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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.

I believe that sole trader is the most appropriate structure for my type of business. I appreciate the fact that it is relatively easy and inexpensive to set up this type of business structure. It appeals to me that as the sole trader, I will be legally responsible for all aspects of the business as I believe that I have a good understanding of my legal requirements and feel assured by the idea that I can ensure they are being met.

Some advantages of this type of business are the ability to retain complete control of my assets and business decisions, fewer reporting requirements than other types of structures, any losses incurred by business activities may be offset against other income, the ability to be able to use my own TFN to lodge tax returns, I don’t have to pay payroll tax, superannuation or workers’ compensation on my own income from the company and it is relatively easy to change business structure from sole trader if ever the need/want arises in the future.

With this, there are some disadvantages such as unlimited liability (exposing my own personal assets to risk if things go wrong) as well as little opportunity for tax planning. As is quite obvious, the advantages heavily outweigh the disadvantages in the case of the sole trader business structure which is why I believe it is the right structure for my company.

2. What kind of permissions do you need to secure and maintain for your business?

· Contractor’s licence
· ABN
· Relevant qualifications
· Company name registration

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. 

1. Keep proper financial records
This is important for my company as it is a vital part of meeting our taxation requirements as well as paying and employees. We would need to keep a job diary and make sure all invoices and tax receipts are documented and correctly stored.

2. Maintain a register of its members
To me, this is important, and it means keeping a comprehensive log of all people/companies that we have dealings with. This includes suppliers, developers, employees, customers, etc. This is to ensure that I can stay up to date with the important relationships and networks that my business forms as an important aspect of continuing to grow the business.
3. Record all meeting minutes and resolutions
This is vital to ensure that anything discussed, and any goals set during important meeting are being acted upon. This is a great way to keep record of company aspirations and to keep the business and its staff accountable for enacting changes that have been brought to our attention.
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.

Workplace health and safety is one of the most important things to get right as a business owner and operator – and it’s very important to me. I plan to have a ladder of responsibility for adhering to WHS regulations. When a staff member is hired, I plan to have them sign a copy of the relevant legislation/regulations to ensure and confirm that they are, in fact, aware of their responsibility as an employee and of my responsibility as their employer.

In addition to this, I will have training sessions and refresher sessions 1-2 times a year for staff members to remain mindful of the WHS obligations and to keep up to date with changing legislation. There will be contingencies in place for all different identified risks under the umbrella of WHS, as well as contingencies for corrective action if and when necessary.

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 sole trader description applies to my business as a sole trader structured business. As a sole trader, I trade and manage the business on my own. I use my individual tax file number when lodging business tax returns and have the opportunity to apply for an ABN for business use and dealings.

The business income is treated as my individual income and I am solely responsible for any tax the business must pay. This means that, after claiming a deduction for all allowable expenses, I include all business income with any other income and report it on my individual tax return.

6. What kind of records do you keep in relation to finance? Explain why each system you use is appropriate for your needs. 

· Ledger – allows me to clearly track company profits and losses
· Billing book – allows me to easily keep track of money owed and paid to the business for services completed 
· Tax receipts – vital for reporting and proving tax deductions from the company tax return
· Invoices – is imperative to send to customers for their comprehension of services as well as the payment for services

7. What legislation may affect any contracts associated with the running of your business?

· Corporations Act 2001 (Cwlth)
· Anti-Discrimination Act 1991
· Work Health and Safety Act 2011







8. What measures could you put in place to detect incidences of non-compliance?

I plan to have step-by-step guides for all business activities that could potentially result in a tort for the business. I plan to have various groups, levels and individuals responsible for different parts of a whole set of activities that are mandatory for legal compliance. There will be a reporting system in place and corrective action planned in advance for any sort of non-compliance that might possibly occur.

9. What can you do to ensure legal co-operation with contractual rights and obligations?

I plan to ensure staff are educated and aware of their responsibilities as employees of my business. I will keep myself well versed and up to date with all legal requirements and responsibilities of the business. I will have educational sessions for everyone who works in the company (including myself) to ensure all responsibilities are in the forefront of our minds. 

I will then implement and enforce guides for all responsibilities with rigid steps that leave no room for individual interpretation. Any discrepancies will be met with corrective action and warnings.

10. What systems can you implement to ensure you are sourcing the right item, from the right supplier at the right time? 

I can implement the “rights” of procurement which are:
1. The right quality
2. The right quantity
3. The right price
4. The right place
5. The right time

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?

· Suppliers
· Customers
· Employees
· Developers
· Landlord

I plan to have my lawyer (or a lawyer) draw up all legal documents – especially contracts – to ensure that all parties involved are legally protected.









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.

For a brand new business, I consider it much less of a risk to be able to lease and change premises if it is not sufficient for any reason to my business’ needs. It is also more reasonable for a new business to test the waters before making a big, serious commitment and purchasing a business premises.

There are cons such as the landlord suddenly needing to sell the premises or increase the rent (which are noted and valid), however, at least at very first, it is in my best interests (and my business’) that those risks are taken for the benefit of the mentioned pros.

It is important for me to manage the potential of those risks and prepare contingencies in place in the event that one of them eventuated and became a reality.

13. What is the difference between internal and external threats?

Internal threats – come from within the businesses such as an employee injuring themselves and needing to claim worker’s compensation and time off

External threats – come from outside of the business and generally, we do not have control over them such as a supplier going out of business

14. What are likely or certain risks within your business?

It is a likely risk that an employee could injure themselves on a construction site.

It is a certain risk that staff will need to climb up tall ladders to paint high walls/ceilings

15. How can you prioritise risks?

Risks can be prioritised using a risk calculation matrix and by having action plans ready to go in the event that we are faced with a risk becoming a reality.

16. What compulsory insurance must you obtain in order to run your business? What extra or voluntary insurance could you also get, and why?

· [bookmark: _Hlk29843022]Burglary – theft involving violent, forcible entry, loss or damage to stock, goods held in trust and all contents for which you are responsible within the premises. Does not normally cover theft by employees or others entitled to be on the premises
· Contract Works – covers loss or damage to buildings and other structures while they are under construction. Most contract works policies also include a public liability section which covers personal injury and property damage arising from the construction
· Directors & officers liability – covers claims made against directors and officers of a company for any wrongful acts they commit in their capacity as a director or officer
· Fidelity guarantee – covers financial loss to the company arising from theft or dishonest acts of its employees
· Industrial special risks – covers loss or damage to the physical assets of the company, as well as any associated loss of revenue or profit
· Key person insurance – death or long-term disability of a key person, usually someone vital to the continued running or profitability of the business
· Machinery breakdown – covers the cost of repairing plant and equipment which has broken down and any associated loss of revenue or increase in costs
· Motor vehicle comprehensive – covers damage to the insured vehicles and legal liability arising from property damage caused through use of the vehicle
· Public and products liability – covers your legal liability for personal injury or property damage to others
· Personal accident – covers medical costs and loss of income arising from injuries to non-salaried workers
· Professional indemnity – covers claims for financial loss made by a third party against you arising from a service or advice you have provided
· Workers compensation – covers medical costs and loss of income arising from injuries to salaried employees.


