Major Activity

1) Which business legal structure do you believe is the most appropriate? Note the positive and negative aspects of your chosen structure in relation to your business needs.
Our company has just made the change from a trust structure to a incorporated company these are some of the positive and negative aspects for our company now.
Positive aspects:
· Asset Protection
· Tax flexibility
· Flexibility of shareholding
Negative aspects:
· Responsibility of the director
· Increased compliance costs
· Additional administrative costs
2) What kind of permissions do you need to secure and maintain for your business?
A QBCC company licence and individual licences for qualified employees. This is to assure our company and its employees have all relevant qualifications for the tasks we perform.
3) Pick three elements of general reporting on Section 1.3 of the Learner Guide and explain them in the context of your company, describing what you need to do in order to satisfy this requirement.
· Record all meeting minutes and resolutions – Our company has a dedicated person to record our minutes during all meetings, after each meeting those minutes are then emailed to personnel that were unable to attend the meeting.
· Keep proper financial records – Our company has a bookkeeper employed to help with keep these records.
· Hold an annual general meeting once every calendar year within five months after the end of its financial year – Our company holds financial meetings once a week and a general meeting once a month. We also hold a major annual meeting at the end of the year to assess our performance during the year.
4) What measures do you have in place regarding WHS policies and procedures? Explain why they are effective. If your company has not yet been opened or established, write about what you may need to implement and why.
Our company contracts our WHS policies to a company who specialises in WHS. They write our policies and conducted regular inspection of our workplace. This works for us as we are a small company and do not require a fulltime employee for the role. It also benefits to have a unbiased view on our WHS within our workshop.
5) Which description in section 2.2 of the Learner Guide applies to your business? Explain how this works in relation to your business.
The company description applies to our business. This is because our business is legally structure as an incorporated company.
6) What kind of records do you keep in relation to finance? Explain why each system you use is appropriate for your needs.
Accounts receivable – as reference for money owed
Cash receipts – for reconciliation purposes
Cash register z totals – tells how we performed for the day
Tax invoices – in case a customer ask for a copy
Accounts payable – as reference for debts we need to pay
7) What legislation may affect any contracts associated with the running of your business?
Trade Practices Act 1974 would affect many contracts.
8) What measures could you put in place to detect incidences of non-compliance?
· Internal audits
· Signing processes
· Training and education
9) What can you do to ensure legal co-operation with contractual rights and obligations?
Have contracts reviewed by a lawyer to reviewed and explain the rights and obligations of the contract to ensure we understand. 
10) What systems can you implement to ensure you are sourcing the right item, from the right supplier at the right time?
A computerised inventory management system.
11) Through the general running of your business, who can you expect to have contracts with? How does each person or company fit into your business plan?
Employees – to perform tasks for the business
Suppliers – to supply products and services for our business
Customers – to grow our business
Landlords – supply of premise for the business
12) Is renting or buying more ideal for your business needs? Explain why and how you made this decision and detail the options that are available to you in this endeavour.
Our business chooses to rent which offers us a flexibility to increase and decrease the size of our premises as require. As our customers do not travel to our premises our location is not critical and do not require the protection of owning our premises.


13) What is the difference between internal and external threats?
 Internal threats are ones that arise due to our business normal processes. It relates to human factors, technology, and physical factors. External risks are ones that imposed on our business from without, such as economic changes, natural disasters, or political factors.
14) What are likely or certain risks within your business?
· Injury to employees
· Damages to property
· Damages to equipment
· Key employees leaving or being poached
· Cash flow 
15) How can you prioritise risks?
By creating and systematically reviewing a risk matrix. This will help understand the level of severity for each risk.
16) What compulsory insurance must you obtain in order to run your business? What extra or voluntary insurance could you also get, and why?
Compulsory Insurance
· Workcover
Voluntary Insurance
· Public liability
· Professional indemnity 
· Comprehensive insurance for vehicles/property
· Debtor insurance
