End-of-year admin tasks

The end of the year is the perfect
time to catch up on administration
tasks that have fallen to the
wayside throughout the year.

Consider completing the following admin tasks
Belone cheing down for 16 holiday season:

Update employes datails and client lists

1 you kngey of employess planning on resigning
o (e new year periad, il would be wise {0
ask for the retum of any business belongings,
such as the company car, wniforms. |ift pass
and 000 Removing the employes from
sattwane including statt email, the payroll
system, efc. are also smart things fo do to save
you cing it En the new year, For employees
starting in the rew year. make appropriabe
adjustmients 5o that there are nd holdups and
eviryihing w8 set-up Tor tham on the firt day

Make arfamgements il you now you will be
losing any clients, such as cancelling their
dingct debit payments and remowing therm from
railirg lists

Review annual performance

The end of the year 5 a perlach Hime L0 evies

and analyse how succedaful it has Been, in
tenms of marketing, customer satistaction,
profit marging and o farth, Evaluatn the
praclices thal have masde you money and
thai have been succesdul. Extablish how to
improve upen these in the new year. Also,
cut tiess with e practices that hawe cost you
money of haven't made you any.

Sot goals for the now yoear

Establish the goals youwant 1o scoamplish
i Bhee new year. Focus wn the defenent
aspects af your business you wanl 19 improve
o A Bisinslorm wil vour Bam ways (o
prcomplish these goaks Ancas you may waont
bo Hocus on nclude:

* |mproving customer Serace and satfaction

= Streamlining office processes such
a5 II'I'II'ﬂI]UI'."II'ﬂ autorahion for Dﬂ:ﬂ'ﬂ".
rosbenng, elc.

L Incrﬂas-rg prodit maren
* Sirabegies to reduce ypending
Make appropriate payments

Bedore {he thard of the Falidays, entune
Yo e made spprapr ale payments

Kickstart your holiday marketing

The festive season often presents
a time of increased sales for
small businesses.

Proactively scchking out scasonal
cpportunities can help 10 boosd not only your
sales but your Busindss" cusbomeer bass.

Hare are frve ways bo kickstart your holiday
marketing efforts:

Join force

Fair up with a similar local business that
compliments your business' products and
SOrCEs 10 provide a combined holday

ofter. & holiday partnership can open up
cpportunities to reach new customaers that
you might not have come into contact with
theough your own business, The key is to find
the right parner - ideally a non-competing
business with similae cusbomess fo yours.

et creative

The festive season is a great oppoetunity to
show off your creativity, For example, you
can creale a stone window desplay or decorabe
your office (if you are sendce-based), giva

chients a customised thank-you gifl, peovide
it suggestions and sc forth, To boost your
caline profile, you may vwant to add a koliday
banner fo your website, develop landing
papas for spacific products and promotions,
and send out 8 noliday Tocused email
markiebing campaign. 1! 1he holidays ang your
slow season, tailor campaigns for fhe new
year instesd.

Exhaust your social media

Secial media can bocs: your business' reach
and visibility Immensey, 50 use it 1o your
advantage. Launeh a Feliday marketing
campaign and advertisz i heavily on all your
social channels. Ukse wour social presence
b ereale & holsday thaik you vides, post
holiday messages, adwestise your opsning
hours and advise of any last-minute
cancelalhons. of openings.

Target new Customiers

Thie bolicky Seamon B the perfect fimé 1o
aftract new cusbomers end hopefully convert
them irio kong-tem, repead customens, Lise
sakes promobon bechnecwes such as dsoounts,

bo employees, including quarerly supe
contributions, wages, and sy holidsy bonuses,
It veould also be wortrahile to make sus
clients ane up fo date with any payments or
bills. crwing.

Review cyber security

Bedone wrapping up Tor the yiar, smvesd fime (o
check your cyber security i up bo par. Ensure
that all maiware and antivins softwane is up-
bo=date arnd renew Sy software licerses whens
approgeiate. I you are closing dian for the
holiday spason, emove any saved passwonds o
cached infrrmation Such &6 credit cand details,

compelitions, free semples, ghasmeays,
vouchers, and limied-time offers bo creabe
dernand amnd reel i new cushimers.

Al parks

Fior some businessis, it is @mply nol Teasible
bo use el promolion technigues such at
dscouris al ihis lirme of year. Allernatively,
voiul can sdd valise 1o your exshing products
and senices. by including some sdditional
perks such as free shipping. gift-wapping.
puarantesd-before-Christimas delivery, and
rewanding koyal customers with a bonus, IF
Yo ane a senice-based business, corsacer
extending your feslability for appoeiments.
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Preparing your team for the EOY shutdown

The holiday season often means
closing down the office for a
week or two, but before doing
s0; carefully consider the most
appropriate and harmonious way
to do this.

Legally. you are required to give notice to your

CLOSE

empliyess, The nolice you are nequired
1o g i dependent on the mndustrg and
1ihe awand thal cowers your Business, You
mewy be requined to give Tour weeks notice
oF ol may be requised bo give less, bt
youl should consider ghing as much notice
B ol Avink veur e wall messd o ke
arangements, particulary if they aren't
entithed to paid leave for this penod.
Chrigbrmass and Ui niew year @rg an
expesi time of wew, 50 the mone notics
and time wou allow o stadf to preparne, the
less Ikely they are is become degruntied.
Consider how this wil impact on your
emplyeas and work: towards. creating a
scenario that willl satisty most, if not all,
al your stafl. Some ernphoyess may ol
have socnsed encugh annual ke i cover
i office clotang down period, mieaning
they will moed o tale unpaid b, You
midy b2 able o offer alhematives, sich

&5 working Trom homme of COvering Soms
al the adminisiratree Lesks 1hal wall reed
completion whilst besng Shif down.

It s abways wise to rodity emplopses
Tormally, whedher that be through a prinbed
mierne, ermail, he. This time of year can
e very busy and chaofec, and by only
telling employess in a conversation, it can
e very easy for them bo forget. By havirg
ke shuidown plans im wriling. you can
alsa prove you have given adequaie notice
should any Geues arise,

Coming back bowork affer the EQY
shutdown can be quite tumuluous,
particularly if the smplovess. hawen't
compleled appropriabe tacks before cloting
down. Approgriate tasks would inchude

= Matifying clients of the offica’s closing
dates and ramingng them that thena
Wil 't be anyona 10 halp them for tha
st teme Irams

= Diverting calls and emasls

= Wrapping up any proscts such &s
annual repeds Belone poing on beave

= Officn clian up such as chaning out
the fridige, taking out rublbish, tuming
aff applances, etc.

Deadline for 7-year sub-trust arrangements

The ATO has published a Practical
Comgliance Guideline PCG 2007/13
for those who used a 7-year sub-

trust arrangement to deal with
unpaid present entitlernents (LIPE)

ovred by a family trust to a
related entity,

The guideline provides asistance on the
adminisiration of these sub-trust armangements.
cnca the T-poar loan period expines, As many
ervened im0 these sub-irust srangements on
or bedone 30 Juna 2011, the pericd is closa to
expiry for manmy no laber than 30 June 2018,

The sub-tnsst arangement formed as an option
ko chesal with wnpaid pressent entillernents. A
UPE = & &moun! of it insoime wheh the

frustes of a trust appaints, but does not pay, to
& privalie oompdny hanedicisn

Ungder this amangement, UPE funds in the
gub-brest are held Tor the sole Bemedit ol ke
prrvnte company beneficiany if they are lent to
the main trust under & Fopiar inteeesd only lcan
wiihs the primcapal of the lean epayabile ol the
ered of the 7-year interest only loan.

The berrms of 1 sub-iresd arrangement

compromised that the Tarms of the investment
sgreement musk B legally Binding and
documented, and thal Se tusies had an
obligation bo repay the principal of the loan at
the end of the loan fem.

This mears (b trusbes must repay the
principal of ihe koan b=lore the f-year peniod
eapires, |f the trustes tails to do 50, any
unpaid principal of the loan will be treated

by the Commissioner 2 the prowesaon af
financial sccommodation and therefore o

Dvsion FA loan.

Thiz trustee of the sub-tust would then need to
enber o a J-yea comMyYIng kan agresment
by e private companys lodgment day, This
provides. & further penics] for the amount i be
mpaid with pariodic payments of both principal
and inberes].

If Hhae Fpiar comphang loan & nat pul i place
bertwemen Ehe sul-tnust and the pivale comparry
price i Bhe privaate comasny's Iodgment da,

a deemed dedend will anse sl the end of the
incoms year in which the koan axpines,

Furthommore, wheng the facts and
circumstances mdicabe e s never been
an infenbon 1o repdy the prirncipsel of the

loan at the end of the F-year interest only
loan, the Comemessioner mdy contider that
the arrangement was a gham, andior Lhat
there was a frasd o evasion.

In hese circumslances, the Commiss isner
may g back bevond the period of review
and decmn a diwidend in the inceme

yedr in which the pravision of financial
accommpdation onginally arse,




The gift of FBT-free giving

Ernpicyers wall ofien plan a work Christmas
party, or decsde to give ther staff a Christmes
@t to show their apgeeciation. While throwing
a Christmas party is a great end-of-year
el ion, cmployers shoulkd be owane of the
tax conseguences of holding such an event to
awid a nasty fringe benefits tas (FET) bil

A numbsr of banelils ane xR trom FET,
including the work Chrstmas party, prowding
thay Bolkrar crtam rubst. Thar ATO allows:
ernplayers a 3300 threshold per emplopes
for Christmas, parteses. The mos] fax-8Mectne
oplen 19 bo hosi the Chivsbmas party on ke
business premises, oh a working day and
exlend an iratahion 1o curfent ampiiyees only,
Experdes such as Tood and drink are exesmipl
tran FET for employess and Ehus, & L
deducton of GET credd canmol be ¢laimed

Employers can also extond invitations to

associates sach as spousses and be exempd
from FBT, provided the combined cosd for
the employes and thei* associate remains
beboe £300

In addition to hosing 4 Chraimas party,
Eﬂ'-l:l-:l:ﬂ!rﬁ. Cam A0 provede EI‘I'I|'.‘-|".'I';A‘.'¢!"E- wilh
gifts that cost less than $300 per employee.
Therelore, emphoyers can svoid an FBT bl
providing they Bost 8 cary hat cosls less
tham $300 per employee snd also ghve each
EI'I'-lH-:l:rEE B Chrsimas E_llt WON Al MoEE
than $300.

Mon-gniertainment gt Delow this price ang
usually gxempt from FET, and an employer
can alwn claim ks dechiections and GST cmdits
Tor avery non-enterainment Hlﬂ thezy grve to
staft members, Tvpes of gitts typecally include
boauty o skincars prodiscts, flowars, wing, gift
wocEs o hampers.

¥ihen guing non-entertainment gifts exceedang
the value of $000 within an FET year,
empliyers should 880 be awang hal soms
Tringe benafils may e to be encluded on
payment sUmMmanes

Going green in the new year

Wik (here are imAial ug-feont oosts. of
saitching o green, the long-term savings will be
substantial and you will Al be nediuding your
carbon fockprint whech & grest for everpone!

Coresidier implernenting thie fol kwirg changs:
{0 paperless

Reducing paper use and printing is great for
the ervirorment and will S you money in
DUrIng paper, prnbeg. and admenisiraion cosls

r

il e e U SUtomAting peooessss 1had you
wolld oEhenvwise nead an amphoyes 10 30, such

& fling
SEve ey

Swanch 10 mora anangy afhoam
praducts 1hiousgh

= Replacing lighting with LED lighting

= Taking sdvaniage of natural lighting

= Turning off appliances at the powerpoint ad
the amnd of the day

= Sall @ product that is gresn

kot only can you alfer ofice practices, bt

ol Can &80 SO0 mere & o el -

'IH‘.“:'ﬂl} DUSANESS pracices, Such as Soureng

products from an undersrmaliped communidy,

or parinening with & charity and donaling a

percentage of profits tv sakd chanity. This i a

Ereal vy 10 B en MCre CUSTomesrs and Kesp

thiam kowal bo tfse isaness, making you mone

rhaney in the long run

Encouraging smart commiuting

Provide incentives. to emaployees who ride, lake
pubdez frarEport of Carpeol i wirk.

Lead Dy examphe

Thae x5k wadry 1o eroounasie your emphoyeis o
praction green behadous & to sef a standard
for thesm bo Sollcw, An esample of how to do

this i by Using and encouraging kesp cups for
Raamvary Coffies and red acing plashic packaging.

Benefits of
a business
valuation

Knowing the value of your
business is critical, especially
nearing the end of the yvear.

It allows you to enter the

new year with an informed
understanding of the
business” worth and potential.

There are numerous. benefils of pething a
Ermsineess valuation, including the following:

Understandng your business” worth

Conducting & busingss waluation can
prowiche you with accurate, relisble data

a5 i bow much your busiress s achally
worth, Your precdclion a5 1o what your
basinesss is worth may be completely off,
Whether your belief is thad the business is
worth a considerable amount mone or less,
achually knowing the worth con allow you to
act acoondingty.

Evaluating business growth

A brsirvess. vabuation will provide you
wath the data to sdequately sstees Bow
subtEsshul your Dusiress hes been. In
Each, & Burii=t shuahos a1 Ehé énd af
each year can belp you evaluate how o
implement strategies for the new war B
incriass profil and Butiness value.

Strategic planning

Without knoweng the tnoe value of the
Enganess, Sirategic planaing for the
fubure becoms extremaly defficult; it is
mol based on true data, Knowing how
MLCh your Business 15 worth allows you
b0 nessiss o efleckive your marketing
and Duteness praciaces ane, and how 1o

mpriwE upan them.
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