fact sheet.

Financial and insurance services

The Financial and insurance services fact sheet is for businesses involved in 
financial transactions such as buying, selling, creating or changing ownership of 
financial assets. It's also for business that take deposits, issue securities, provide 
insurance and superannuation products, or regulate financial activities. This 
includes:

• banks and credit unions, superannuation providers, insurance companies, 
investment advisors, stockbrokers and wealth management firms.

Information media and telecommunications

Explore the Information media and telecommunications industry fact sheet to 
find information relevant to businesses involved in:

• Publishing - newspapers, magazines, books, directories, software, motion 
picture and sound recording.

• Broadcasting - internet, radio and television.
• Services - telecommunications, internet service providers, web search portals, 

data processing, web hosting, electronic information storage and library.

Manufacturing

See our Manufacturing industry fact sheet if your business is involved in 
transforming materials, substances or components into new products. These 
products can include:

• food, beverage, tobacco, textiles, leather, clothing, footwear, wood, pulp and 
paper, printing, chemicals, metals, plastics, machinery and equipment, or 
furniture.

Professional, scientific and technical services

Check our Professional, scientific and technical services industry fact sheet to find 
information relevant to your specific profession, including:

• scientists, accountants, advertising/marketing specialists, lawyers/solicitors, 
vets, management/other consultants, photographers, architects, engineers 
and computer system designers.

Rental, hiring and real estate services

Read our Rental hiring and real estate services industry fact sheet if you’re a 
property rental or real estate agent or a business that provides:

• renting and hiring services for motor vehicles, transport equipment, farm 
animal & bloodstock, video and other electronic media, heavy machinery, 
scaffolding, or intangible assets (e.g. patents and trademarks).
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Retail and wholesale trade

Check out our Retail and wholesale trade industry fact sheet if you sell and 
distribute goods such as:

• electrical and electronic goods, floor covering, food and grocery, fuel, furniture 
and housewares, hardware, building and garden supplies, motor vehicles and 
parts, personal accessories, pharmaceutical, recreational goods, textiles, 
clothing or footwear.

Tourism

Take a look at our Tourism industry fact sheet if you sell goods or provide services 
to visitors who have travelled from their usual place of residence (international or 
domestic) such as:

• tour operators, travel agents, short-term accommodation providers, 
recreation service providers, and transport and hire service providers.

Transport, postal and warehousing

See our Transport, postal and warehousing industry fact sheet if your business is 
involved in:

• transporting passengers via taxi and luxury car hire services
• transporting passengers and freight by road, rail, water or air
• postal, courier pick-up and delivery services
• scenic and sightseeing transport
• warehousing and other storage activities.
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Step 7

Prepare your 

finances

It's essential to take charge of 

your business finances and 

know how to manage your cash 

flow. It could make or break 

your business. If you need help, 

consider speaking to a financial 

adviser.

Required

Organise your finances

Apart from a business bank account, you'll need to 
know how to organise your finances. This includes 
managing cash flow, budgets, payments and 
invoices. Consider using a bookkeeping or finance 
system to help you.

Read more >

Required

Price goods or services

There's a lot that goes into setting a price for your 
goods and services. Use the calculations and 
strategies available to help set your prices, so you 
don't sell yourself short.

Read more >

Optional

Find grants and assistance

Looking for grants or assistance? While the 
government generally doesn't offer funding to start 
a business, there may be other types of assistance 
available. Get started with our free grants and 
assistance search.

Read more >

Optional

Apply for finance

Looking to boost your finances? There are a number 
of ways you can seek finance including applying for a 
loan. Give yourself a better chance of success, by 
finding out what you need to prepare before you 
apply.

Read more >

Optional

Where to find financial help

You don't have to be a finance expert to run a 
business. Consider talking to a financial adviser, 
accountant or bookkeeper to help get your finances 
on the right track.

Read more >
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Organise your finances

When starting a business and organising your business finances, there are some 
things you’ll need to consider.

A business bank account

If you operate as a sole trader you aren’t legally required to have a separate bank 
account for your business, you can use your personal account. However, for easy 
tracking of business income and expenses, you may consider opening a separate 
account for your business.

Have a look at the Australian Taxation Office's (ATO) Separate business and 
personal expenses information on how to use a single bank account for both your 
personal and business finances.

If your business operates as a partnership, company or trust then you must have 
a separate business bank account for tax purposes.

Set-up a bookkeeping system

There are a large of number of manual and electronic bookkeeping products 
available that could suit your business needs. If you’ve employed a financial 
professional, have a chat to them about the products that will best integrate with 
their systems.

Prepare a budget

Preparing a budget outlining your forecasted income and expenses can help you 
better manage your cash flow when starting and running your business.

Payment types and invoicing templates

When starting your business, you'll need to decide on the payment terms and 
payment types you will accept from your customers. You may also need to set up 
an invoicing template and receipts that you will give customers when selling 
goods and services.

It’s important to send correctly formatted invoices for the goods and services you 
provide. Make sure to include a clear due date and follow up on payments that 
fall behind. If your business provides subscriptions or memberships, you may wish 
to consider setting up an automatic payment system or direct debit to save 
yourself the hassle of having to chase payments.

Manage your cash flow

Keep track of the money that’s coming in and going out of your business. An easy 
way to do this is to use a cash flow statement. A cash flow statement will allow 
you track your income and plan your expenses, so that you can plan ahead and 
feel comfortable in the knowledge that you’ll have the money to pay your bills.
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Pricing

It can be difficult to determine how much to charge for a product or service. If 
you set your prices too high, you might price your customers out of purchasing 
from you, however, you can also affect your profits if you set your prices too low.

Calculate your price

Successfully achieving the right price can also help you position your 
business/products within the market and meet profit goals, so it's important to 
consider pricing as part of both your finance and marketing strategies.

Read the following to help you calculate your price:

• Researching and analysing pricing influences.
• Determining your pricing objectives.
• Selecting your pricing strategies.

Calculate your costs

Before you calculate your price it's useful to calculate how much it costs to 
produce or deliver your product/service. When coming to a figure, always 
consider the cost of producing your product or service as well as your overheads. 
Don't forget to also factor in Goods and Services Tax (GST) and other relevant 
taxes in your costing.

Once you know the true cost of your product/service you can then start analysing 
other influences and set your objectives and strategies.
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Who can help with your business?

You don’t have to work it out all on your own. There are many free or low-cost 
resources available to advise and guide you on a range of business matters. 
Whether you’re just starting out or want to expand your business, it's always a 
good idea to extend your business support network.

Consider any or all of these ways to connect:

Business advice

AusIndustry has a national network of regional managers providing advice and 
assistance to businesses across regional Australia. Regional managers link 
businesses to relevant assistance programs and work with experts providing 
advice tailored to the profile and needs of your business.

Find a low-cost business adviser or expert in your area to help you start, grow or 
exit your business.

Mentoring

A mentor is someone with extensive business experience and knowledge who can 
advise and guide you on a range of business matters. Mentoring can happen in 
person or in a group environment.

You can find a range of business mentoring services in your state or territory. 

Rules and regulations

You can find out if there are specific rules and regulations that apply to each state 
or territory you operate in.

Business events

Small business workshops and seminars run regularly in most areas of Australia. 
They deal with issues such as planning, marketing, financial management, 
innovation, employing staff and exporting.

You may also find it useful to attend networking events to help expand your 
business. By engaging in networks, you can keep up to date on industry and local 
information, promote your business and learn key skills from other businesses.

Financial advice

There are a number of professional financial services available, such as 
accountants, bookkeepers or Business Activity Statement (BAS) agents. Financial 
professionals can help you to:

• maintain your books
• create and stick to a budget
• monitor your cash flow
• help you decide on opportunities like buying new equipment, expanding your 

business and leasing or buying a commercial space.

There are also free financial templates for you to set up a profit and loss 
statement or a cash flow statement. You can access these free when you register 
free at www.my.servepoint.com.au. 
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Grants and assistance

While the government generally doesn’t offer funding just to start a business, 
there may be other forms of assistance available to help you.

Try searching for activities that suit your business, such as research and 
development, trade, innovation or employment. You may also find grants, low-
interest loans, tax and tariff concessions and much more.

Our page on grants, assistance and other support has lots of options. You can 
even enter your location to find specific advice or events in your area.

Grants and assistance for exporters

If you’re selling or promoting your products overseas, financial assistance 
packages are available. These include the Tradex Scheme, refund for marketing 
expenses, or event support for women at an international level.

There is also financial support for exporters in your state or territory.

Find out more on our page of financial help and grants for Australian exporters.

Grants and assistance for importers

You can also find whether concessions are available for goods that you import. 
These may allow you to import goods for free, at a reduced rate or on a deferred 
duty payment.

Find out more about these concession schemes on our grants and assistance for 
importers page.

Environmental grants and awards

Making your business more environmentally friendly is not only good for business 
but can make your business stand out from the competition. There are awards 
provided across federal, state, territory and local government levels.

For example, Australian businesses that comply with the National Carbon Offset 
Standard can use the logo to market their products. There are also sustainability 
and land care awards in most states or territories.

Assistance in an emergency

When a natural disaster strikes, government assistance is available to help 
businesses get back on their feet. The level of assistance available may vary 
depending on how severe each disaster is and your location.

You can read about the options for natural disaster and emergency assistance or 
keep up to date on the DisasterAssist website.

Business planning

Planning out your business gives you direction and keeps your business on track. 
You'll also need a business plan if you seek finance. We have a suite of free 
planning templates and checklists to help you. These include:

• Starting a business checklist
• Growing your business checklist
• Taking on an employee checklist
• Market research checklist.

You can find the full list on our templates and tools page at 
www.my.servepoint.com.au. 
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Apply for a business loan

Before you approach a lender, broker or investor, make sure both you and your 
business are in the best position to seek finance. Below are things to consider 
before you apply, to help you be more successful in your application.

Prepare your business plan

Your business plan and its attachments must be concise, yet include enough 
detail to motivate a lender or investor to finance your business. 

It's important to know your key financial figures even if you don't prepare your 
own financial statements. These figures include your current income, net profit, 
expenses and future projections. If you aren't confident answering financial 
questions, either practice answering these questions beforehand or bring along a 
business adviser or accountant who can help you.

Know your limitations

Once you know what you want, you need to work out your limits for finance and 
your ability to repay any money you borrow. Some questions to ask yourself 
about your financial position include:

• Do you need the money up-front or on a needs basis?
• What is the maximum repayment you can afford?
• What is your loan to value ratio (LVR)?
• If you need collateral, what assets do you have to offer?
• If you need a guarantor, who will be willing to guarantee your loan?
• How much equity do you have?
• What is the maximum percentage share of your business you are willing to 

offer investors?
.

Business financial products

Once you assess your needs, you should examine which finance product is the 
right one for your business. Analyse the potential costs, interest payments and 
any hidden charges or terms. Each option will have different tax and GST 
implications, so it's wise to discuss this with a business adviser or accountant.

It’s best to shop around and find out what products are on offer when seeking 
finance. Although there can be discounts for existing customers, you may find a 
cheaper option with more flexible terms elsewhere.

Below are some common products available to help you get started:

• Loans - can vary in the amount, loan term (the period in which you repay the 
loan), interest rate, interest rate type (i.e. fixed or variable), fees and security. 
It's best to check the product disclosure information carefully before you 
apply, regardless of which product you choose.

• Overdraft facility - links to your business account with an authorised overdraft 
limit. Security is usually in the form of a credit assessment of the business 
viability. The purpose of an overdraft facility is to provide working capital for 
the business before it receives income. It should not be for capital purchases 
or long-term financing needs.

• Line of credit - provides access to funds by allowing the borrower to draw on 
an account balance up to an approved limit. As long as the balance does not 
exceed the approved limit, you can draw funds at any time.

• Fully drawn advance - provides access to funds upfront for long-term 
investments such as a new business or equipment that expands the capacity of 
the business. The advantage of using a fully drawn advance is you can fix the 
interest rate for a period, providing certainty and stability for repayments.

• Commercial bill (also known as a bill of exchange) - a form of commercial loan 
suitable for short-term funding needs such as inventory. A commercial bill 
offers a fixed sum advance, with a regular interest payment. The final amount 
is then due at the end of the term.
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• Rent to buy - you pay an initial deposit and then lease the good until you pay it 
off. Options such as lay-by can be a cheaper solution.

• Commercial hire-purchase - you purchase a good through an initial deposit 
and then lease while the good while paying instalments plus interest charges. 
The purchaser may also reduce the instalments by opting for a larger final 
payment often called a 'balloon' payment.

• Chattel mortgage - is similar to a hire-purchase agreement, although the 
purchaser owns the asset from the start. Chattel mortgages require regular 
ongoing payments that can reduce by opting for a larger final payment.

• Factoring (also known as debtors finance and accounts receivable finance) - is 
when a factor company buys a business' outstanding invoices at a discount. 
The factor company then chases up the debtors. Factoring is a way to get 
quick access to cash, but can be more expensive compared to traditional 
financing options.

• Invoice finance - is similar to factoring except that the invoices or accounts 
remain with the business.

Tips for applying for a business loan

• Dress to impress - a professional first impression sets the tone and shows you 
mean business. The way you present yourself and present your business plan 
can help impress both lenders and investors.

• Practise your business presentation - this will help you appear more efficient, 
alert and confident. Be concise and specific when practising your answers and 
deliver them in a professional and persuasive manner. You can role play an 
interview with a business adviser or accountant to build your confidence in 
answering the hard questions.

• Be prepared - before your initial discussion, speak to your lender, broker or 
investor and find out what information you need to bring. Your business plan, 
key financial reports for the last three years (if available), financial forecasts, 
ratio calculations and personal financial information are all essential.

• Check the finance details carefully - if you find a much cheaper finance option 
that sounds too good to be true, find out why it's cheaper. Are the fees 
higher? Does the interest rate change at any point? Is it from a reputable 
finance provider? What happens if your LVR gets too high?

• Managing refusal of finance - seeking business finance may not always lead to 
successfully applying and obtaining the finance. If you are unsuccessful, seek 
feedback and make changes to potentially overcome this refusal next time
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Resources to help finance your business

While you're responsible for the financial wellbeing of your business, it's 
important to use professional advice and services when needed. Whether it's 
getting your financial accounts in order or seeking financial advice, there are a 
number of services available.

Financial professionals

There are lots of financial professionals available, so take some time to find one 
right for you. They can:

• help you maintain your books
• help you create and stick to a budget
• monitor your cash flow
• help you decide on things like buying new equipment, expanding your 

business and leasing or buying a commercial space.

Some of the financial professionals you might consider using include:

• Accountant - can help with your business’ financial needs including preparing 
financial statements, managing your tax and providing you with financial and 
business advice.

• Bookkeeper - can keep track of your day-to-day financial transactions, look 
after your banking, chase overdue payments, pay wages and prepare some 
financial statements.

• Business Activity Statement (BAS) agent - can help you prepare and lodge 
your BAS to ensure you get it right the first time. They're registered 
professionals who are specialists in their field. You can find registered BAS 
agents on the Tax Practitioners Board (TPB) register.

Business assistance program

Register for business assistance at the ATO for help with your tax and super 
obligations, activity statements and the ATO's digital services.

Financial counsellors

If you're experiencing financial difficulty, a financial counsellor can help you 
manage your affairs in the short-term and plan for the future. Financial 
counsellors provide a free, confidential and independent service. To find a 
financial counsellor near you, visit ASIC's MoneySmart website.

Rural financial counsellors

The Rural Financial Counselling Service provides free financial counselling to 
eligible rural businesses dealing with financial hardship. Counsellors can visit your 
farm or business and provide you with information and referral services.

Free business adviser visits

Some advisory services offer free or low cost advice with finances. Search our 
advisory services to find an adviser in your local area.

Main Menu Where to find financial helpPrepare your finances

http://www.servepoint.com.au/
http://www.servepoint.com.au/


Step 8

Protect your 

business

You invest too much time and 

money in your business to lose 

it. Protect your investment by 

planning ahead.

Required

Insure your business

Insurance can help protect your business and your 
employees against the worst of situations. Find out 
which types of insurance are essential for your 
business and those you may want to consider.

Read more >

Optional

Protect your ideas

Have a unique business idea and don't want it 
getting into the hands of the competition? See how 
Intellectual Property (IP) can help protect your ideas 
here and overseas.

Read more >

Optional

Respond in an emergency

Planning ahead for what to do in an emergency can 
strengthen your business and help it recover 
quicker. To get started, see how you can backup and 
store your data and establish your emergency 
procedures.

Read more >

Optional

Plan a smooth exit

Protect your business into the future by planning 
ahead for the day when you'll leave your business. 
Whether it's a gradual exit or a sudden one, you can 
decide exactly what happens when you leave.

Read more >
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Insurance

Having the right insurance will help protect your business and minimise its 
exposure to risk. This may include insuring your business, your income and your 
commercial risk.

Before you choose an insurance policy, you'll need to evaluate your insurance 
needs. To do this, you’ll need to look at each type of insurance and work out if it’s 
something that your business needs. Some insurers also offer insurance package 
policies specially tailored to cover different business types.

The individual types of business insurance vary and usually protect things like 
business assets, customers, employees, business owners and your earnings.  See 
below for a list of the most common types of business insurance.

Please note: the information given in this topic is general in nature and should not 
replace financial advice. Talk to a licenced insurance broker, business advisor or 
insurer for detailed advice.

Compulsory insurance

Some forms of insurance are compulsory for Australian businesses, such as:

• Workers’ compensation– workers’ compensation insurance is mandatory if 
you have employees.

• Public liability insurance– public liability insurance covers you for third party 
death or injury. Certain types of companies must take out public liability 
insurance.

• Third party personal injury insurance– if you own a motor vehicle, you must 
pay for third party personal injury insurance. This is often part of your vehicle 
registration fee.

Although most of the insurance listed below isn’t compulsory, consider each 
option carefully to see which insurance suits your business best.

Personal or loss of income insurance

There are several types of personal insurance. Some are investment-type funds 
where you contribute over a certain time and get back your investment plus 
interest earnings at the maturity date. Others cover things that could happen to 
you, such as:

• Income protection or disability insurance - covers part of your normal income 
if you’re unable to work through sickness or accident.

• Life insurance - provides a lump sum or series of payments if you die, or in 
some cases, if you suffer a permanent injury.

• Total and permanent disability insurance - provides a lump sum only if you 
are permanently disabled before retirement.

• Trauma insurance - provides a lump sum if you have one of several specified 
life-threatening illnesses.

• Business interruption or loss of profits - covers you if your business suffers 
through damage to property by fire or other insured perils. It can help you pay 
your ongoing expenses and maintain profits.

• Management liability – covers your personal assets when a manager or 
director conducts illegal or unethical management practices that cause losses 
to individuals or businesses. Visit our page on management liability to find out 
more.

• Employee dishonesty - covers losses resulting from employee theft or fraud.

Stock, products and asset insurance

If you have important business assets, property, stock or products you can’t 
afford to lose, consider some of the following insurance options:

• Building and contents - covers your building, contents and stock against 
events such as fire, earthquake, lightning, storms, floods, impact, malicious 
damage and explosion.

• Burglary - insures your business assets against burglary, and can be important 
for a retailer or business with property that is not always attended.
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• Deterioration of stock - covers your business when chilled, refrigerated or 
frozen stock rots following the breakdown of the refrigerator or freezer.

• Electronic equipment - covers your electronic items from theft, destruction or 
damage.

• Farm insurance - this covers things such as crops, livestock, buildings and 
machinery.

• Goods in transit - covers the goods you buy, sell or use in your business during 
their transportation.

• Machinery breakdown - protects your business when mechanical and 
electrical plant and machinery at the worksite break down.

• Tax audit - covers you for the cost of fees in the event of a tax audit or 
investigation into your business.

• Property in transit - covers theft or damage of items you use for business 
purposes that travel with you, such as tools and equipment.

Accidents and liability insurance

Liability insurance protects you in the event you’re liable for damages or injuries 
to another person or property. Below are some of the insurance options 
available:

• Public liability insurance - covers you for third party death or injury.
• Product liability - covers you for legal action taken out as a result of injury, 

damage or death from your product.
• Professional indemnity - covers you for legal action taken out as a result of 

your professional advice.
• Management liability - covers your personal assets when a manager or 

director conducts illegal or unethical management practices.

Technology and cybercrime insurance

Technology has its own risks and challenges. See what specific insurance is 
available:

• Electronic equipment - covers your electronic items from theft, destruction or 
damage.

• Cyber liability - this insurance can cover a range of breaches related to the 
security of electronic information. For details on this type of insurance, see our 
cyber liability page.

Insurance in your industry

Some industries have insurance requirements before a business can operate. 
Check our Industry fact sheets to learn more about your industry or talk to your 
industry association.
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Intellectual Property

What is intellectual property?

Intellectual property (IP) represents creations of the mind or intellect that can be 
legally owned. Almost every business has some form of IP that they need to 
protect.

IP laws allow for protection of ideas and unique creations that exist in every 
business. They're important for long term financial success and can make you 
more competitive than your rivals. But how do you stop competitors from 
copying your most valuable asset?

In most cases you must formally register your IP.

• IP Australia is the federal government agency responsible for granting rights in 
patents, trade marks, designs and plant breeder’s rights. Visit their website to 
find more information on how IP applies to your business.

• The Australian IP Toolkit for Collaboration also helps you understand 
important issues in collaborations between researchers and business.

What is not IP?

Some rights don't need formal registration as they are automatically assigned to 
you when you create your IP. You don't need to formally register IP that falls 
under copyright and circuit layout rights, confidential information and trade 
secrets.

The name of your company, business or the domain name of your website are not 
IP. However, they are still important for a business to protect, as they form part of 
its identity, reputation and brand. If you want exclusive rights to this, you should 
consider protecting it with a trade mark.
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Emergency management

Managing your business in an emergency allows you to prepare for possible risks, 
take proper actions and recover.

Emergency management is about adapting your business to changes in its 
environment and being resilient enough to withstand a time of crisis.

There is plenty of advice and support to help you plan for an emergency.

Types of emergencies

Natural disasters such as flood, fire and earthquakes can strike without warning, 
but there are many other types of emergencies to be aware of.

Drought occurs about every three out of 10 years, while heatwaves kill more 
Australians than any other type of natural disaster. Flooding is historically the 
most costly disaster, with average losses estimated at $400 million a year. Other 
types of emergencies include:

Natural disasters or emergencies

• weather – drought, heatwaves, bushfires, storms (may include blackouts, hail, 
lightening and snow storms), cyclones and tornadoes

• geological - earthquake, landslides and volcanoes
• biological - human diseases, pandemics, vermin, insect and animal plagues, 

exotic animal diseases, foot and mouth disease, anthrax, food crop diseases
• extraterrestrial - asteroids and meteorites.

Unnatural disasters or emergencies

• human caused - major crime, terrorism, error, riots and protests
• technological - transport, mining, hazardous material, explosions, urban fire, 

bridge collapse, dam failure, nuclear accidents, and space junk impact.

Maintain business during an emergency

Your main aim is to ensure your business continues operating during any 
emergency. By carefully researching and planning before an emergency, you can 
act quickly and easily. The pages in this section will help your business stay afloat 
before, during and after an emergency.

• Take the steps to prepare for an emergency.
• Compile everything you need to develop an emergency action plan.
• Find emergency resources such as the State Emergency Services in your state 

or territory.
• Learn how to protect your business in an emergency.
• Find out what to do after an emergency.
• Learn how to conduct a business impact assessment with our emergency 

management checklist.
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Succession plan

Nobody likes to think about it, but it's inevitable that one day you'll leave your 
business. Whether you decide to sell up, retire or leave due to health reasons, it's 
important that you plan for that day. A succession (or exit) plan outlines who will 
take over your business when you leave.

A good succession plan will help your business transition smoothly to the new 
owner. By planning your exit early, you can maximise the value of your business 
and help it to meet future needs.

Make sure your succession plan is achievable. Set a realistic timetable and 
measurable milestones along the way and stick to them.

What to do...

• Refer to our Succession plan template and guide for assistance in developing 
your succession plan.

• Ensure you understand the rights and obligations that come as a result of 
Ending employment.
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Step 9

Set up 

operations

Give yourself a head start by 

setting up your business 

operations now. Having all this 

out of the way will also give you 

more time to focus on running 

your business.

Optional

Employ people

You can't always run a business on your own. If 
you're planning on hiring, make sure you know the 
steps you need to take and your legal 
responsibilities.

Read more >

Optional

Understand marketing

Marketing can help you reach your target audience, 
boost your customer base and increase your bottom 
line. Start planning and preparing your marketing 
now, so when the time comes you're ready to go.

Read more >

Optional

Choose your suppliers

Are you selling products and need a supplier? See 
what you should consider when looking for a quality 
supplier and where you can search for them.

Read more >

Optional

Importing or exporting

Planning to import or export products? Make sure 
you meet Australian customs and quarantine 
requirements. See what's involved now to avoid 
delays.

Read more >

Optional

Establish customer service

Providing good customer service is not just for when 
a customer buys from you. Find out what customer 
service skills you'll need to create customer 
satisfaction and loyalty.

Read more >
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Hiring

Recruitment refers to the process of hiring employees. As your business grows 
you may need to employ additional staff with new or different skills, or possibly 
employ people for the first time.

Making the right choice and ensuring you meet your obligations to your 
employees can ensure your business continues to succeed. If you're unable to 
train existing staff, it may be possible to acquire the skills you need by hiring new 
staff. Hiring a new employee for your business is a big decision, so it's important 
to do it right.

What to consider

There are a number of things to think about when hiring employees, for example, 
what rights will your staff have to things like minimum rates of pay, pay slips or 
leave?

To make sure you find the best person for your business, it's a good idea to invest 
some time into recruitment planning. Good recruitment and induction practices 
will help your new employee start off on the right foot and contribute to the 
productivity of your business sooner.

Undertaking the recruitment process may also be a good opportunity to identify 
current skills gaps, and well as diversify your workplace and hire people facing 
barriers to employment. There are a number of financial incentives available for 
businesses to support people with a disability, Indigenous Australians, the long-
term unemployed, young people, parents and the mature-aged. This includes 
wage subsidies of up to $10,000 (GST inclusive) for eligible job seekers.

Free resources

The Fair Work Ombudsman offers free online resources to guide you through the 
hiring process. These include:

• a guide to hiring new employees which gives advice about the best way to 
employ new workers and outlines your obligations as an employer

• an online learning course on hiring employees, which helps you build a picture 
of the employee you want to hire. The course includes interactive tools and a 
video activity to help you practice your interview skills.

jobactive website

jobactive is a free online recruitment website funded and operated by the 
Australian Government. By registering as an employer, you can manage your 
entire hiring process:

• advertise jobs for free to thousands of job seekers
• search for staff based on the criteria set in your advertisement
• create a personalised dashboard to track all your job vacancies and 

applications traffic in one place.
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Marketing plans

Whether you're a restaurant with 40 staff or a sole-trading accountant, every 
business needs to understand the value of marketing. Marketing can help you 
reach your target audience, boost your customer base, and ultimately increase 
your bottom line. Marketing is much more than large advertising campaigns and 
attractive logos. It's a vital part of your business operations and needs be 
addressed from the beginning of your business journey.

Good marketing tells a story about your business and gives your customers a 
reason to purchase from you instead of the competition. Marketing can help you 
attract new customers, focus on satisfying their needs and build lasting 
relationships. Marketing requires research, time and appropriate allocation of 
budget. Investing time in developing your marketing strategy can help your 
business grow.

This topic will step you through some of the marketing basics, and get you 
thinking about how best to write your marketing plan.

What is marketing?

There are many definitions of marketing, however put broadly, marketing is a 
strategic mix of business activities that work towards a bigger goal of building 
your brand and business. Marketing is about identifying and understanding your 
customers and developing products and services that meet their needs. 
Marketing is important across many areas of your business, including how your 
customers are greeted on the phone, your customer service procedures, what 
your staff wear, and your email signature.

Benefits of marketing

Good marketing helps you to examine all aspects of your business, no matter how 
small, and think about how they affect the perception your customers' have of 
your business. Although marketing takes time, research and analysis, successful 
marketing can help you increase your bottom line.

Here are some examples of where marketing is already evident in your business 
model:

• how you are positioned in the market
• who your target audience is
• how you price your products and services
• the quality of your products.
• Writing a marketing plan can help you define some aspects of your business 

and help you focus on your priorities.
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Suppliers

When starting a business, you will need to decide whether you are selling 
products and or a service. If you are selling products, you may need to find a 
supplier, decide on the type of stock you require, map out your ordering process 
and determine how you will store your raw materials and finished products.

Finding a supplier

Finding the right supplier is a common hurdle for start-ups. The success of your 
business often relies on the quality of the suppliers you choose, so doing it right 
can help save you time and money in the future.

The Finding and choosing suppliers checklist from Business Victoria can help you 
understand what to look for in a supplier. If you're already running a business, 
you can use it to improve your existing supplier procedures. The online checklist 
gives tips on:

• what to check for when choosing a quality supplier
• making a shortlist of preferred suppliers
• setting payment and delivery terms
• how to maintain a good relationship with your supplier
• questions to ask when ordering stock.

Ways to save when negotiating with suppliers

If you're a small business, you may not have the bargaining power of other 
businesses. However, there are still ways you can try to save when negotiating 
with suppliers:

• Make sure your suppliers are legitimate – the ASIC Business Checks app is a 
tool for you to reduce risk when dealing with other businesses. The app will 
help you ask the right questions and check whether the information you are 
being provided by the business is legitimate.

• Shop around for the best deal – businesses are also consumers. Make sure 
you shop around to find the best deal you can get, and don’t be afraid to 
negotiate.

• See if there are any business deals – some companies will have special prices 
if you are buying as a business with an ABN. Check to see what deals are out 
there.

• Plan your subscriptions – while it may seem like a better deal to sign up to 
long contracts, getting shorter subscription periods may be more beneficial for 
your business cash flow, especially if you’re just starting out.

It is also a good idea to check out if there are any services available that may be 
able to fulfil your business needs without you having to purchase all the 
equipment yourself. For example, paying for the use of a cloud service may be 
more affordable for your business than building your own ICT infrastructure.
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Importing and exporting

Importing goods can help your business meet its goals and provide goods to 
customers that may not be available locally.

Exporting can open a business to new markets, spread risk by reducing 
dependence on the local market and increase your competitiveness.

Importing

To ensure your importing is successful, you'll need to be aware of government 
regulations, including clearance by the Department of Home Affairs and duty 
taxes.

Licensing and permits

Whilst there is no general licence required for importing, Australian Customs will 
need to clear your goods on import. You'll need to know:

• what import permits, quarantine permits and treatments apply to your specific 
category and type of imported goods

• and whether they are subject to mandatory safety or information standards.

If you don't follow the correct steps and regulations, you will risk breaking the law 
and not receiving your imports.

Australian Customs requirements for imports

All goods imported into Australia must be cleared through the border. The 
Australian Border Force website can provide you with information on importing 
goods, such as import clearance requirements, prohibited goods and import 
permits.

Depending on the type and value of the goods or products you import, there may 
be costs involved. These can include clearance fees, customs duty, goods and 
services tax (GST) and other taxes. Some goods may carry special restrictions or 
may even be prohibited from being imported. For example, if your goods contain 
industrial chemicals like cosmetics, solvents, adhesives, plastics, inks, printing and 
photocopying chemicals, paints, household cleaning products and toiletries, you 
will need to register your business with the Australian Government's National 
Industrial Chemicals Notification and Assessment Scheme (NICNAS) and pay 
registration fees.

If your goods also fall under quarantine regulations, the Department of 
Agriculture and Water Resources will need to inspect and possibly treat them. If 
you're considering importing goods because you can't find a local supplier, search 
the Industry Capability Network to see if there is a supplier in Australia.

Exporting 

Are you ready to export? Successful exporting takes careful planning and 
commitment. You'll need to make sure you meet exporting requirements and 
regulations and that you have a solid export plan in place.

Understanding and preparing for risks associated with exporting before you get 
started can be crucial. These risks include foreign exchange, political, shipping, 
quarantine and legal issues. Integrating risks into your business or export plan can 
help you mitigate them. The Australian Trade and Investment Commission 
(Austrade) can provide you with:

• industry specific information for different international markets, including 
what you need to know when choosing an international market and how to 
export to that country

• help to determine whether your business is ready for export with the 
International Readiness Indicator

• services to help your business succeed in exporting
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Customers

Customer service relates to the service you and your employees provide to 
customers before, during and after a purchase of your goods and services. This 
can include things such as how you interact with your customer, and how you 
resolve any issues that may arise.

No matter the size of your business, good customer service should be at the heart 
of your business model if you wish to be successful. It's important to provide good 
customer service to all customers including new, existing, and potential 
customers.

Although, it may take extra resources, time and money, good customer service 
often leads to greater customer satisfaction. This in turn generates positive word-
of-mouth for your business, keeps your customers happy, and encourages them 
to purchase from your business again.

Why is good customer service important

Providing good customer service can help you:

• increase customer loyalty to your business
• increase the amount of money each customer spends with your business
• increase how often a customer buys from you
• generate positive word-of-mouth and a good reputation
• decrease barriers to buying (for example, if your business has an excellent 

customer service record dealing with refunds, you're more likely to entice a 
hesitant buyer to purchase from you)

What good customer service skills look like

Examples of good customer service skills include:

• treating your customers respectfully
• following up on any feedback you receive from your customers
• handling complaints and returns gracefully
• understanding your customers' needs and wants
• exceeding your customers' expectations
• going out of your way to help your customers

Tips on providing good face-to-face customer service

If you have a physical bricks-and-mortar business, here are some simple tips for 
developing good face-to-face customer relationships:

• Greet your customers as they walk through the door. You can ask them how 
they are, or how you can help them.

• If your customers is required to wait to be served (e.g. waiting for a table at a 
café or waiting at a doctor's office), it can be helpful to have a staff member, 
such as a receptionist, greet your customers and let them know how long the 
wait is expected to be.

• Check in with your customers while they're in your shop. For example, ask 
them if they've enjoyed their meal, or if they'd like your help to locate 
different products in your shop. This can also give them a chance to ask any 
questions they might have.

• Knowing your product inside out is invaluable, particularly in a face-to-face 
business setting. Being able to immediately answer any questions they have 
on the products you sell can help build trust and credibility.

To make sure your business is delivering good customer service consistently, it's a 
good idea to provide customer service training to your new and existing staff so 
they know what is required.
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