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(k) Advertising and promotion
Describe your advertising and promotional campaign for the first 2-years of your business. You
might include; business cards, brochure design, website development, domain and website
hosting, marketing costs, expos and trade shows, and other marketing expenses. You enter
these, and the quantity and cost of each of these, then the calculations and all done for you.
Do this for both year 1 and year 2. Change Month 1, Month 2 etc, to suit the months in your
financial year.

There is an Advertising and Promotional Plan Template prepared for you in Excel format, you
can download this Advertising and Promotional Plan Template from page 58 . (see snapshot
below).
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14. Legal structures
Please Note: If you are unsure about which legal structure is appropriate for your business, you will
need to seek advice from your accountant or solicitor/lawyer. In deciding on your business structure
you should take into consideration the requirements for reporting, accounting methods, and taxation,
that each business structure is legally required to comply with. You should be aware of other
restrictions which may impinge on your small business, such as; trade practices, consumer laws and
protection, equal opportunity, and occupational health and safety (workplace health and safety)
requirements. You should contact your local state government for more details on these matters or
visit their website.

Business structures
The most common types of business structures available include

Ɣ Sole proprietor/sole trader
Ɣ Partnerships and;
Ɣ Companies.

These descriptions may vary depending on the country where you operate your business, as follows
on the next page:
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(d)    Trading or business name registration
You can usually operate your business using your company name, however, some companies
register a trading name to operate their business. For reporting purposes, you report under the
company name and its registered identification number.

In some countries, the company/corporation is set up as Pty Ltd, an LLC, or Co Ltd. You will need to
check your country’s legal requirements if you are considering setting up a company.

Usually, for taxation purposes, a company will be taxed as a completely separate entity, and you will
report tax as such. Also, the tax is usually a set percentage amount regardless of your earnings
(profit). In Australia, companies are taxed at a fixed rate of 30% of net profits. Think carefully before
deciding to set up a company as there are many areas of compliance, reporting, and registration that
you will have to comply with, including regulations from different areas of Government.

Please Note: I am not a qualified tax agent or legal advisor and as such the information provided here is to be
used as a general guide only. As normal you will need to consult your accountant, lawyer or legal advisor on
which is the best business structure to start your business with.

Usually, for each of the above business structures (with the exception of a company or corporation), a
trading name is not mandatory. It is however a good idea to have one and register it, so that no one
else can use it. Also having a trading name can clearly differentiate your business and provide a clear
indication of what your business is all about. There is also a legal requirement that you are going to
trade under this name, so it's not like having a domain name parked away somewhere to prevent
another business from using it.
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16. Financial plan

Going through the process of constructing a financial plan is a valuable exercise for any business
owner. The financial plan, or budget as it is also called, helps guide the day-to-day financial decision
making of the business. Comparing forecast numbers to actual results provides important
information about the overall financial health and efficiency of the business. Even a one-person
company needs to have a financial plan in place. Go to page 58 to see the financial downloads
available.

The business plan's financial objectives involve measuring financial performance to reflect the total
operational performance. The aim of managing this performance should be to maximize net profit
and net cash surpluses of the operation. The two main measures, therefore, are net profit and net
cash flow.

Net Profit
Net profit is calculated as the excess of income (revenue) over expenses of the operation for a given
period. Income (revenue) is the earnings of the business and expenses are the running costs. The
total income (revenue) less direct costs (cost of goods sold) equals contribution margin (gross profit)
and contribution margin less operating costs (cost of running the business) is equal to net profit

Net Cash Flow:
Total receipts (inflows) less total payments (outflows) is equal to net cash flow surplus. Net cash flow
surplus is calculated as the excess of receipts (inflows) overpayments for a given period.
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(a) Profit & loss report
A profit and loss report clearly indicates your sales projections over a given period, also the
associated business expenses, and subsequent net profit each month, quarter or year. This report is
usually required by your accountant in order to develop the income tax return for your business, and
in turn, is required by the Tax Office as part of the overall business tax reporting requirements.

You can see a snapshot of the example profit & loss report above. To help with this you may want to complete the Sales Plan (Year
1 & 2) on page 58 first, this will give you the sales for the first 2-years of your Profit & Loss Report. Also, you can apply some ‘what if’
scenarios for your sales, expenses, and profit by using the Business Growth Plan Tool, which is listed on page 59. There is a Profit
and Loss Forecast Report prepared for you in Excel format, you can download this on page 58.
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(b) Cash flow (Year 1 & 2)
Cash flow is the lifeblood of any business, most businesses fail because they cannot pay the bills
when they are due. All of your business areas are important, and they mean nothing if you do not
have enough cash in your business (working capital). When you have sufficient cash in your business,
your business is then said to be liquid or solvent.

So the cash flow forecast is probably the most important financial document that you need to refer
to regularly in your business. Constantly monitoring and updating your cash flow forecasts,
comparing these to actuals, and reconciling your cash flow statement with your bank statement is
also a critical function of good business financial management. This is called a bank reconciliation,
where you reconcile the cash amount that your business reported for the month-end, against what is
actually in the bank at the month-end. So good cash flow management should remove any surprises
from the day-to-day management of the in-flows of money and out-flows of money in the business.

Your cash flow forecast should indicate when you expect to receive cash from customers, payment
from credit customers (debtors), and when you are required to pay for your expense items. Expenses
items include payments for stock, capital purchases (high-cost items that will be depreciated overtime
on the P&L), and other general expenses incurred in the day-to-day business operation.

You will also need to consider any irregular expenses, such as outstanding tax payments,
maintenance and repairs, or unseasonal inventory buildups, that should be allowed and budgeted
for in the cash-flow forecast?
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Also can you see major spikes ahead in your out-flows (payments)? If so then you will need to
increase your in-flows accordingly. This may take the form of a ‘cash injection’ of funds, usually in the
form of a bank loan or the use of a credit card (limit permitting) to overcome these spikes. Loan
payments, equipment purchases, and owner's drawings usually do not show on profit and loss
statements but definitely do take cash out of the business. Be sure to include them in your cash-flow
forecasts. Cash is king in any business, so remember this! There is a snapshot of a sample cash-flow
forecast below.

Before you complete your cash-flow forecast you will need to estimate your sales, you can do this by using the Sales
Plan Template on page 58. There is a Cash-Flow Forecast Report prepared for you in Excel format along with a sample
(above), you can download this on page 58.
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(c) Break-even analysis
A break-even analysis predicts the sales volume, at a given price, required to recover the total costs
of the business, and produces 0 (zero) net profit.

Expressed as a formula, Break-even is Fixed Costs divided by the Contribution Margin % In this
example:

(1) The fixed costs (sometimes called overheads) = $35,000/year
(2) The contribution margin (sometimes called gross profit) = 40%
(3)The calculation is therefore: $35,000/0.40 = $87,500

This means that the break-even point in this business (when all costs are covered and there is no profit)
is when the business achieves $87,500 in sales over a given period of time.

If the business achieves $87,501 then the business makes $1 in profit, if the business achieves
$87,499 then the business profit is = -$1.

Using an example like this, you can also force a required net profit amount from this formula.

I have a great tool that does this all for you! This is the Break-Even/Force Profit Tool prepared for you in
Excel format, you can download this on page 58.
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18. Financial templates (downloads)

# Template Name File Links

1 Business plan shell  (word) Download

2 Partnership agreement  (word) Download

3 Advertising & promotional template (year 1 & 2)  (excel) Download

4 Swot analysis  (excel) Download

5 Sales plan (year 1 & 2)  (excel) Download

6 Cash flow forecast (year 1 & 2)  (excel) Download

7 Profit & loss report  (excel) Download

8 Balance sheet (year 1 & 2)  (excel) Download

9 Break-even/force net profit calculator  (excel) Download

10 Inventory checker  (excel) Download

Above is the list of all the template files listed in this eBook that are downloadable from the UMACS
Business World website as part of this eBook package. Click on each one to start the download, and make
sure that you save each of these to a location on your computer. These are in either Excel or Word file formats.
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https://john-duffield-ffsp.squarespace.com/s/BusinessPlanShellTemplate-V2.docx
https://john-duffield-ffsp.squarespace.com/s/Partnership-Agreement-ggta.docx
https://john-duffield-ffsp.squarespace.com/s/Advertising-Promotional-Plan-Year-1-2-V3.xlsx
https://john-duffield-ffsp.squarespace.com/s/SWOTAnalysis-V3.xlsx
https://john-duffield-ffsp.squarespace.com/s/SalesPlanYear12-V3.xlsx
https://john-duffield-ffsp.squarespace.com/s/CashFlow-Year12-V3.xlsx
https://john-duffield-ffsp.squarespace.com/s/Profit-Loss-Year-1-2V3.xlsx
https://john-duffield-ffsp.squarespace.com/s/BalanceSheetV3.xlsx
https://john-duffield-ffsp.squarespace.com/s/BreakEvenCalculatorV32.xlsx
https://john-duffield-ffsp.squarespace.com/s/InventoryChecker-V3.xlsx


19. Business tool templates (downloads)

# Template Name PDF
Guide

Watch
Video

Excel File
Links

1 Skills matrix  (excel) Download View Download

2 Overhead rate calculator  (excel) Download View Download

3 Business growth plan  (excel) Download View Download

4 Run rate calculator (by week)  (excel) Download View Download

5 Run rate calculator (by month)  (excel) As above As above Download

6 RFM calculator  (excel) Download View Download

These are tools that you can use in your business planning and analysis. These business tools are
used by hundreds of my customers around the world. They use these tools on a regular basis to
monitor and improve, their business performance.

Each of these tools can help you in your business in some way or another and can assist you in producing some of
the numbers you require to complete the required financial templates in this eBook. All of these tools are in Excel
format. Some of the sheets in the workbooks are password protected to preserve the formulas, the passwords are
indicated within each sheet. These tools are described on the next page
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https://john-duffield-ffsp.squarespace.com/s/Employee-skills-matrix-readme.pdf
https://www.youtube.com/watch?v=rHqbXzR3bNU&t=7s
https://john-duffield-ffsp.squarespace.com/s/EmployeeSkillsMatrix-V3.xlsx
https://john-duffield-ffsp.squarespace.com/s/Overhead-recovery-analysis-template-readme.pdf
https://www.youtube.com/watch?v=RbM6uA_-hgI&t=51s
https://john-duffield-ffsp.squarespace.com/s/Overhead-Recovery-Analysis-V2.xlsx
https://john-duffield-ffsp.squarespace.com/s/Business-growth-plan-matrix-read-me.pdf
https://www.youtube.com/watch?v=j60-d1LJ0r4&t=67s
https://john-duffield-ffsp.squarespace.com/s/BusinessGrowthPlan.xlsx
https://john-duffield-ffsp.squarespace.com/s/Sales-run-rates-readme.pdf
https://www.youtube.com/watch?v=utTmP6GkN6M&t=55s
https://john-duffield-ffsp.squarespace.com/s/RunRatesbyWeekwithDataV6.xlsx
https://john-duffield-ffsp.squarespace.com/s/RunRatesbyMonthwithDataV6.xlsx
https://john-duffield-ffsp.squarespace.com/s/RFM-README-7ggf.pdf
https://www.youtube.com/watch?v=KCzqRtH0cqw
https://john-duffield-ffsp.squarespace.com/s/RFMPrincipleSellingxls.xlsx


Skills Matrix
A skills matrix is a very simple but very effective tool to assess both the skills and training needs of your business, it is also a
great guide as to the suitability of individuals for; additional tasks, promotion, suitability for a newly created position, and
selection for team/ group participation. And the skills matrix is a great discussion tool for performance reviews, where the
employee's training requirements can also be assessed, reviewed and mapped out. Also, the level of skills attained may assist
in the salary review of the individual compared to other employees.

Overhead Rate Calculator
This spreadsheet template can be used to calculate the true hourly (overhead recovery) rate for your business and prove
invaluable in setting up your finances. Also, this gives you the means to set up the required recoveries for each individual
responsible for generating revenue in your business (including yourself). A great tool for any service-based business.

Business Growth Plan
The business growth plan is a great "what if tool" to develop a number of scenarios for your business. The business growth
plan looks at making changes to your business data by % increasing and % decreasing the critical success areas of your
business finances and viewing the results in a profit and loss format.

Run Rate Calculator (by week and month)
The run rate calculator tracks your sales and margins by week, month or any period you choose to track.It also indicates the
variances and the catch-up values for each of the periods you specify. This is a great sales tool if you have a team of
salespeople and you want to closely monitor their sales performance on an ongoing basis either weekly or monthly.

RFM Calculator (Recency, Frequency & Monetary Value)
By using the principles of Recency, Frequency and Monetary Value you can develop your customer lifetime value, or simply,
how important the purchase patterns of each customer are to your business. This is achieved by monitoring their purchases
over time and selecting a weighting factor for each of these areas. Also, a great way to establish a customer loyalty program!

Inventory Checker,
A great small business tool to quickly check the value of the stock you are holding at any one time.
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