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Some important questions to get

started...

Are all legal and statutory registrations and submissions
in your business up to date?

* Who is responsible for this — internal function / outsourced?

Do you know what ALL your legal responsibilities as a
business owner are?

Is your business correctly registered?

If you have a partner, do you have a solid partnership
agreement?

Do you know what your rights and responsibilities are if
you’re leasing premises?

Do your staffing and labour policies and documents
meet with legal requirements?

Do you know specifically who your target market is?

* And, is your marketing material appropriate and relevant to
your market?

* Etc.
e

WORDsparks
From Inspiration to Information



Building solid foundations

* Success begins with building solid foundations and
planning... but why is it important to plan in business?

Forces you to look at the future

Provides a way to measure success

Motivates support from different stakeholders

Can help you succeed

Necessitates logical thoughts about the business direction
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Business plan

* Are you absolutely clear on your business direction?
* How are you going to get there?

* Think things through

* [dentify opportunities and potential pittalls

* Who is going to read the business plan?

-
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Business plan template

Typical business plan:

1.

© 0NV RWN

Title sheet
Contents page
Executive summary
Business objectives
Business concept
The market
Infrastructure
Suppliers
Marketing

10 Business pre-opening checklist
11. Financial considerations
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Statutory and legal considerations

* Business registration requirements:
* CIPC- legal entity, trademarks, patents etc.
* SARS — tax, VAT, UIF etc.
* Department of Labour
* Workmen’s Compensation Commission
* Industry-specific registrations

* You can do it all yourself or outsource
this — just ensure that it’s all done
properly from the outset.
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Statutory and legal considerations
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appiicant must only fill in the taxpayer reference number and the details that have changed

mark with an X

l/SMS Application for registration as a Taxpayer or Changing of Registered Particulars: Company

Taxpayer Information
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The importance of financial controls

e Systems, systems, systems!
* Delegate don’t abdicate your responsibilities

* Ensure you can read and understand financial
statements

* Agree on monthly financial statements and submission
dates from the bookkeeper

e Address any issues or anomalies quickly so they don’t
repeat
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Financial controls — cash flow
projection

1.2.3 Cash flow projection

e Cash flow = movement of
money into and out of the

Prestart

uuuuuuuu

— business

and when

— monthly

* Cash flow forecasting =
attempting to predict what
money will flow in and out

* Monitor cash flow regularly

e Compare your estimates to

actual performance and

adjust
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Financial controls — income statement

3.3 Income statement - actual versus budget

Income statement for the period ending:

e Sets out the results of

I§alesllncome!Revenue — o vaﬁ% ~ vmarmianc! -
. . e, Cost of sales (as % of turnover) = R0,00] #DIV/O!
trading activities over a e ——
. . Expenses
d f t Accoupq’ng and auditing R0.00] #DIViD!
perioa ot time Bk s o e
Credit card commission R0.00] #DIv/0!
o Delivery commission R0,00] #DIvV/O!
S ]
* Prepare it monthly to e
. . |kA?:::u:ng (Iocgl) z_‘g gw
monitor the business e e
[Office supplies and stationery R 0, #DIV/IO!
Packaging R0,00] #DIvV/O!
p e rfo r m a n C e Professional fees R0.00] #DIV/O!
2:2’;::5 and maintenance gol(?(; mg:
o Folya!ty (ma;nagement sernvice fee) m
* Monitor actual performance = i
. = - :§1 210
against the budgets you set I
[Total operating expenses R 0,00 R 0,00| R 0,00] #DiIv/O!
R0, 7 ; T
* Take corrective action Perecoon (- — RO oD
. INet proth/( loss) before tax R 0,00 R 0,00 m [ #DIV/ID! |
t | [Tax (company tax cumrently 28%) R 0,00 R 0,00, R0,00] #DIv/O!
I m e O u S y et profitloss) atter tax Ro.00 Ro.00 RO.00| =0 |
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Staffing basics

* Important to recruit the right employees for your business —
people who will help your business grow

* Implement a good recruitment and selection policy and
procedure

e All forms and templates in the book comply with labour laws but
you should still get an professional to review them

Identify need and
develop position

Assess and
interview
applicants

Recruitment Sourcing and
planning advertising

Selection and offer
of employment

Onboarding for

success

description

- I
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Staffing basics
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Marketing management

* Make sure you have a clear
and strong corporate
identity / brand

* Know your product / service
and,under,Stand the market marketing that people choose
you're selling to . to notice.

* Incorporate all elements of
the marketing mix which
are applicable in your
business

Marketing that works is

* Test and measure
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Marketing management

2.3 The marketing plan 2.4 Advertising — what to check before your ad

goes out
Marketing plan for the 12 months ending: ** [insert date]
Market research 1. Logo/brand name
¥ [insert details]
{ ! ¢ Do your logo and/or brand name appear clearly and comectly in the O
advertisement?

- * s the size of the logo in the comrect proportion to the total advert? O
Prodactiservive ¢ Are the logo colours correct? O
Group 1
* Who are the potential buyers/clients? ¥ [insert details] S e i
*  Why will they buy/use the product/service? % [insert details] :

* How much of it will they buy?/How frequently ¥ [insert details] * Have you included relevant business particulars — physical and/or postal O
will they use the service? address, telephone number, web site, social media pages or handles etc?
* How much will they pay? % [insert details]
* Where can we find them? ¥ [insert details] 3. Content
- -
».:How can we reach them? = Ingeit detale) * s the content of the advertisement absolutely comrect? O
* Who else may want to buy/use it? ¥ [insert details]
« |s this product/service seasonal? % [insert details]
Group 2 4. Correctness
i " 2 Ti ils
* Who are the potential buyersiclients? > finsert details] * Have you checked the advertisement for grammar and spelling errors, and O
¢ Why will they buyluse the product/service? % [insert details] comrected these before signing off on the advert?
o How much of it will they buy?/How frequently ¥ [insert details]
will they use the service? 5. Target market
Ho h will the: ? % [insert details
. . 24 pa)ﬂ7 — [ ,] * Have you checked that what you are offering in your advert meets the needs O
* Where can we find them? > [insert details] of the target market?
¢ How can we reach them? ¥ [insert details] * Have you have selected and advertised sufficient products to ensure the O
* Who else may want to buyluse it? ¥ [insert details] target matr:et gavg:ts?to “grab” the offering, yet have taken care not to
* s this product/service seasonal? ¥ [insert detailg] s . ’
Srowp 3 — . 6. Five key parts
* Who are the potential buyers/clients? ¥ [insert details]
* Why will they buy/use the product/service? ¥ [insert details] ¢ Have you addressed the five key parts of an advertisement? O
* How much of it will they buy?/How frequently  ** [insert details] * Have you attractec_! the target audience’s attention by boldly telling them O
will they use the service? what you are offering?
* How much will they pay? ¥ [insert details] * Are you offering your target market a good reason to take notice? O
A e i e M aa ¥ fincart datailel * Have you given them a reason/s for why they should believe in you and/or B
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The Nedbank Ultimate Business
Companion

e Contains all the forms,
templates, checklists and other
documents to assist you to
implement systems

* Includes an interactive CD-Rom

ULTIMATEBUSINE' §,=4
* Will be available very soon for . 7 CQMPANIQ) E '

purchase on the SimplyBiz site.

“see money differently 2 NEDBANK
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Thank you...

- Backspace

For more information about
Wordsparks and Lesley-Caren Johnson |

go to www.wordsparks.co.za
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