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INSIGHTS:

November Tax Calendar

21 Lodge and pay October 2021 monthly
business activity statement.

25 Lodge and pay quarter 1,2021-22 activity
statement if you lodge electronically.

28 Lodge and pay quarter 1, 2021-22
Superannuation guarantee charge statement
- quarterly if the employer did not pay enough

contributions on time.

SME Business Matters

Strategies for managing your business
November 2021

Implementing a sustainable
structure for your business

Rapid and large transitions between stages of
development in your business can lead to rapid
learning curves in developing how your business
needs to be structured to accommodate this
growth.

Once your business possesses a repeat client base, with new
business coming through regularly by marketing activities, referrals
or sales, you may have a self-sustainable business. That's when

it becomes more important than ever to ensure that the structure
of your business is designed to ensure maximum potential as it
expands.

Many business owners take a risk when they start to expand.
Some fail to understand that not everything can be handled by
themselves, and struggle with the delegation and the assignment
of duties and roles to their employees. Others might not realise
the importance of building a sustained structure for their business
and continue to focus on more growth and take on additional
opportunities that put them at risk.

Signs that something isn't right in your
business structure

» You feel a lack of control regarding what is going on in
the business, resulting in your team and yourself feeling
overwhelmed

» Mistakes and problems are occurring more frequently by team
members

» There's uncertainty about how to get things done, where you as
the business owner seem to be the only one who knows how
everything is done or is supposed to be done

» As the owner, you may be feeling a lot of pressure and are
overwhelmed while trying to keep it all together

» Team members may not be performing to expected levels,
placing additional pressure on you.
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One of the main critical issues that you may encounter as a
business owner and is often the downfall of a business is having no
means of communicating the knowledge that you possess about
the business. This can lead to a bottleneck in your business, as
without that critical knowledge in their possession, employees may
not be able to operate at their full potential.

This might be due to the fact that they cannot adequately fulfil their
role or responsibility as they do not know how it is to be performed
‘properly’, or do not have the training or knowledge in their
possession to do the role without requiring approval.

In order for your business to implement for itself a sustainable
structure (and allow you as the owner the freedom to breathe), you
should do the following:

Map out core processes with your team

Ensuring that your team has the complete knowledge set that

they need to get through a task, without having to ask for help is
something worth considering. Mapping out the core processes that
are required throughout specific tasks (from idea/issue through

to resolution) and sharing it with your team will allow them to
undertake the task themselves and grow their confidence in their
responsibilities.

|dentify resource gaps within your
business

This could be as simple as staffing, training needs, technology.
There is no one-size fits all approach to what is needed, and you

will need to discuss with your team and use your best judgement to
learn what is actually required. Be ruthless and honest with yourself
(and encourage your employees to do the same) about where you
can add the most value to your growing business.

Accountabilities & KPIs

Assessing the performance and expectations of how your team are
performing should be done in a specific and measurable means.
Assigning KPIs (key performance indicators) to your team's roles
will allow you to measure their performance quantitatively and
qualitatively.
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Could restructuring be an option for
battered business?

There have been plenty of reasons that many
businesses might be considering their options
throughout these past 18 months, but business
owners should be aware of the options that may be
available to them before they may need to close their
doors.

Across multiple sectors (retail, hospitality and commercial), there have
been many demanding conditions that have plagued businesses over
the past few years. COVID-19 has unfortunately resulted in reduced
foot traffic, store closures, the accumulation of legacy creditors and
significant deteriorations in working capital positions.

Businesses should be aware of all of the available restructuring options
attheir disposal before it is too late.

The idea of restructuring your business or reaching out for external help
can appear scary and often seen as something to be avoided at all costs.
However, business owners are not on their own when dealing with the
difficult conditions facing them in their short-term future.

No one wants to see a business fail.

That's why there are always options available to businesses. However,
the longer a company holds off on making a decision, the more the
business and its available options will deteriorate.

If companies and businesses can act early enough, their options include
informal arrangements and advice, voluntary administration, and new
restructuring reforms for small businesses.

With the availability of these options and the right people involved, there
is no reason why a financially distressed small business cannot survive
the challenging times and thrive in the future. All companies experience
some form of distress from time to time and often at no fault of their
own. The ones that survive focus on cash, seek appropriate advice from
trusted advisors at the right time and act further on it.

There is a lot of flexibility and breathing space afforded in the voluntary
administration process. The administrator can quickly reset the cost
base by exiting unprofitable stores, reducing the workforce, and focusing
on only buying and selling favourable margin products.

Even when a liquidation becomes necessary, the process can be
reasonably quick, fair and transparent if run properly.

The secret is to overcome the general stigma accompanying
restructures and approach restructuring experts early who will
‘unemotionally’ explain each available option and provide an impartial
recommendation that aligns best with the individual circumstances.
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When it comes to voluntary administration though, it's sometimes not
appropriate for many small businesses (as a result of associated financial
costs, and the hurdle that accompanies a director relinquishing control).

Indeed, voluntary administration is often not appropriate for many
small businesses due to associated financial costs and the hurdle
accompanying a director relinquishing control.

The government has responded to this critique and offered an
alternative. This alternative comes at a perfect time as directors are,
once again, exposed to personal liability for insolvent trading.

The new small business restructuring (SBR) reforms offer a lower cost
and far simplified restructure process, critical for small businesses

to continue to trade after government assistance such as JobKeeper
ceased in March 2021. The reforms add an essential new path that will
assist many retailers.

Though there have been only a handful of SBRs to date, and their
effectiveness to save businesses is yet to be appropriately evaluated, it is
an option to explore in the right circumstances.

elnvoicing: Transitioning SMEs to
digital economy

Invoicing is an important element of operating a
business. It's how the business receives payments.
But if you are tired of having to chase invoices, correct
errors and avoid email scams, and noticing an impact
to your business's cash flow, you may want to consider
switching to electronic invoicing (or elnvoicing).

As part of the Digital Business Plan, the ATO has mandated that
Australian federal government agencies must have e-invoicing in place
by July1,2022.

E-invoicing is a digital-based method through which you can
automatically create, exchange and process invoices. It removes the
need for paper-based or PDF invoices that need to be printed, posted or
emails, and for buyers to manually enter or scan them into their software.

elnvoicing does not apply to business/consumer transactions. Rather,

its usage is between businesses, contractors and government

bodies to facilitate a smoother process of invoicing. elnvoicing allows
organisations to send and receive invoices electronically, directly into
the organisation’s accounting software. It eliminates the need for manual
invoicing processes, both paper-based and emails with PDF attachments
of invoices.

To digitally exchange invoices, a business's software must be connected

to the Peppol e-invoicing network. Many business accounting software
providers are already using the software compatible with Peppol, which 2

can make adopting e-invoicing for your business a lot easier.
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Around 90 per cent of
invoices remain labour-

based, even though elnvoicing

can save both businesses up
to $20 in cost savings per
invoice.

Source: Australia’s Digital Economy, Department of the Prime
Minister and Cabinet 6 May 2021

You can start a conversation about e-invoicing and the benefits as:
» business to your buyers or suppliers
» tax professional or book-keeper to your clients
» digital service provider to your users
» business adviser to your clients

» Industry representative.

With the digital transformation of business well underway, electronic
invoicing is a step on the path towards opportunities and benefits for
organisations beyond simply affecting efficiencies and cashflows.

If elnvoicing is a step that you'd like to take for your business, you will
need to contact your software provider to determine:

» If you are digitally ready
» How and when they can help
» What you need to do

» If you need to update existing software or add an extra service.

If you have already discussed elnvoicing with your current software
provider, you will want to ensure that you are prepared to adopt the
practice of e-invoicing for your business. This may include:

» Understanding how your business processes invoices currently,
which could include analyzing the state of your invoicing systemis,
the method through which invoices are sent and received, who your
top suppliers and buyers are and if you are currently using software
and scanning tools to manage your accounts payable and receivable.

» Learning how to implement e-invoicing, such as speaking directly
with software and elnvoicing service providers to learn what you
need to be ready.

» Planning how your business will ready itself for e-invoicing, which
could involve managing changes in business processes within your
organisation, speaking with providers and discussing your options
with us.

Building greater business efficiencies
with straightforward technologies

One of the outcomes that business owners and staff
alike want to achieve, is an efficient workplace. An
efficient workplace not only saves on time and money
but can also improve overall productivity and morale.
With the challenges facing companies in today's
business environment, technological innovation and
adaptability are critical to ensuring efficiency and
productivity does not suffer.

hallchadwickmelb.com.au

Technology can be a gamechanger when it comes to improving
efficiency and productivity in the workplace, by streamlining and
automating processes that may have otherwise been congesting the
workflow.

One of the trickiest things to realise and prepare for is that not every
workplace is the same, and thus, not every idea that uses technology
will be useful. However, by approaching technological transformation
with an adaptive and open mindset, you might be able to take advantage
of their benefits for your business.

Group Chats not only for personal use

Your business might currently be operating remotely, or it could be
still running from your workplace. Whatever the case, having a group
chat on a communication medium can lead to further communicative
channels to promote discussion, transparency and greater information
sharing.

Group messaging and group chat technology can improve
communication efficiency and employee productivity considerably.
These tools minimise the email back and forth among employees, and
the classic “I didn't see that email".

Automatic time tracking to increase
workplace productivity

If your employees or colleagues are still using time cards to clock in and
timesheets to manually log in their hours, then you're missing out on the
many productivity benefits of using automated time tracking. This allows
you to account for hours, save on audits and gain insight into how your
workforce is allocating and spending its time.

Eliminate the need for manual file sharing

Using a remote file-sharing tool can assist not only your employees
physically in the workplace but those who are currently working away
from the office. Sharing files is one of the most basic tasks employees do
every day. Yet it's also one of the most common workplace productivity
killers.

Take advantage of the software and online storage options that might be
available to your business.

Make your workplace conducive to remote
working

As a result of COVID-19, many workplaces have been able to experience
the joys of working remotely, with many considering it an option in
returning to work to promote their flexibility. Even if you have yet to test a
work-from-home setting with your team, remote working can still be an
option to consider to promote employee satisfaction with their jobs. This
can lead them to be more than willing to be productive and help your
business grow.

Enabling technology to become a part of your workplace in a cohesive
manner will enable you to move forward as a hybridised business that is 3
focused on ensuring maximum efficiency.
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Coronavirus exposure in workplaces:
|s it time to double check your plan?

As an employer, you are responsible for ensuring that
the health and safety of your workers. Now more than
ever health and safety in the workplace is of paramount
concern,youwantto ensurethatyouare being compliant
and acting in accordance with occupational health and
safety laws so far as is reasonably practicable.

Ensuring that your employees remain COVID safe and are operating at best
practice during restricted engagement and distancing requirements will
help you to minimise their risk of exposure (if it is reasonably practicable to
do s0). You must also ensure that the work of your business or undertaking
does not put the health and safety of other persons (such as customers,
clients and visitors) at risk.

You can protect your workers from the risk of exposure by, for example:

» Enabling work from home arrangements for employees where it is
feasibly practical to do so (and their duties can be performed)

» Cleaning the workplace regularly and thoroughly to reduce
transmission risks

» Where the work is unable to be performed at home, requiring those on
site to practice physical distancing

» Requiring workers to practice good hygiene (e.g. through workplace
policies and access to adequate and well-stocked hygiene facilities)

» Limiting contact from outside visitors in the workplace (ie. restricting
non-essential interactions).

As a result of the changing nature of business as a result of restrictions and
regulations, you may also want to consider alternative ways of delivering
services and business practices (where practical), such as switching to
online ordering or payment and delivery methods that aren't face-to-face.
This can also be maintained going forward as a continued alternative.

The restrictive nature of COVID-19 and how it has affected the way in which
business is conducted should be seen as a sign of ongoing change.

Adaptability, dynamic processes and alternative methods of conducting
business are what will keep your business open, but the health and safety
of your workers should always be the highest concern.

Do you need to double check your plan? Run through the WorkSafe
Checklist.

s your business on the brink?

It's proven that COVID-19 places a significant strain on
businesses, be it a result of lost foot traffic, production
or viability issues. Though the government and many
advisors are involved in attempting to ensure that those
businesses do not collapse, directors and business
owners need to be proactive and engage with them
early to have the best chance.

The optimal time to approach liquidators and advisors is as soon as
possible. If a business comes to them when their financial situation has
become insurmountable, often a liquidation/shutdown is the only option
left.
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That is why timing to asking for help can be key to preventing a complete
shutdown.

As long as there is proper preparation and an effective plan that considers
all stakeholders, any business should be able to restructure and continue
totrade.

With proper preparation and an effective plan that considers all
stakeholders, any business should be able to restructure and continue

to trade. It's why you should ask yourself these questions if things have
started becoming a bit more difficult, to prevent it from being too late to act
upon them.

1. Ami currently losing money?

2. Am| finding it hard to pay bills on time?

3. Dol have old debts that | am finding hard to pay down?
4, Do I need some breathing space?

5. Dol have my ‘head in the sand'?

Let's talk through your options. We can provide strategic business advice
to clients experiencing financial difficulties or being pursued by creditors.

Keeping on top of Time Theft

Every week, it is believed that a business will lose up
to 4.5 paid hours per employee, which can total up to
nearly six full work weeks per year. Time theft is a silent
crime that your business certainly doesn’t want to have
to deal with - but it isn't a crime solely committed by
the employees.

Both employees and employers can be the victims and perpetrators

of the practice. It can be anything, from employers failing to pay for
overtime, paying less than minimum wage or failing to classify employees
correctly, to employees committing timesheet fraud, taking unauthorised
paid breaks and conducting personal business while on the clock or not
working while being paid.

If you are a business concerned about time theft, it is important to ensure
that your processes are in working order. You will want to:

» Evaluate company culture and policies - if an employee feels that they
are being treated unfairly, they are more likely to commit time theft. Set
clear expectations and goals, in addition to those expectations that are
currently being met to ensure that they are being treated fairly.

» Set a transparent organisational structure, so that everyone knows
their roles and responsibilities, understand what's expected of them
and in the process, avoid cutting corners or inflating hours.

» Ensure that your policies and procedures instated within the business
are in alignment with employment standards and legal requirements.

» Enhance accountability with technological solutions by using data-
driven insights to know what is and isn't working for your employees
and business. A workforce management platform, for example, could
be used to gain insight into where employees might be better suited to
spending their time.

» Set realistic expectations for your employees. Don't give unrealistic
KPls, and make all goals and outcomes achievable.
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Returning to Workplaces: Is there a
right way to move forward?

In spite of the unique challenges they may be facing in
returning to the workplace, businesses face the same
concerns. Where do you begin? How can you protect
your people? Is there a right way to move forward?

Those are the questions that you may have to ask yourself as workers
recommence operations. Here are some of the ways in which you can
address the apprehension and challenges of returning to work for your
employees.

The work environment
» Safely managing the flow of people in and out of the workplace.

» Appropriate planning in place for the handling of collaboration
spaces, meeting rooms and hot-desking, and the technology to
support.

» s a staged approach to reopening viable for your business?

Effective communication

Leading with clear messaging is important in the transition to new ways
of working.

» Be empathetic - what is it that people need to know? Consider
employee safety, mental and physical wellbeing, and how you'll
manage staff engagement and productivity.

» Choose the right messaging for your employees - both those
returning to the office and the ones who'll remain working from
home.

» What will you communicate with customers, suppliers and
investors?

Consider your plan of operations
» Which employees are essential by role, location and demand?
» Can some staff continue to work effectively from home?

» To minimise infection risk, should you consider parallel scheduling or
shift work to separate teams?

Mental health & wellbeing

Understanding the new situations your people face as a result of the
COVID-19 pandemic should be taken just as seriously as business related
considerations. These include:

» Stress and anxiety for people who may not yet feel comfortable or
safe returning to work.

» Alternative transport methods for staff who rely on public transport.

» Reviewing expectations around productivity as a result of frequent
cleaning of workspaces, hand-washing breaks and other safety
protocols.

» Ways to further support remote working for those who need it.

Applying for your Director
identification number

You need to apply for your own personal identifier at Australian Business
Registry Service. Once you receive your director ID, you need to pass it
on to the record-holder in your company. This might be your company
secretary, another director, a contact person or an authorised agent of
the company. Applying for your DIN online is straightforward.

Download the guide for
Australian resident directors

We're ready to help. Please contact our team to discuss these Insights
and more strategies to plan your next move.

Key Contacts

John Christopoulos Peter Pryn

Director

ppryn@hallchadwickmelb.com.au

Director
jchris@hallchadwickmelb.com.au

Hall Chadwick Melbourne | Chartered Accountants & Business Advisors
+613 9820 6400 | hem@hallchadwickmelb.com.au
Level 14 440 Collins Street, Melbourne VIC 3000 Australia
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This is issued as a helpful guide to clients and for their private information. Items herein are general comments only and do not constitute or convey advice per se. We recommend that our formal advice be sought before
acting in any of these areas. ©2021 Hall Chadwick Melbourne Pty Ltd A.B.N. 88 081186 450. All rights reserved. Liability limited by a scheme approved under Professional Standards Legislation.
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