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1) What texts may you have to read to assess the legal and risk management requirements of the business?
A) Legislations, Codes of Practice and Regulations.
2) What reports and workplace documentation may you have to write?

· Environmental Policy
· Financial Report
· WHS Policy
· Taxation Report
3) What skills are needed to communicate effectively during communications?
· Listen and understand what the other party are saying
· Be friendly
· Be confident
· Speak clear and simply 
· Show respect
· Be responsive
4) What information might you need to determine insurance costs?
A) What the risks are associated with my business, the likelihood, and the impact those risks will have on the business.
5) What are organisational policies which may apply to your ethical behaviour?
A) Our Workplace Health and Safety Policy covers our company’s ethical behaviour.
6) Why may you need to seek legal advice?
· Employee disputes
· Contract settlements
· Workplace injuries and damages
· Legislation compliance
7) What sort of information may you need to store securely?
· Certificate of incorporation
· Constitution documents
· Franchise agreements and financial documentation
· Partnership agreements
· Statutory books for companies, such as register of members, register of directors, and minute books.

8) What are the benefits of being on the Australian Business Register (ABR)?
The Australian Business Register (ABR) makes it easier to interact with your clients and helps:
· incorporate real time identity checks
· conduct real time validation of mobile phone numbers and email addresses
· prevent, detect and remove ineligible ABN registrations
· cross-check and validate selected company data with the Australian Securities and Investments Commission
· partner with the Australian Bureau of Statistics to review industry coding data
· conduct annual surveys to measure the accuracy of ABR data
9) What local, state/territory, commonwealth and international legislation, regulations and codes of practice may affect business operations?
· QBCC
· ACCC
· Australian Standards
· WHS code of practice
10) What elements must be present for a legally enforceable contract?
· Offer and acceptance 
· Intention to create legal relations
· Consideration
· Legal capacity
· Consent
11) How can you manage diversity and cultural differences within a workplace?
· Encourage teamwork
· Model the right behaviour
· Be aware of cultural difference 
· Communicate appropriately 
12) What alternative ownership structures exist?
· Incorporated Company
· Trust
· Sole Trader
· Non for Profit
13) What records will you need to keep in order to meet taxation regulation?
· Accounts Receivable 
· Accounts Payable
· Cash Receipt book
· Cash register Z totals
· Cash sales receipt book
· Summary cash receipt book
· Tax invoices
· Cash payments book and receipts
· Cheque book butts
· Credit card receipts
· PAYG withholdings and superannuation records
· Petty Cash book and receipts
· Purchase orders
· Summary cash payments book
· Wages and Salary records
14) What is the purpose of the Australian Competition and Consumer Commission?
The ACCC promotes competition and fair trade in the market place to benefit consumers, business and the community. It also regulates national infrastructure services. Its primary responsibility is to ensure that individuals and businesses comply with the Commonwealth competition, fair trading and consumer protection laws.
15) How would you assess risks within an organisation?
Our company uses tools such as JSHA and take 5’s, which incorporate a Risk Matrix.
16) What insurance requirements may your organisation have?
· Public liability
· Product liability
· Personal indemnity 
· Work Cover insurance
· Business insurance
