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INTRODUCTION

“Tell me I forget, show me I remember, involve me I understand”
· Ancient Chinese proverb

It has been said people spend more time planning their annual family holiday than they do planning their business. Of course, a plan itself is no guarantee the business will succeed, but it serves to maximise your chance of success. In other words, a business plan helps minimise risk.
Many guides to writing a business plan are available on the internet. However, this guide draws from years of experience mentoring micro and small to medium enterprises in Victoria, Australia and covers the key issues and questions Business Advisors are asked.
How lengthy does a business plan have to be? The level of analysis and hence detail and ultimately the length of the plan depends on your business. It’s not a matter of the length of the document, but ensuring you have covered the key information clearly.

This guide has been written with the business intender and startup in mind. Since micro and small to medium enterprises and most intenders start their business life as sole traders, this plan focuses on this aspect of business setup and business planning.

HOW TO USE THIS GUIDE

Use this word document to write your business plan. The business plan should be written from the start, taking each point in turn. Don’t be tempted to skip headings.

In this guide a series of numbered headings are provided which are the key questions you need to answer. Where appropriate under each of these major headings there are three sub headings, namely Explanation, Examples and References and Resources.

The Explanation section tells you what the main heading means. Where appropriate, Examples give further detail and References and Resources is a collection of information you will find useful in writing that section of the plan.

When you write your plan and complete each section, delete all the text under each major heading and the text under the three sub headings, as well as this introductory text so that you end up with a professional – looking document. You can also insert your business details on the first page, and on the header and footer.

CONFIDENTIAL

<INSERT YOUR BUSINESS NAME>

<INSERT YOUR NAME, BUSINESS ADDRESS, CONTACT DETAILS and ABN>

<INSERT REVISION DATE>

1. WHAT AM I IN THE BUSINESS OF DOING?
Explanation
You know what you’re in the business of doing, but writing it down always seems a lot more difficult, even for seasoned executives. A simple statement – a few paragraphs at most – that summarises what you are in the business of doing will serve to guide you for the future.
Some people call the answer to this and the next question your business model.

The question seems deceptively simple. A fresh seafood restaurant is in the fresh seafood business; the restaurant is the vehicle.  Hairdressers are in the personal grooming business; the salon is the vehicle. Personal trainers are in the fitness business; the gym is the vehicle. In the early days of railroads, owners thought they were in the railroad business. In fact, they were in the transportation business.

Write down your answer and commit it to memory because that’s what you need to tell others when they ask what you do. It shapes your decision making because decisions are made in the context of your answer to the question.

2. WHAT IS THE VALUE PROPOSITION?
Explanation

When you have written an answer you are happy with for question one, this question is the flipside of the coin and asks “so what?” from the customers’ perspective. Take your business persons hat off and pretend you are a customer of your business. Now write down what your business does for the customer. 

A restaurant specialising in fresh seafood is in the business of fresh seafood. But “so what?” from the client’s perspective. How about “… ocean fresh seafood cooked by our master chef and served by friendly attentive staff in a fine dining restaurant…” That’s the “so what?” for the client. It is the value proposition.

What is the value proposition of your business? Hairdressers could have as their value proposition creating unique expressions of self. Personal trainers could have as their value proposition creating the incentive to look and feel your best.
You can look at how larger organisations have responded to the challenge of answering these two questions. Take Woolworths for example.  They are in the food business and supermarkets are the vehicle. Their value proposition is “the fresh food people”.  That’s the value proposition for the client – fresh food, not a supermarket. The supermarket is the result of fresh food.

When people ask you what business you are in, tell them what you have written down as the answer to question one and two and commit it to memory. For example, at Woolworths they might say, “We’re in the fresh food business (statement of the business they are in) which we sell through our chain of Supermarkets (the selling vehicle). Our customers can shop for the freshest foods at the best prices everyday…”
Your answer to question two is something you might use in an abbreviated way in a tag line for your business.

For example:
· The power of dreams – Honda
· vorsprung durch technick (Progress through technology) – Audi
· Where the community benefits – Ritchies IGA Supermarkets.

· The Fresh Food People - Woolworths

It might be helpful to think in terms of the four key human emotions when you answer this question, namely; Live, Love, Learn and Leave a Legacy. Take for example, Philip Patek’s expensive men’s watches. So, what’s in it for the customer when they buy a Philip Patek watch? Their advertising is clever. A well-dressed man wearing a Philip Patek watch is standing next to his equally well-dressed son. The caption reads, “You never actually own a Philip Patek, you merely look after it for the next generation.” 
Examples
· We make you look good – SNAP Printing
3. WHAT QUALIFIES ME TO DO IT?
Explanation

Write down your experience and qualifications relevant to running your business.

Let’s say you were going to open a coffee shop. If you’ve never had any experience working in a hospitality environment  it would make a lot of sense to get some experience before starting your business. Similarly, if you wanted to set up a windscreen replacement business, it would minimise your risk if you had some experience in the industry. Or if you wanted to set up a doggy daycare, you’d need to love animals, particularly dogs.
Strange as it may seem, people do try to set up businesses they have no experience in.

Simply put, experience counts.
4. WHY AM I DOING IT?
Explanation
Setting up your own business requires motivation, commitment, passion and hard work. Without motivation it’s unlikely you will put in the effort to make your business succeed.

Here are some examples of poor answers to this question:

· “I’m at a loose end and need to do something.”

· “I have just retired and have always thought a business of my own would be a good idea.”

· “The kids have grown up and I want my husband to be proud of me.”

· “I want to make a lot of money.”

· “I want to be my own boss.”
Examples

· The only meaningful answer to this question is that you are passionate about what you are intending to do.
5. HOW WILL I FUND THE START UP COSTS OF THE BUSINESS?
Explanation

Starting a business costs money. For the moment, forget Government assistance (see the resources section if you are looking for venture capital or if you are an inventor).

You are on your own, so where will the money come from? You may have a partner who is prepared to fund the startup costs, your own savings, or the 3F’s (Friends, Fools and Families!) or you may need to borrow funds from a bank. Whatever the case, if you don’t have the money, you can’t start the business. At the outset, be realistic about your startup costs and know where the money is coming from before you leap in.
If you intend to borrow money from a bank or financial institution, you will certainly need a business plan like the one you are writing now to show your banker.
References and Resources

Venture Capital and Private Equity

· Accessing venture capital:  www.assob.com.au
· Private equity Review: http://www.privateequitymedia.com.au
· Venture Capital Guide Book: Australian Private Equity & Venture Capital Guide, 2009 (16th) Edition. Published Annually by Private Equity Media. Editor: Adrian Herbert. www.privateequitymedia.com.au P: 03 85345003 E: naomi.braham@halledit.com.au
· See also: the monthly Private Equity and Venture Capital Journal.
For Inventors

· http://innovic.com.au/
General Grants

· General:  http://www.grantslink.gov.au/
· Programs, Grants and assistance in Victoria: http://www.business.vic.gov.au/BUSVIC/STANDARD//PC_50819.html
· An overview of grants and resources for small business: http://smallbusiness.yahoo.com.au/Article/grants_government_schemes
· Easy Grants Newsletter: http://www.ourcommunity.com.au/funding/grant_main.jsp 

6. HOW WILL THE BUSINESS BE STRUCTURED?
Explanation

The two common forms of business structure are the sole trader and the propriety limited company. There are other business structures, such as the Trust, but the vast majority of micro and small to medium enterprises start life as a sole trader and setting up as a sole trader is the focus of this section.

It’s very easy to setup as a sole trader by registering online. Whilst you are at it, give some thought to registering the name you have chosen for your business as a trademark with IP Australia and registering a .com or .com.au domain name. That way, you have all bases covered at once and your clever business name will be protected Australia-wide.
Here are the steps:
Step 1
Select a business name. Whilst you can operate as a sole trader under your own name, business names tend to follow patterns in enterprise types. Hairdressers usually use something like “Strandz”, or “Cut Above”. Couriers use “Speedy Couriers”, or “Rocket Delivery”. Designers and consultants tend to use their own name. Select a business name that works for you and your type of enterprise.
Step 2
Open the Consumer Affairs Victoria website and select “search for registered business names”. Type in the name you are thinking of using to check if it’s available. If not, try alternatives until you have a name that can be registered.
Step 3
If you really like your name, or think it’s catchy and don’t want anyone else in Australia using it in your category of business, then register it with IP Australia. To check if it has been registered as a trademark open the IP Australia website. Under “Trademark”, “Services”, select “Search”. Type in the name to see if it can be trademarked in the category of your choice.

Step 4
Lastly, see if the domain name of your business is available. It’s much cheaper to use a .com, rather than .com.au domain name. This example shows you how to check the availability of the .com domain name. There are many sites that allow you to register your domain name. In this example, we use the namesecure website.

Open the namesecure website and type your business name in the box and press “Search”. The results will show if the .com, .net, .org, .info, .us.com, .eu.com, .de.com, .uk.com, or .la extensions are available. Registering one of these extensions costs around USD10 p.a. and for around USD100 p.a. more you can add web hosting including 250 email addresses.
Once you have found your business name is available by checking the Consumer Affairs Victoria website (Step 2), that it can be registered as a trademark (Step 3) and the domain is available (Step 4) then you are ready to complete all of the details described above.
Go back to Step 2 and register your business name and get your ABN. You will also receive a certificate of registration in the mail. You can optionally register for GST if your turnover is less than $75,000 p.a. If your annual turnover is $75,000 p.a. or more, you must register for GST. Remember, if you don’t register for GST, you cannot charge GST.

If you intend to operate as a sole trader in partnership, a partnership agreement is essential to avoid misunderstanding and confusion down the track.
Now go to Step 3 and apply for a trademark, then complete the domain name registration.
References and Resources

· Use the Australian government-endorsed authority if you prefer to register a .com.au domain name.
7. HOW WILL I ENSURE THAT EMPLOYEES ARE ENGAGED IN THE STRATEGIC PLAN OF THE ORGANISATION?
Explanation

When you start your business it’s likely you and perhaps a business partner will be the only ones involved. The most valuable “resource” of your business, often referred to as human capital, is your people. As your business grows and you employ people, the way in which you involve them in your business – your strategic plan – will have a profound impact on the success of your business. If you treat your staff poorly, why would they contribute ideas to grow your business?
If you don’t have staff, leave this blank and revisit it when you employ people.
8. MARKET ANALYSIS, SEGMENTATION AND VALUE
Explanation

Suppose you make shampoo. Hair care products is the market you are in. You can then segment the market into shampoo and further divide shampoo into medicated and non-medicated and then further into gender and age specific markets.

You might decide that you are in the non-medicated market for adolescent females.

See references and resources for how to obtain key information.
References and Resources

Here are the principal sources of market information:

· IBIS World Reports. Lists markets and segments by value, geographic location and age profile. Available on line for free but only at Victorian Business Centres.
· A useful collection of Victorian Industry Statistics. 
· Australian Bureau of Statistics resources. Provides value of major market segments.
· If access to Labour is important see: http://www.workplace.gov.au/lmip/
· Check specialist resources, for example if you are in tourism.
For Importers
· http://www.business.vic.gov.au
· www.exportassist.com.au
· http://www.business.vic.gov.au/BUSVIC.7012506/STANDARD/PC_50834.html (Downloadable import planning guide).
For Exporters

· http://www.austrade.gov.au/ 

· www.exportassist.com.au
9. WHO ARE YOUR COMPETITORS?
Explanation

You know the market and the market segment you are in and approximately how much it is worth.
Now list two or three major competitors to your business. If you are in garden maintenance, plumbing, house cleaning (it doesn’t matter what!) find out who your competitors are. Pick the most successful two or three and find out everything you possibly can about them.

Here are some things you might like to know about them:
· Name of business

· Number of employees

· Years in business

· Where and how do they advertise/market themselves (collect brochures, flyers, business cards and print material)
10.  HOW WILL YOU BRAND YOURSELF?
Explanation

It’s time to begin the process of putting your brand in place. You have already selected a name which you have registered and you have an ABN. In this section you design the look and feel of your physical materials such as business cards and stationery.
If you don’t have the skills and the talent for design use a professional graphic designer.
11.  DEFINE YOUR MARKETING STRATEGY
Explanation

Many start up businesses and intenders believe that putting an advertisement in the local paper is “marketing”. It is, but there’s more to it than that and it may not be appropriate for your business.
To define your marketing strategy, segment market then define your customer in each segment. Where would you find them? What do they read or watch? Can you find groups of them? Use the marketing matrix on the next page to build your marketing and promotion strategy.

MARKETING MATRIX

	CUSTOMER TYPE
	WHAT THE CUSTOMER WANTS AND NEEDS
	HOW DOES THE PRODUCT OR SERVICE SOLVE THE CUSTOMERS PROBLEM
	MOST LIKLEY PURCHASE DECISION POINTS
	PROMOTIONAL STRATEGY OPTIONS

	Example 1: Plumber

Domestic breakdown

Domestic Installation

Commercial repairs


	· Fix it asap

· Fixed price quote

· Reliable quality service, possible priority for breakdowns
	· 24/7 emergency service

· Installation as per plans, quality job, reliable and on time

· Service that can be relied upon
	· At home, wondering who can fix it

· Home owner discussion with builder

· Unhappy with existing contractor/better offer
	· Local paper

· Fridge magnet

· Yellow pages

· Internet listing

· Phone a friend

· Contact builders

· Direct market to businesses

	Example 2: Hairdresser

Women’s cut, colour and style

Kid’s cuts

Men’s cuts


	· Personal attention

· A new look

· Competitive pricing

· Time to understand what is required


	· Take time to understand need

· Competitive pricing for kids cuts

· We listen
	· Word of mouth

· Reading

· Reading

· Walk past

· Convenience
	· Opening specials.

· Advertising/advertorial

· Advertising

· Shop front ad

· Advertising

	Example 3: Alternative therapies

Tarot card reading
	· Self-understanding and meaning

· Direction

· Spirituality
	· We give accurate readings

· We take the time

· We interpret meaning
	· Word of mouth

· Internet search

· Trade fair

· Exhibition/show/fair
	· Opening specials

· Website

· Attend trade fair



	Example 4: Software Developer

Corporations
	· Robust solutions

· Support e.g. phone

· Personal service

· Flexibility and customization

· Multiuser support

· Multisite support

· User training
	· Tested by others

· Local support

· Talk to a person

· Software customization

· Training available


	· IT department

· Corporate division
	For new software…

· Presentation to someone you know

· Customer testimonial

· Direct marketing to targeted organisations

· Trade journal advertising

· Follow up phone call



	<Your Business>
	
	 
	
	


In the trade service area advertising in the local paper works because that’s where customers look when their hot water service breaks down or they need an electrician or plumber. Fridge magnets also work well for the trade–based businesses.

If your product is craft-based, for example customised greeting cards, giftware and keepsakes, you’re likely to find your customers at craft markets and specialty shops. 

If you teach music and your target market is secondary school students, then advertising in school newspapers effectively targets the entire market for your geographical region.
If you have developed a new computer program and your target market is larger corporations then it is easiest to approach an organisation where you have an “in”, do a presentation and give it to them for free. Seek their feedback and work co-operatively to build trust. Be responsive and alert to their comments. Make suggested changes to improve your product. Then get a testimonial from them and use it in a direct marketing campaign to target other organisations you have identified as potential customers.
Other strategies to consider include press releases (see for example www.seekingmedia.com.au   or a letter to the editor profiling your business; especially if it has “local area” relevance. The latter works well particularly if you have a good news story. It may not be published but that doesn’t mean you can’t try.

Remember all printed material must convey the look and feel of your business. Ensure everything is consistent and looks professional.
Customer testimonials should be part of your brochure. They are the next best thing to word of mouth.

From the beginning, ask for client email address so you can advise them of specials, discounts or loyalty rewards. In services such as fitness and massage you should devise and implement programs to encourage repeat customers. An email mailing list is essentially free marketing. 

Lastly, a website is essential no matter what business you are in. It makes you easy to find, you can update product and service offerings and refer clients to the website in email mailouts.
12. FINANCIALS
Explanation

Successful businesses keep tight control of their finances and have a budget. It’s something Business Advisors see time and again. From month to month you will know your actual compared to your budget. As the business grows you might need a bookkeeper for a few hours every week to manage the accounts, with an accountant tidying everything up and submitting the return at the end of the financial year.

So how can you keep track of money whilst keeping things simple? At the very least we want to know income and expenses by category every month and be able to see actual expenses versus budget at a glance. Think of it this way. You have a simple family budget with income and expenses like rent and utilities written down for each month. When bills come in you pay them. It’s the same in business. In business it’s essential because what you can’t measure you can’t control.
Money is the lifeblood of your business. The earlier you get used to understanding money flows, the sooner you will feel like you are in control.

A simple way to control cashflow is to use an application such as FineTunebiz Cashbook available from www.finetunebiz.com. 
Of course, there are other issues related to financial control. Amongst the most important are:

· Pricing

· Margin and markup

· Financial analysis using ratios, and

· Credit control
Lengthy books have been written on these subjects.

Start with sound financial control by using FineTunebiz Cashbook and build your knowledge of the above issues over time. The book in the References and Resources section is highly recommended.
Having said that, many small business owners simply can’t get their heads around financial management. They want to run their business, not play bookkeeper! If that’s your case, hire a bookkeeper for a few hours a week when you start your business. Get them to manage the Cashbook and set up a budget and explain what it all means. One way or another you need to become involved. It’s your money.
Business Advisors call the understanding of money “financial literacy”. Financial literacy is poor in micro and small to medium enterprises and as a result contributes to business failure.
References and Resources

· If you are new to finance, financial statements and ratios this little book is a delight: James O. Gill & Moira Chatton, Understanding Financial Statements, Revised Edition. (A Crisp Fifty-Minute Series Book).

· The Commonwealth Bank has an excellent guide to understanding financial ratios.
13.  HOW WILL I MEASURE SUCCESS?
Explanation

In most fields of human endeavor we like to measure our performance. How high we jump, how fast we swim or run, how many goals we kick, how much money we make, our investment return and so on. In the business world we measure how well money works for us. In other words how much we make on our investment.
Each industry sector in Australia has published statistics. The Financial Management Research Centre (FMRC) ratios are amongst the most popular that allow you to benchmark your business against others (see References and Resources).

There are three comparisons that should guide your measure of business success:

· Financial performance compared to industry benchmarks
· Your performance year on year
· Your performance compared to budget
You may wish to add others over time. For example, larger organisations include Occupational Health and Safety compliance, Environmental compliance and others to their list of performance or success criteria. Keep these in mind as your business grows and reconsider the list of your performance or success criteria periodically.
References and Resources

· Financial Management Research Centre (FMRC) Business Benchmarks Library. Available only by subscription or by purchasing individual benchmarks. Presents detailed benchmarks across all industry categories. 
· If you are new to finance, financial statements and ratios this little book is a great resource: James O. Gill & Moira Chatton, Understanding Financial Statements, Revised Edition. A Crisp Fifty-Minute Series Book.

· Google for “* industry ratios”, where “*” = the industry you are in; for example, “printing industry ratios”.
· The Commonwealth Bank has an excellent guide to understanding financial ratios.
14.  HOW WILL I PROTECT MY INTELLECTUAL PROPERTY?
Explanation

Over time you will develop materials that are your intellectual property. If you registered your business name as a Trademark, then that’s your intellectual property. Your business plan is your intellectual property too. So is your policy and procedure manual.
Over time revisit this section and think about aspects which are central to your business and if they need protecting.

References and Resources

· For more complex commercial IP advice, see for example; alan@completeip.com.au
15.  HOW WILL I ENSURE THAT BUSINESS SYSTEMS ARE BEING CONSTANTLY IMPROVED?
Explanation

You have a brilliant idea and you want to develop it into a business. You can visualise it in your mind’s eye. However, your customers’ buying habits are not static. Trends change. Look at the evolution of calculators since the early 70’s, or computers and other electronic devices. In the services area tastes change too. Ten years ago no one gave much thought to green products or services. Now whole businesses have been built on going green. Influences outside your control such as the price of petrol or the economic environment can affect your business too. Tourism usually experiences a decline during an economic downturn. 
Think of your product or service as constantly evolving. So that you can make the changes or even enter complimentary markets, you need to know what you customers’ think and keep an eye on the world around you.
Secondly, to drive efficiencies within your business, make sure you write down how you do things and what your policies are. Organise all of the information into one document and call it a policy and procedure manual. Refer to the manual when you induct new staff and have a procedure for reviewing what you do to make it more streamlined or efficient. Especially listen to the people who actually do the task by actively seeking their feedback.
If you don’t do this, then your competitor most likely will.
Start your policy and procedure manual with these documents:
· Invoice proforma

· Letterhead proforma

· Quotation proforma

· Email signature and disclaimer

· Credit policy/terms of trade
· Procedure for keeping track of income and expenses

· System for maintaining a client database

· Your business name registration certificate

· Your insurance documentation

· A running list of recurring items – things you need to attend to periodically.

16.  WHAT APPROVALS, LICENCES AND INSURANCES ARE REQUIRED
Eplanation

Some businesses require approvals and licences. For example, a Food Handling permit is required if you plan to open a coffee shop. Also, check with your local council to make sure you can open the type of business in a particular area. Do this before you sign the lease, or ensure the lease is conditional upon council approval.
A Police Check and Working with Children Check may also be required for some businesses.
Insurance is a must. Contact an insurance broker and get at least three quotes.
17.  NOW WHAT?
Explanation

If you have gone through each question in turn, you should have a business plan! No doubt your head is full of things you need to do.

A strategic plan is simply a list of things you need to do to ensure you are heading where you want to go and now is a good time to write your first strategic plan. Use the strategic plan template on the next page as a guide. Group the things you need to do under major headings, such as setup and branding, marketing and promotion and operational planning.
Complete the strategic plan for your business and review it regularly. It is you Master document for keeping you focused on doing the things that you have identified that will drive your business forward.

	STRATEGIC PLAN FOR <insert your business name>

	Revision: <insert the revision date>

	1. BUSINESS SETUP AND BRANDING

	Complete
	1.1 Decide Business name

1.2 Register as a Sole Trader

1.3 <Insert your items here, press return to insert additional numbered items>

	2. MARKETING AND PROMOTION

	Draft Complete
	2.1 Write ad for newspaper

2.2 <insert your items here, press return to insert additional items>

	3. OPERATIONAL PLANNING

	Get help
	3.1 Design letterhead in word

3.2 <insert your items here, press return to insert additional items>


KEY QUESTIONS BUSINESS ADVISORS ARE ASKED
Business Advisors deal with a range of questions and client concerns. Businesses that have been in operation for two years or less usually want to know about the following things. The list might serve as a guide for your business and point you in the right direction for solving your issues.

Question: I’d like to grow my business.
Show me your business plan and we will review it for possible areas of growth or complimentary markets.
Question: Help me market my business.
It’s essential that you have defined the market, market segments and estimated their value. Use this guide to help you locate the resources you will need to do this. Then a Business Advisor can assist you.

Question: I don’t understand this financial stuff, can you help me?

Yes. Consider using FiineTunebiz Cashbook available from  www.finetunebiz.com
Question: I just want to bounce something off you to make sure I’m on the right track.

Go right ahead!

Question: Things are a mess; I need to start writing down how I run the business.
Collect things into one document and call it a Policy and Procedure Manual. Update and refer to it.

Question: Do I really need a business plan? I don’t like writing things down and I’m no good at it either!
Yes! Write what you can and seek assistance to get it reviewed by an experienced Advisor.
Of course, if you like gambling don’t bother with the business plan – it’s your money.

Question: What do you think of my business idea?

Business Advisors are not magicians and they don’t have a crystal ball. Use this guide to write a business plan and you will be on the way to answering the question yourself.

Question: I find it difficult to front clients.
Business Advisors can help you with simple strategies and perhaps a little role play. 
Further References and Resources
General business reading

· Flying Solo. A significant resource for the small to medium enterprises.
· Smartcompany. A resource for entrepreneurs and SME’s/ huge amount of information and Links.
· Mindtools. Billed as “excellent skills for an excellent career.”
· Yahoo Business. Popular papers covered well.
· Australian Competition and Consumer Commission (ACCC) Guides.
· Hartnett, R (2005) Small Business Big Opportunity, Sensis Publishing. Also available as a pdf download. See also: http://sellingstrategies.com.au/ 
Financial market information

· Australian Stock Exchange (ASX)
· Daily markets. A roundup of financial information.
· Yahoo finance. Excellent market statistics.
· Chicago Fed National Activity Index . An economic activity indicator.
· Businessday. Current business information.
Industrial Relations

· Employment and Workplace Relations Services. http://www.workplace.gov.au/ for example see the reference: http://www.workplace.gov.au/workplace/Publications/PolicyReviews/ForwardwithFairness/ForwardwithFairness.htm 
· Freehills. Impartial general advice. http://www.freehills.com/private/4458.aspx (see also links on this site).

· Commercial Legal compliance advice. Emma Watt, Suite2, 10 Noelle St Bulleen, Vic 3105; emma@emmawatt.com.au; www.emmawatt.com.au 
· Commercial Employment Law specialists. www.hrnavigation.com.au P:1300 669 747.
	<Insert your Business Name>
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