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Step 1
Register for Australian
Business Number (ABN)
What is an ABN?
An ABN is a unique 11-digit number that
identifies your business or organisation to the
government and community.

The importance of an ABN
It is compulsory for businesses to have an ABN
with a GST turnover of $75,000 or more.
You need to have an ABN and be registered for
GST in order to claim GST credits for any GST
you have paid for goods or services you have
used in your business.

10 Steps to be
business ready

If you do not obtain an ABN, your customers can
withhold 46.5% in withholding tax from the sale,
so it’s always best to register if you are starting
your business. There are also other times an
ABN may be required from third parties in the
usual course of business trading.

Step 2
Business Tax File
Number (TFN)
A business TFN is required to report and lodge
your business tax returns, GST and PAYGW to
the Australian Taxation Office (ATO).
You will need to opt in for TFN registration - If
you choose to register for a TFN within the
same form as your ABN application, it will
automatically be issued to you.
If you are a sole trader you can use your
individual TFN.
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What will you need for the ABN application?
To complete your ABN application – depending on your circumstances – you'll need the
following:
Tax file number (TFN).
Your previously held ABN (If applicable).
Australian company number (ACN) or Australian registered body number (ARBN) (If applicable).
The date from which your ABN is required.
The entities legal name.
The details of any authorised contacts.
Business contact details including an address, postal address, email address and telephone
number.
Business activity – usually the main source of income for your enterprise.
Business locations.

*Register your business name (optional)
A business name may be required if you wish to trade under a name that is different to your
registered company name. An example would be if you set up ‘Smith Family Pty Ltd’, however,
you wish to trade as ‘Wealth Connect’. In this example, you would need to register the business
name ‘Wealth Connect’ in addition to the company.

POP Business offers the easiest online ABN application process, offering
unlimited support along the way.
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Step 3
Register for Goods
& Services Tax (GST)
Do you need to register for GST?
You need to register for goods and services tax (GST) if you:
Run a business and your annual GST turnover is $75,000 or
more
Want to claim fuel tax credits for your business
Provide taxi travel (Including ride sharing services)
If your turnover exceeds the relevant threshold, then you must
register within 21 days of reaching it.

There may also be benefits in registering for GST
early, ie. if you are in a loss position to get the GST
credits refunded by the ATO.

Choose your GST method
There are two methods of accounting for GST: a cash basis and a
non-cash basis (accruals).
Cash = based on when payment is made or received.
Accrual = based on the invoice date.

If you need to report and pay GST to the ATO, you will do this by
lodging a ‘Business Activity Statement’ (BAS) or an annual GST
return.
It is important to note, the GST method you choose will
significantly affect your cashflow. We recommend consulting
with POP Business to assist with your GST reporting obligations.

If you will be in a GST payable position, it is beneficial to lodge through a registered tax
agent to get an extra month to make payment of the GST.
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Do you have employees ?

Step 4
Register for Pay As You Go (PAYG)
Withholding
As an employer, you have a role to play in helping your payees meet their end-of-year tax
liabilities. You do this by collecting pay as you go (PAYG) withholding amounts from payments
you make to:
Your employees
Other workers, such as contractors, that you have voluntary agreements with
Businesses that don't quote their Australian business number (ABN).
You will be required to report and pay your PAYGW typically on a quarterly basis when reporting
the wages for the quarterly tax period through your Business Activity Statement (BAS).

Step 5
Register for Single Touch Payroll (STP)
STP is a new way of reporting tax and superannuation information to the ATO.
You will report your employees' payroll information, such as salaries and wages, pay as you go
(PAYG) withholding tax and superannuation to the ATO each time you submit the payroll for the
individual periods.
Please see below for STP requirements;

Small employers with 19 or less employees – need to report through STP any time before 30
September 2019.
Micro employers with less than four employees: have additional options including using low
cost or no cost products, or quarterly reporting through their registered tax or BAS agent.
Large employers with 20 or more employees – should already be reporting through STP.
Single Touch Payroll (STP) reporting is currently available through most payroll, accounting and
business management software.

Remember to consult a professional accountant to set-up single touch payroll to avoid
non-compliance penalties the ATO may apply.
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Step 6
Review insurance
requirements
Having the right insurance will help protect your business and
minimise its exposure to risk.
Some common types of insurance for Australian businesses are;
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.
Professional indemnity insurance - If you’re in any kind of
profession that gives advice or provides a service,
professional indemnity is a necessity.
Product Liability Insurance - Product Liability insurance
protects your businesses against financial losses which may
result from a claim made for third party personal injury or
property damage caused by product/s your business
provided.

There are many other insurances which may be applicable
so before you choose an insurance policy, you'll need to

evaluate your insurance needs.
Consult a professional accountant to ensure you are
covered.
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Step 7
Business record keeping
Good record keeping is essential for anyone in business
because it makes it easier to manage your cashflow, meet your
tax obligations and understand how your business is tracking.
What the law requires
By law your records must:

Explain all transactions
Be in writing (electronic or paper)
Be in English or in a form that can be easily converted
Be kept for five years (some records may need to be kept
longer).
If you don't keep the right tax records, you can incur
penalties.

Step 8
Choose your accounting software
You’ll need software that helps you accomplish your regular accounting tasks - which may
include recording payments, tracking expenses, invoicing customers and reconciling
transactions. Your software will also give you insights into your business financial health, allowing
you to generate reports that will help you analyse your business performance.
By leveraging your online accounting software’s automation, you will be in a position to save time
and have superior reporting to make better business decisions. Other key benefits include;
Accessibility - all data is stored in the cloud
Login remotely from any device
Bank feeds automatically integrate with
your accounts

Automate reconciliations with bank rules
Manage employees with sophisticated
payroll functionality
Superior reporting functionality

If you are looking for a basic free option, we suggest not to use excel, and instead, use Wave
Accounting software.
Xero, MYOB, Quickbooks and Wave are common online accounting software for small-to-medium
sized businesses.

POP is a platinum partner and can offer a 20% discount on your new Xero subscription.
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Step 9
Set-up of chart of accounts
When you start your new business, you’ll need to set-up your chart of
accounts as a first step in establishing your company's accounting
system. The accounts you include will depend on the type of
business you are operating.
You will need to segregate business income, expenses, assets and
liabilities so that you can quickly get a sense of your company’s
financial health and ensure the financial statements complies with
ASIC and ATO regulations.
The value of getting this right early cannot be understated. When you
have your chart of accounts structured in a way that makes it easy to
analyse your financial performance in a fast and simple manner, you
will be well equipped to make the right decisions effectively and
efficiently.

Speak with an accounting professional to set-up your chart of accounts right
from the start to enhance your business reporting and ensure
your reporting is compliant.
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Step 10
Set-up payroll
If you intend to pay yourself and/or others a wage, you will need to set-up your payroll function in
your accounting software. If you wish to process employee pays, track amounts you owe to the
ATO and print payslips from your accounting software, you’ll need to set-up the payroll functions.
Important employee entitlements including annual leave, sick leave and TFN declarations should
be set-up correctly within the accounting software.
Employees will need to provide their superannuation fund within 28 days from commencing
employment. If this does not occur, you will need to set them up with a default fund.
Adding the employees into the accounting software correctly is a crucial step. We recommend
you speak with a professional accountant to assist with the initial set-up of your payroll.

Employees will make your business great, but they also come with a lot of risk.
Spending the time up front will save headaches in the future and ensure you are

compliant with happy and productive employees.

Employee Considerations
A Full Time employee works on average 38 hours per week
A Full Time employee is entitled to 152 hours of annual leave per year
A Full Time employee is entitled to 10 days personal/sick leave per year
Employees are entitled to the 10 National Employment Standards
Employees are entitled to superannuation at rate of 9.5% of their ordinary time earnings.
It is important to check industry awards to ensure other considerations such as minimum
wages are considered.
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What else do you need to keep in mind?
5 Other key considerations
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1. Hiring staff
You’ve registered PAYG Withholding and Single touch payroll, what else do you need to do when
you hire someone for your business?
Employment contracts
Employment contracts are an essential document for both staff and employers, as they legally
establish the working relationship. It also sets out important entitlements and workplace policies.

A sound employment contract is beneficial to both the employee and the employer. It reports the
rights and obligations of each party, protects the job security of the employee and protects the
employer from certain risks.
Worker compensation
A worker’s compensation policy provides cover for your workers in the event of a work-related
injury or illness.

All employers in NSW (except exempt employers) must have a workers compensation policy.
An employer is any business that employs or hires full-time, part-time or casual workers.
TFN declaration form and superannuation details
Employees have to fill in a TFN declaration form and provide super details once the employee
has signed the employment contract with you.

If you report through Single Touch Payroll (STP), your employees will be able to complete and
submit their TFN declaration and other forms online when they commence. Employees can do
this online through their ATO mygov account. Ask your software provider or payroll service
provider if your software offers online commencement.
Keep employment records and payslips
You are required to maintain all employee records for seven years (Fair Work Act 2009).
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Superannuation obligations
Superannuation is money you pay for your workers to provide
for their retirement, which normally equates to 9.5% of their
ordinary time earnings (gross wages in most instances).

As an employer, you must:
Offer eligible employees a choice of superannuation fund.
Temporary residents are not eligible for choice of fund.
Pay the minimum amount – this is called the superannuation
guarantee (SG). Currently it is 9.5% of ordinary time earnings.
Pay superannuation quarterly by each of these dates – 28
July, 28 October, 28 January and 28 April.
If your employee doesn’t provide a superannuation account
you are required by law to set-up a default account within 28
days from their commencement.
You can find more information online:

https://www.business.gov.au/people/hiring/taking-onan-employee-checklist

Or alternatively, you could book a 30 minute consultation with a POP expert to
understand your employer obligation based on your situation

2. Government grants
Minimum Viable Product (MVP) grant
The Minimum Viable Product (MVP) grant is designed to support promising startups with the
funds needed to progress from a proof of concept stage to a minimum viable product.

An MVP grant is a matched funding grant up to 50% of approved project costs, to a maximum of
$25,000.
Consult POP Business about your eligibility or check more details online per the below link.

https://www.jobsfornsw.com.au/our-products/minimum-viable-product
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Research & Development (R&D) Tax Incentive
The R&D Tax Incentive provides a tax benefit to companies to help offset some of the cost of
conducting eligible research and development activities. Eligible expenditure incurred in R & D
related activities receive a tax rebate of 43.5% of the expenditure.

To be eligible, you will need to pass certain criteria. To find out if you are eligible, please follow
the below link or get in touch with POP Business.

https://www.business.gov.au/assistance/research-and-development-tax-incentive
https://www.ato.gov.au/Business/Research-and-development-tax-incentive/
Early stage innovation company (ESIC)
The ESIC tax incentive provides eligible investors who purchase new shares in an ESIC with a
maximum tax offset of 20% of investment capped at $200,000.

Consult POP Business about your eligibility or see below link for more details.

https://www.ato.gov.au/Business/Tax-incentives-for-innovation/In-detail/Tax-incentives-fo
r-early-stage-investors/
Export Market Development Grant (EMDG)
The Export Market Development Grant (EMDG) reimburses expenditure incurred for export
promotional activities to existing and potential Australian exporters.

Funding is provided to compensate eligible export businesses up to 50% of their promotional
expenses above $5,000, up to a maximum of $150,000, provided total eligible expenses incurred
amount to at least $15,000.
Consult POP Business about your eligibility or see below link for more details.

https://www.business.gov.au/assistance/export-market-development-grants-emdg

Contact POP Business to assist your government grants application
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3. Compliance due dates
Business Activity Statement (BAS) (if you are registered for GST) Quarterly reporting - if your
GST turnover is less than $20 million

Annual reporting is available if you are voluntarily registered for GST and your GST turnover is
under $75,000.
Monthly Instalment Activity Statement (IAS)
Monthly reporting of wages are due the 21st of the following month.
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Superannuation reporting due dates
Please see below for quarterly superannuation reporting due dates.

Annual business tax return
Company - Generally the lodgment and payment date for small companies is 28 February. If you
lodge through a registered tax agent, the lodgement date is normally in March or May the
following year post 30 June.

Sole trader - the individual income tax return is due by 31 October if you lodge through myTax, or
generally 15 May if you lodge through a registered tax agent.

Contact POP Business to delay your tax payment

4. Cashflow management
Surveys are constantly conducted on failed businesses, with most failed businesses (up to 60%)
saying that all or most of their failure was due to cashflow problems. Effective cashflow
management is an important component to business success. Small businesses often say that
an inability to control the flow of cash is their single biggest problem.
The starting point for good cashflow management is preparing a cashflow forecast. Within this
you will enter all your known business income and expenditure and develop a plan to effectively
track, monitor and analyse your cashflow.

How you deploy your capital will determine how quickly your business

grows and whether your business succeeds.
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5. Raising Capital or getting third party
investment
Getting early investment in your company will help you start and grow your business per your
business plans. To get their buy-in during the earliest phases, you need to create a killer pitch
deck and have a sound financial model.
As part of the pitch deck, investors want to understand the company’s current financial situation
and proposed future financial position.
The “Financials” slide may include three to five-year financial projections. It may also include key
metrics such as burn rate, unit metrics, customer lifetime value, customer acquisition costs, free
cashflows and key assumptions.
Three important factors when raising capital;

1. Get your financial model right and understand it enough to answer complex questions post
analysis.
2. Have a timeframe in mind to create urgency.
3. Think big with your idea and speak to multiple people.
Kevin O’leary from Shark Tank has advised that after seeing thousands of pitches,
successful ones that were funded had the following 3 key traits;

1. Clearly articulate your idea in less than 90 seconds.
2. Explain why you are the right person to implement this idea (experience, knowledge, vision
etc.)
3. Know your numbers in-depth and be able to explain key financial metrics. Understand your
burn rate, free cashflow, projected revenue growth to name a few.
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10 Business success tips
1. Set-up an email account with your business name
It is important to look professional. One small thing to do early on is have your business name
after the @ in your email. It is common to see ‘@gmail.com’ and it won’t give your business a
professional look.
2. Business Values
Your business values will be a guide as to what is your company’s identity so that employees,
contractors, customers, partners and third-parties understand what your business represents and
how it intends to operate. It is critical to write these down and share with relevant parties when
appropriate.
3. Brand Guidelines
Establishing your business style will assist with content creation and how people perceive your
brand. Getting your brand guidelines to match to your target market is key to getting traction and
market adoption.
4. Sales and Marketing strategy
An essential part of converting your brilliant idea into a viable business is having an effective
sales and marketing strategy.

Marketing = Brand awareness and lead generation
Sales = Converting the leads into paid customers
Both are very different but work hand in hand. Getting both right is crucial, to business success.
5. Create a website
There are some great templates out there to get you started. There are also some reasonably
priced developers around to get your business online. It is essential you are online.
6. Google Maps
People need to find you! Google maps is an easy way for people in your area to find you online.
You can get prior clients/customers to review your business to build up that credibility and trust
in the market. Link this to your website which will help with your business SEO ranking.
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7. Update your profiles
You’ll need all the leverage early on that you can get. Turn
your Linkedin into a killer sales pitch to attract investors,
partners and customers. Or let your family and friends on
Facebook and Instagram know about your new business
endeavours. Business is tough early on, so use your
networks effectively and make the most of the lowhanging fruit.
8. Online Business Directories
Apart from Google maps, there is tens of directories online
(most are free). Be sure to register then link these to your
website (called backlinks). This will help people find you
and also build up your website’s search ranking.
9. Customer Relationship Management (CRM) Tool
This one is important. Here you can send out updates on
your products or services, advise on promotions, store
client/customer details and personalise notes so you
know who they are, establish a pipeline for sales, and so
much more. Building up your CRM is building up your
Intellectual Property and should not be undervalued.
10. Business Cards
Get some business cards and ensure when you are
networking you pass on your details. Once you begin your
business journey you never know who may be interested
in a partnership, collaboration, referrals, or who may be
potential clients/customers. Always have a card at the
ready when an opportunity presents itself. If you are all
digital, that’s also great, just don’t forget to have a process
for this.
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POP Business offers a range of
packages to get you business
ready
Essential package (up to 20 employees)

Registration of TFN, ABN, GST, PAYG and single touch payroll
Review insurance requirements
Accounting software set-up including chart of accounts setup and payroll set-up
30 mins consultation

Service fee $899

Premium package

Registration of TFN, ABN, GST, PAYG and single touch payroll
Review insurance requirements
Accounting software set-up including chart of accounts setup and payroll set-up
One-hour consultation
Cashflow management model and training

Service fee $1,599

Investor ready package

Cashflow forecast
Business Valuation
Review of business pitch deck
Expert advice on raising capital

Service fee $1,999
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Accounting packages - Starting from $249/month

Bookkeeping
Payroll
Business Activity Statements (BAS)
Superannuation Reporting
Annual financial Statements
Annual Business Tax Return
Annual taxation planning
External CFO

The content of this guide is provided for information purposes only. No claim is made as to the accuracy, currency or completeness of
the content on this document at any time.
This guide and the information it contains is provided for general guidance. Whilst the information on this document is intended to be
of general assistance, it is not intended as providing professional advice to any person or organisation. You should make your own
inquiries as to the appropriateness and suitability of the information on this site for your particular circumstances.
POP Business Pty Ltd does not accept any liability to any person for the information (or the use of such information) which is provided
on this guide or incorporated into it by reference.
Additionally, although we have made every effort to ensure that the material provided in downloads is complete, current, reliable, free
from error and virus contamination, we do not warrant or make any representation about the accuracy, adequacy or completeness of
the information or whether the download has been corrupted or tainted by viruses.
We do, however, welcome feedback from you about downloads and other content.
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