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Your Guide To Growth
This handbook is your guide to preparing your business for growth. It explains how 
to streamline your accounts and make your administration functions run smoothly. 
We hope the information within this handbook is valuable and leads to success for 
your business.

Should you wish to explore any of the information further, feel free to call the 
Straightline Group team on +61 8 6444 1741 and we will be happy to help.
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1. Reduce Paper
One of the quickest ways to streamline your business is to look at the paper flow. 
Paperwork can accumulate quickly and causes unnecessary bottlenecks in your 
business processes.  Identify the paper trail and assess how necessary it is, ask 
each person involved in the paper trail the following questions:

• What information do you add to the paperwork and why is it needed?

• What information do you take from the paperwork and why do you need it?

• Why is this paperwork important for you to perform your job?

When the general default answer is, ‘that is how it has always been done’, it’s a 
sure sign that change can be made. There are several document management 
systems that can almost turn your business paperless. 

Having a paper based storage system also takes up unnecessary space in your 
business. No one likes to look at file storage and having a paperless office really 
changes the culture of a business.

2. Empower Employees
Employees are the foundation of any good business. The best employees know 
their role within the organisation and the processes and decision flow inside 
and out. Look at what each employee does and make sure they have a clearly 
defined role, engage with them and make sure they understand their position and 
constantly put it to them to see how they can streamline their role.

There is plenty of workflow software available that assists in planning and allocating 
tasks and responsibilities. A lot of this software can link automatically to your 
payroll so you can review work, approve time sheets and pay your employees all in 
the same process.

3. Consolidate Software
Do you have one piece of software for order entry? Another for accounting? 
Another for inventory control? Do you employ somebody to key the data from one 
system into another system? A “yes” answer to any of these questions indicates 
that you could need an integrated software platform. 

There are a variety of packages available today that can meet the needs of small 
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companies as well as the large ones. You will be surprised how streamlined your 
business becomes when this integrated software is installed.

4. Outsource Repetitive Tasks
As simple as it sounds, a business can only be successful if it sells something, the 
more you sell, the more you can make. Business owners that don’t outsource tasks 
that aren’t key to the sales process, especially early in the business’s life, can be at 
a massive disadvantage. 

Outsourcing can appear more expensive initially, but when you take into 
consideration employment costs like superannuation and annual leave, computer 
expenses and other overheads and not to mention other hidden costs such as a 
staff member leaving and re-training new staff, the cost benefits of outsourcing 
become very apparent.

5. Organise Your Inventory
You’re likely already organising your inventory, but how efficient are you? If you’re 
like many small business owners, you’re likely using an Excel spreadsheet. The first 
thing to do is to stop. There are multiple reasons why Excel is bad for inventory 
tracking. It’s inaccurate and will cost your business time, money and unwanted 
stress. What’s the solution? Automate your inventory tracking with an inexpensive 
inventory control system.  Current inventory tracking should integrate with your 
point of sales software and your accounting software so you only enter everything 
once.

6. Social Marketing Automation and CRM
Marketing is often ranked as an elective task for many business owners, however, 
the basis of business is sales and marketing drives sales. Marketing has become 
easier with the ability to automate social media posts meaning you can appear to 
be a media whiz with very little effort. This process should also be linked with your 
CRM software so you can track and follow up with current and potential clients. 

Streamlining your processes will help 
your business grow



You may ask why you need a business plan at all, you have a clear idea in your mind, 
you know the market, you have the skills, you are ready. So why do you need a plan?

Here are a few reasons why business plans are critical:

1. To provide clarity to your ideas
Writing something down gives the idea substance, your ideas will become clearer on 
paper than in your mind.

2. To discover new problems
As you write ideas down, potential issues may materialise, it is better tackle to these 
now than in future.

3. To get feedback from others
A fresh set of eyes can provide honest feedback that will identify issues, solutions and 
plans that you may not have thought of.

4. Having a formal document
Banks, investors, lawyers and accountants can look at this document and understand 
the business in context.

5. A guide as the business grows
A good business plan will keep you focused on the big picture even when you get 
distracted with day to day operations. It also acts as a good reference point to identify 
what worked and what didn’t.
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A detailed business plan is a daunting but rewarding experience and is critical to any 
business success. Here are our ten steps to creating a bullet proof business plan.

1. The Executive Summary
This is where you describe your company and the product or service that it will sell. 
This must be brief, to catch and hold people’s attention.

The aim is to describe the business in a couple of short succinct sentences that are 
memorable.

Treat this section as an elevator pitch, it is how you respond when you are at a function 
and someone asks ‘What do you do?’

2. Who are your customers?
Believe it or not, a lot of business cannot easily define their customers. You need to 
have a clear idea of who will buy your product or service.

This is one of the first questions any investor or bank manager will ask you about your 
business plan. Have your answers ready:

• Know whether your customers will be consumers or businesses. If they are 
businesses, who will you target within those companies? Maybe it’s the 
salesperson, or perhaps it’s the CEO?

• Determine whether you'll have regular clients or one-off buyers.

• Make sure you’ve spoken to some of your potential customers.

3. Evaluate the target audience
There’s no room for guessing here. You need to identify the people who will buy from 
you. Think about the following:

• Demographics – such as age, gender and social status.

• Firmographics – this applies when selling to businesses. Firmographics includes 
size of the company, revenue of the company and services or products of the 
company.

• Location – perhaps a specific area, town, or even country.

• Profession – maybe you’re targeting accountants, police or lawyers, for example.
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• Groups – such as people with shared interests or habits.

The better you evaluate your target audience, the more comprehensive your business 
plan will be.

4. What are your opportunities?
Big businesses originally start small, but they don’t stay that way forever. As part of 
your business plan you need to write down the possible opportunities for your business 
as it grows.

For example, perhaps you’re planning to start by selling over the internet. That’s great, 
but how will you get traffic to your site? How will people find you online? Will you need 
salespeople? If not, how will you convince people to buy from you?

As the business grows, is there scope for a bricks-and-mortar retail outlet? What other 
opportunities will you have if your business grows as planned?

5. Understand the competition
Competition is a part of business and every business has competition, if you ignore 
your competition you are burying your head in the sand. Be thorough, and list all your 
existing and potential competitors:

• Who are your direct competitors – those selling the same products as you?

• Who are your indirect competitors – those whose market overlaps yours?

• What will prevent other companies competing with you – what are the barriers to 
entry?

• What is your USP (unique selling proposition)? In other words, what’s your point of 
difference that makes you different from your competitors?

That last point is important. You need to explain how your business will differentiate 
itself from all the others. That might be based on price, service, quality, range or value. 
Make sure you spell it out.

Writing a business plan is critical to 
providing clarity and direction



6. Build a simple financial plan
All business plans should contain some financial information. This should include the 
overall costs of setting up your business. For example:

• Cost to make or buy products.

• Costs for labour and manufacture, including raw materials.

• Staff costs, especially for service businesses.

• Distribution and marketing costs.

• Fixed and variable overheads.

7. Include an outline marketing plan
For this section of your business plan, you need to think about the five ‘Ps’:

• Pricing – how will you price the product?

• Positioning – how does your product or service fit into the market?

• Promotion – what channels will you use to attract and communicate with 
customers?

• Profit – how much do you expect to make per item sold?

• Place – what are your sales outlets?

8. Plan your operations
Put your vision to one side for a moment. What are the daily tasks that need to be done 
when running the business? Include all business processes such as manufacture and 
packaging. Try to cover all departments too, including sales and customer service.

9. Get the right people
This is one of the most important factors. Think about who you want to hire. How will 
you find people whose skills complement yours? And how will you convince them to 
work for you?

Also, think about who you want as your business advisors. You'll need people you can 
trust, to guide and mentor you at times when you need it.



10. Simplicity is the key
Keep it simple. Complex and long documents won’t be read – either by you or by 
potential investors. A business plan should be brief, relevant and focused.

If you find yourself getting carried away while writing, stop and take a break. Then go 
back and edit what you’ve written. Shorter is better. The core of a good business plan 
should be just a few pages long.

11. Plan your business around your strengths
As you write your business plan, keep in mind your strengths – and any areas for 
improvement. This will help you construct a plan that makes the most of your abilities, 
while still being realistic. That's more likely to convince investors that you're serious.

Don’t stop planning
Your business plan is a roadmap for your business – but it's not set in stone. Review it 
at least once a year and make changes if necessary.

Above all, keep getting feedback from your advisors – official and unofficial ones. With 
their help, you'll create the perfect business plan that takes you where you want to go.

We have built many business plans for clients and would be happy to send through a 
template and provide feedback to developing your own plan.

Planning to succeed is an ongoing 
process
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What is a bookkeeper?
A bookkeeper is someone who records the financial transactions of your business.

• They keep track of sales, purchases, payments and receipts

• Assists in business processes

• Organise, collate and record financial data on day-to-day basis and store this 
information in general ledgers

• Record the financial information of your business in a standard way, so that 
accountants can access it

What does a great bookkeeper do?
• Design, suggest, review and implement internal processes to make your business 

run more efficiently

• Understand accounting legislation so your accountant can easily lodge returns, this 
saves loads in accountant fees

Why do you need one?
If you started your own business, it’s likely that you’re passionate about running it and 
concentrating on the tasks you love doing. But if you’re like most business owners, 
you’re not so interested in recording all the details of every financial transaction.

For example, imagine you’re a hair salon business owner. You might have:

• A simple business model

• A high transaction rate with lots of customers

• Many sales a day – perhaps dozens or more

• Supplier invoices for hair products

• Sales recorded through cash registers or other POS (point of sale) systems

• Staff wages to record and pay

That's a lot of information to track and record. And bookkeeping might not be 
something you enjoy or have time to understand.



Without proper bookkeeping, it would be easy for transactions to go unrecorded, left 
to pile up until the end of a financial period. Mistakes could be made and important 
details could be lost or forgotten.

That's where bookkeepers come in. They can lighten the load on the business. They 
can take away the day-to-day recording of receipts, invoices and other transactions.

What do they do?
Bookkeepers are trained and use the same financial recording methods as 
accountants. They do this so that your accountant can quickly and easily process your 
financial information. They will:

• Take all your receipts, invoices and other transaction details.

• Record the information in accounting software using proper accounting methods.

• Work with you to make sense of the numbers, for example assigning costs to 
specific clients.

But there's more to bookkeeping than recording daily transactions. People who do this 
work are usually highly skilled at using accounting software. They are able to advise on:

• Add-on solutions to streamline your business workflow, such as POS tools

• Payroll services to simplify the way you pay your staff

• Bookkeeping rescue work, tidying up mistakes made by inexperienced staff

• Training for small business on using accounting software.

They can also offer day-to-day support for small business owners. In fact a good 
bookkeeper is your partner in keeping things running smoothly within your business.

How are they different to accountants?
Bookkeeping is a vital service. But how does it differ from accounting? The two 
services are often compared, but they are complementary:

• Bookkeepers do the day-to-day work and bring the accounts up to a high standard 
of detail and accuracy. They can also advise you on issues that might affect you 
soon, such as cashflow problems or late invoice payment.

• Accountants will look at the accounts that have been created, often on a quarterly 
basis. They will make any minor adjustments required. They will use the information 
in the accounts to file tax returns and other official reports. They will also provide 
high level business advisory services.

For your business to run smoothly, ideally you need both people. You'd hire a 
bookkeeper to look after the day-to-day work. And you'd hire an accountant to handle 
official reporting and high level business advice.



Book keepers let you concentrate on the 
important tasks in your business

S U M M I N G  U P
1. STREAMLINING your business will set you up for growth

2. A business PLAN is critical to provide clarity and direction

3. WRITING your business plan is an ongoing process

4. BOOK KEEPERS give you business oversight, improve 
efficiency and make your business run smoothly

Our business experts are more than happy to help you with any of the 
topics  covered in this handbook. Contact the Straightline team on 

+61 8 6444 1741 for a Free Business Assessment


