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Letter from the CEO 

Dear Business Owner,

Congratulations on receiving a Thrive loan, and welcome to the start of  your business journey! 

This is an exciting time to start and grow your business in Australia, and we are proud to be part of  your 
journey to success.

Whether you are a baker, painter, driver, barber, or anything else – we know that you are excited to do what you 
are good at and passionate about. From my own personal experience, I know that being your own boss can be 
very challenging, but at the same time extremely rewarding. 

It can be overwhelming at first to take on so many new responsibilities. Instead of  being told what to do, when 
to turn up, or where your next job is, it’s now your responsibility to pay yourself, your staff  and your bills, file 
taxes, find the next customer, and more! 

To help you on your business journey, we’ve prepared this booklet to answer your questions and guide you in 
the right direction. By developing good practices and habits right from the beginning, you’ll be able to make 
better business decisions along the way – and doing things properly is the key to growing your business well in 
to the future.

The people around you will also want to 
see you succeed, and on top of  that, you 
have access to a network of  other free 
business supports, including government 
departments, local business chambers, 
and more. To make it easy for you, we’ve 
brought this information together so it’s 
all in one place in this booklet, and is 
easy to understand. 

For more information please visit https://
www.business.gov.au (to translate 
government websites, phone 131 450).

We’ve helped to establish many refugee and asylum seeker businesses in Australia, and we’re here to support 
you, too. That’s why to help get your business off  the ground, we proudly offer you free business mentoring 
for at least twelve months. This is a great opportunity for you to have someone on your side to listen, provide 
feedback, and provide support to achieve your business goals.

If  my team and I can be of  any assistance, please don’t hesitate to reach out by emailing info@tre.org.au  
or phone (02) 9797 8378.

On behalf  of  the Thrive team, congratulations again. I look forward to hearing your stories of  business success. 

Mahir Momand, 
CEO

Translation of  
government 
websites is 
available Dial 

131 450
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Finances

Finances 
Managing your Cash

One of  the most important aspects of  running your 
own business is making sure you have enough cash on 
hand to pay all your bills on time, at any given time. This 
is called ‘Cash Flow’, and it is critical to the success of  
all businesses, regardless of  industry.

Cash Flow is how much revenue you earn, minus 
the cash you spend. To keep a business running, it’s 
important to know how much cash you have. This is 
your monthly cash position.

Your Monthly Cash Position =  
Incoming Cash – Outgoing Cash

Businesses should aim to earn more incoming cash 
than spend outgoing cash. This is a positive cash 
position. This makes sure you always have enough 
cash available to pay bills and run your business.

If  you earn less money than you have spent in a month, 
this is a negative cash position and can lead to financial 
troubles. If  you don’t have enough cash available, you 
may fall behind in paying bills that month, and might 
need to find extra cash to cover shortfalls in funds.

Your first 12-month cash flow budget was developed as 
part of  your loan application. This can help predict how 
much cash you will have at any point in time. 

Tracking your Cash

You might receive payment for goods and services you 
provide right away (for example a taxi service). You might 
otherwise have a delay in being paid, where you send 
an invoice today but might not receive payment until next 
month (for example a painting job). The cash from this 
payment should be included in your cash flow budget for 
when you actually expect to receive the cash.

You also need to include future expenses when you 
expect to pay them. This includes expenses like rent, 
electricity bills, tax, and other bills.

Tips to Improve your Cash Flow

1.  Understand your cash flow budget – Account for 
months where you might have more expenses or 
less income.

2.  Know when your bills are due and pay on time – 
some bills will offer discounts for on time payments. 

If  you can’t meet a bill payment, ask for a time 
extension so you can still pay it back.

3.  Prioritise getting paid – send invoices on time and 
have short payment terms (when invoices need to 
be paid by) to receive payment more quickly. Follow 
up invoices to avoid overdue payments.

4.  Play it safe – be conservative in estimating how 
much money you will make. It’s always better to do 
better than you thought. Add an expense line for 
‘miscellaneous costs’ to include any expense you 
might not expect.

Loan Repayments

Loans, whether from Thrive or another bank, need to 
be repaid in full (the principal) with interest as agreed 
when you first applied for the loan.

If  the amount you have borrowed is large, it is easy 
to feel overwhelmed. Very few businesses generate a 
sum of  revenue equivalent to the loan amount from one 
single transaction. A more sustainable way to pay back 
a loan therefore requires you to regularly set aside 
smaller sums of cash towards repayment.
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For example, you can set aside 5% from every sale you make towards the loan. The amount you set aside will depend 
on the size of  the loan and time in which you have to repay it. Discipline in setting aside this pool of  cash will allow it 
to grow, and enable you to discharge your obligations fully, on time and with minimal stress. 

Failure to repay a loan can have serious consequences, they may include the following:

Default judgment on credit 
rating

This will make getting another loan, finding a job, or even applying for a credit 
card much more difficult in future.

Garnishee order on your 
wages or account

This means that the bank who holds your account is required to hand over 
funds they hold directly to the person who lent you monies.

Repossession of  property to 
which the lender has security

This means that if  the lender has security over your car for example, the lender 
can take your car away from you and sell it to recoup monies owed. 

Declaration of  bankruptcy This allows the person you owe money to get a court order against you. This 
order can authorise the Sheriff  to come into your home to seize your valuable 
goods (e.g. your jewellery) and auction it off  to repay those you owe monies to.

Negatively affect your refugee 
status determination process 

Assuming you are on a bridging visa, court proceedings triggered by the non-
repayment of  a loan may negatively affect your immigration status.

Record Keeping & Maintaining Separate Business Bank Accounts   
Whether you are buying things from suppliers, or money your customers are paying you, it is critical that you keep 
good business records. Keeping these records are important because:

•  Tracking business performance allows you to objectively identify areas where you are doing well and also areas 
where you can improve

 –  Making business decisions guided by evidence will maximise the positive impact these changes have on your 
bottom line

 –  Concrete numbers give you opportunities to set concrete goals to work towards
 –  Having a good record of  your cash flows helps you pay your bills on time, know what you can spend on within 

your budget and know how much money other people owe you

•  Having records to prove how your business is performing is a precondition to applying for further loans to grow 
your business from a mainstream bank

•  Records need to be kept for tax purposes (including for income tax, GST, payment to employees, and other 
business payments)

!    Legally, most of these records 
need to be kept for at least five 
years and sometimes longer. 

At a minimum you will need to keep 
records of  your sales and expenses. 
A template has been included in the 
Appendix for reference and can be 
customised to suit your business 
needs. 

The records you keep are used to form three key accounting 
documents:
•  An income statement (or profit and loss statement), 
•  A balance sheet, and
•  A cash flow statement.

We understand that developing a system for bookkeeping and 
creating these documents can be complicated. To get started, it 
may be worth hiring an accountant or registered tax agent after the 
first few months for specific advice on these documents, tax records 
and periodic tax returns. Once you have a well-established system in 
place, you may be able to more independently manage your finances 
into the future. There are a range of free online templates/resources 
you can use to produce these financial statements independently.
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Separation of  Accounts  

In line with the above principles on keeping clear business records, we strongly recommend you keep business 
accounts separate from personal accounts. 

For example, when you receive a cash payment from your customer for a table you built for them, you should 
deposit that cash into your business account. This transaction should also be recorded formally in your sales 
records. Likewise, when you go to the hardware store to buy new hammers for your work, this expense should come 
directly out of  your business account, and recorded in your expenses. (It is poor practice to take that cash from 
your business account to pay for a family birthday party simply because it is convenient.) In other words, you know 
you are doing the right thing when the business records you keep mirror the actual transactions recorded in your 
account. 

For webinars on managing your finances and using this data  
to improve business performance, see Westpac:  
http://davidsoninstitute.edu.au/

To see how good your record keeping process is, complete the following  
evaluation survey:   
https://www.ato.gov.au/Calculators-and-tools/Record-keeping-evaluation/

To see how your business is performing against others in the same industry,  
the ATO has published small business benchmarks you can use as guide:   
https://www.ato.gov.au/Business/Small-business-benchmarks/
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Bills and Expenses   

As part of  proper record keeping (above), you should keep a copy of  all invoices and receipts you receive. In 
addition to keeping copies physically in a file, you can computerise record keeping. This may involve inputting 
expenses into an Excel spreadsheet manually (see template in the Appendix for reference), or using accounting 
software such as Quickbooks or Xero to keep track of  these expenses. 

Whenever you are required to pay someone else, for example for rent or electricity, carefully read the terms of  the 
invoice. In particular, be clear about when payment is due. Late payment can result in you being charged late fees, or 
providers may suspend supply of  those goods and services. 

!    Knowing when your payment obligations fall due is also important for 
managing cash flow. From our experience, failure to do this is one of  the 
main reasons for small businesses failing. 

Sales – Quotes, Invoicing and Receipts   

In some cases, your customers may ask you to provide a quote – an estimation of  how much your goods or services 
will cost – before they decide whether to make a purchase.

Once the customer decides to purchase, you should provide the customer with a tax invoice on or before you collect 
payment. An invoice for sales under $1,000 needs to include the following features:

1 Words ‘tax invoice’

2  Your identity as a seller –  
e.g. your business name

3 Your ABN

4 Date invoice was issued

5  Description of  goods or services sold, including 
quantity and price

6  The goods and services tax (GST) amount 
payable – this can be shown in a separate 
column, or clearly state that it has been included 
in the total price (if  the GST amount is exactly 
1/11th of  the total price)

A tax invoice for sales of  $1,000 or more needs to 
include as an additional feature to those above the 
customer’s identity or the customer’s ABN.

Adapt as appropriate to your business the invoice template found 
in the Appendix.

1

2
3

4

5

6
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Once the customer pays, you need to provide the customer with a receipt confirming their payment. A receipt 
contains similar elements to an invoice, it usually includes:

1. Your identity as a seller – e.g. your business name

2. Your ABN

3. Date of  supply

4. Description of  goods or services sold, including quantity and total price (including GST)

As part of  proper record keeping to keep track of  your sales (above), you should keep a copy of  all invoices and 
receipts you give customers.

•  If  you are issuing invoices or receipts by hand, it is easiest to do it in a book with carbon duplicate pages. This 
allows your customer to have the original and you to keep the physical carbon copy on file. These invoice/receipt 
books can be found at Officeworks. 

•  If  you want to consolidate your sales records electronically, you can input data into an Excel spreadsheet 
manually (see template in the Appendix for reference), or use accounting software such as Quickbooks or Xero.

Tax (Excluding GST)
Taxes are compulsory monetary contributions governments 
levy from you. 

Taxation is a highly complex area. To ensure that you are  
compliant with your tax obligations and able to take advantage  
of  tax deductions or concession schemes your business is entitled 
to, we advise that you seek the assistance of  an accountant or 
registered tax agent.

!    Failure to pay tax as 
required by law is a 
serious offence.

As an overview, the following are some of  the key categories of  tax businesses have to pay, assuming you as an 
individual are carrying on a business as a sole trader. Different considerations will apply if  you are carrying on a 
business through a partnership, company or trust.

•  Income tax: Income tax is levied on your taxable income.

 – Bo Business income and expenses go in your individual tax return using a separate business schedule. 

 –  Tax returns must be lodged regardless of  whether you have made a profit or not. In other words, even if  your 
taxable income is below $18,200 (the current tax-free threshold), you will still need to lodge a tax return. 

 –  Tax returns are generally lodged between 1 July and 31 October each year. You can use an accountant or 
registered tax agent to prepare and lodge your tax return for you.

 –  In your tax return, you can claim most business expenses (i.e. the costs incurred in running your business) 
as tax deductions to reduce your taxable income. These expenses should be directly related to earning your 
income and cannot be of  a private, domestic or capital nature. Deductions may include (but are not limited to): 

  • employee salaries and wages, 
  • rent and home office expenses,
  • cost of  providing fringe benefits and fringe benefits tax (FBT), 
  • motor vehicle expenses, 
  • travel expenses, and
  • depreciation on depreciating assets (such as machinery, tools or computers). 
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Finances

•  GST: see below.

 –  FBT: FBT is paid on certain benefits employers provide to their employees. Common examples of  fringe 
benefits include medical and dental insurance, use of  a company car, housing allowance and employee 
discounts. 

 –  Superannuation contributions for your employees: Currently 9.5 percent of  an employee’s base earnings 
needs to be set-aside for superannuation. Superannuation may also have to be set aside for some contractors.

 –  Pay as you go (PAYG) withholding: When you make payments such as wages to an employee or contractor, 
you will need to withhold an amount from that payment and send it to the Australian Taxation Office (ATO).

 –  Payroll tax: Payroll tax is applied to wages that exceed the payroll tax threshold. In NSW, this threshold is 
currently $850,000. . 

To report the above taxes throughout the year, you need to lodge tax returns and statements to the ATO or a state 
revenue office. 

!     If  you are running a business, you will need to register for an Australian 
Business Number (ABN) and a Tax File Number (TFN). Depending on your 
circumstances, you may also need to register for GST (see below), FBT and 
PAYG withholding.

GOODS AND SERVICES TAX (GST) 

Most goods and services sold in Australia must include a goods and services tax known as the GST which your 
customers must pay. It is currently a broad-based tax of  10%.

*Note, turnover is not profit. For example, if  you run a clothing store and you sell $80,000 worth of  clothes, you need 
to register for GST because your GST turnover is over the $75,000 threshold. This rule still applies, even if  you only 
get to keep $40,000 in profit.

Your business  
provides a good or 
service on which 
GST is applicable

!     You MUST 
register  
for GST

You satisfy any one of  the following:
• Your sales turnover is or exceeds >$75,000 yearly *; or
•  You are a taxi, Uber or other rider source driver or other service providing 

passenger transport in exchange for a fare; or
• Your business wants to claim fuel tax credits 

If  your business does not fit the above criteria, 
registering for GST is optional. Nevertheless, we 
encourage you to register for GST voluntarily once 
you commence operations for two reasons. First, 
it entitles you to claim GST credits for business 
purchases, and secondly it also minimises the 
chance of  you becoming subject to heavy fines 
for failing to comply when your business turnover 
reaches those limits.

No need to  
register for GST

YES

NO NO YES
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!     Remember, GST is money that you are collecting for the government – which 
you will need pay to the ATO at least annually. It is money that does not 
belong to you.

To avoid confusion therefore, we suggest that you keep this amount in a separate bank account. You will then need to 
report GST to the ATO, monthly, quarterly or annually in your Business Activity Statement. 

The ATO has produced a series of  Webinars to help you understand your obligations and entitlements:   
https://www.ato.gov.au/General/Webinars/Small-business-webinars/  

Key dates in relation to tax can be found here:  
https://www.ato.gov.au/business/reports-and-returns/due-dates-for-lodging-and-paying/due-dates-by-month/

For more information on your tax and superannuation responsibilities when starting your own business,  
see the ATO website: 
https://www.ato.gov.au/Business/Starting-your-own-business/  

For more information on the GST, see the ATO website:  
https://www.ato.gov.au/Business/GST/ 

To register for an ABN, TFN, GST, FBT or PAYG use the Business Registration Service Portal:   
https://register.business.gov.au

Centrelink Benefits

It is important to be aware that the financial success of  your business can have implications for your entitlement to 
Centrelink benefits. 

Since the financial position of  individuals and their families vary greatly, you should think about your own personal 
circumstances and assess whether your eligibility for Centrelink benefits will reduce or change.   

The eligibility criteria for Centrelink benefits can be found here:  
https://www.humanservices.gov.au/individuals/services/centrelink 
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Operations 

Insurance 

Insurance is an arrangement where you pay a specified premium to an insurance company, and the company 
undertakes to provide a guarantee to compensate specific loss or damage agreed upon. 

We know that buying insurance is an additional expense. However, we strongly encourage you to think about your 
business needs and see how insurance can help minimise your exposure to risk, and speak with a financial 
adviser for further information.

For example, if  you are an Uber driver, what happens if  someone steals your car? If  you are uninsured, you no longer 
have a means to make a living, and buying a new car will be a significant expense you may not be able to afford 
immediately. If  you are insured, however, you can file a claim with your insurance company, and based on your policy 
cover, you could get a replacement car, minimising disruption to your business. 

Risks – things that you do not expect or foresee going wrong – can come in all forms. As such, there are many 
different types of  business insurance:

Insurance type Description of  what it is

Mandatory  

Workers compensation Covers employees when they get injured at work 

Public liability Covers any third party death or injury (compulsory for certain types of  
companies)

Third party personal injury Covers any third party death or injury (compulsory if  you own a car and is 
included as part of  your vehicle registration fee)

Personal or loss of  income insurance 

Income protection or disability Covers part of  your normal income if  illness or accident prevents you 
from working 

Business revenue Covers against event of  business interruption where you cannot trade 
because of  a particular event such as fire 

Fraud Covers loss of  money or goods as a result of  fraud or dishonesty 
committed by employees

Stock, products and asset insurance 

Building and contents Covers your building, equipment, contents, and stock against events 
such as fire, storms, floods, malicious damage or explosions. May include 
debris removal and surveying fees incurred in repairing buildings

Theft and burglary Covers your assets against loss if  someone forces or uses deception to 
get into your premises 

Transit Covers the goods you buy, sell or use in your business during their 
transportation
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Insurance type Description of  what it is

Accidents and liability insurance 

Professional indemnity Covers against legal action taken out as a result of  your professional 
advice

Product liability Covers against legal action taken out as a result of  injury, damage or 
death from your product

You should choose types of  insurance cover that match your business needs. This process involves shopping around 
to compare the price you pay (premiums and excesses) relative to the level of  cover you will get (policy inclusions 
and exclusions). Also consider whether a bundling package with one insurance company will be cheaper and easier 
to deal with than purchasing policies separately. Note also that insurance costs can vary greatly between people and 
over time because premiums are calculated based on the business type, size, industry and risks – factors subject to 
change.  You should speak with a financial adviser for information and advice on your insurance needs and how to 
obtain the right product.

When purchasing insurance, you may do so directly or through a broker. 

When something does go wrong, make sure you know your rights and coverage under your policy. Keep detailed 
records of  what happened, promptly lodge a claim and follow up regularly. This will ensure that your problem is 
solved efficiently.

Marketing 

Running your own business requires you to juggle many things at the same time. At some points, you may find that 
you are busy serving lots of  customers. While focusing on delivering high quality products and services at that point 
is important, make sure you always set aside time to think ahead – what happens after this job is done, what is next 
in the pipeline? Herein lies the key difference in running your own business – you are responsible for finding the next 
customer from which your stream of  income depends. 

!     No matter how good your product or service is, your business will fail if  you 
have no customers. To prevent this from happening, make sure you market 
effectively and plan ahead!

Good marketing is a way for you to retain existing customers and attract new business – both critical for increasing 
your bottom line. You should aim to tell your target audiences a compelling story about your product or service – one 
that distinguishes you from your competition and satisfies their needs.  

While you have done market research and thought through some core elements during the business planning stage 
– such as target audience, price points, value proposition etc. – keep evolving these and build on your brand as your 
business develops.

A helpful template to dive deeply into this process can be found here:  
https://www.business.gov.au/info/plan-and-start/templates-and-tools/marketing-plan-template-and-guide 
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Advertising

Practically, marketing strategies need to be tailored to your business. To get you started though, the following are a 
few easily accessible platforms:

Printed material (e.g. brochures, name cards, ads)

Online (mostly free)

Registration at local chamber of  commerce

For marketing to be effective, make sure you keep your accounts updated regularly. It can be as simple as making 
posts from a phone app!  
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People and Relationships

Cultural Sensitivity and Awareness

Australia is a rich, multicultural society. When doing business, therefore, you will likely interact with suppliers, employees 
and customers from diverse cultural and linguistic backgrounds. While these divergent backgrounds do inform 
people’s business practices and how they behave, most are also shaped by the following core values underpinning 
Australian society:

While some of  these values may be different from what you are familiar with, acting to uphold them is key to 
maintaining respectful and healthy professional relationships. To better understand how these values translate into 
how people behave everyday, reach out to your mentor for a chat.

Core Values 
Underpinning 
Australian Society

Freedom of  speech
Freedom of  
association

Freedom of  
religion and secular 

government

Equality of   
men and women

Equality of  
opportunity and  

a spirit of  
egalitarianism

Support for 
parliamentary 

democracy and the 
rule of  law

Peacefulness

Equality under  
the law

Respect for the 
equal worth, dignity 
and freedom of  the 

individual

For an explanation of  each, see:  
https://www.homeaffairs.gov.au/LifeinAustralia/Documents/lia_english_full.pdf
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Written Agreements 

If  you reach a verbal agreement to do something for someone, you might simply close the deal with a handshake. 
While this sometimes works, it may not give you much legal protection when circumstances change or when things 
go wrong. 

Where the work you are doing is substantial, it is worth entering into a written and signed agreement. This agreement 
will set out the rights and obligations you owe to the other party, and the rights and obligations they owe to you. There 
are many benefits to having a formal document detailing what parties have agreed on. They include (but are not 
limited to):

•  Protecting you by ensuring you get paid for your work in a timely fashion 

•  Minimising descent into counterproductive ‘he said, she said’ arguments when there are disagreements about the 
work done or amount to be paid for work

•  Setting out a clear process for how parties intend to deal with delays, unexpected contingencies or conflicts

At a basic level, a written agreement needs to be dated and signed. It should clearly set out: 

Description of  the work (e.g. what you have to do), 
including plans and specifications for work if  applicable

E.g. Installing blinds in all bedrooms of  the house

An estimate of  how long the work will take to complete E.g. 15 hours

How much and how often you will be paid E.g. $25 per hour, paid every Friday

A general template (adapted from the Fairwork Pay  
Slip Template) has been attached in the Appendix. 
 Adjust it based on the needs of  your business.

Other general templates around employing staff,  
managing performance etc. can be found on the  
FairWork website:   
https://www.fairwork.gov.au/how-we-will-help/ 
templates-and-guides#pay-slips

 
A detailed contract guide for independent contractors  
can be found here:  
https://www.google.com/search?client=safari&rls=e 
n&q=informal+written+agreement+builder-contractor 
&ie=UTF-8&oe=UTF-8#

Note, for a document to constitute a formal contract, specific legal requirements have to be met (e.g. offer, 
acceptance etc.). Further industry specific legislative requirements may also apply depending on your business (e.g. 
Home Building Act 1989 (NSW) for builders). Since contractual arrangements are often complex and can vary greatly 
based on the specific circumstances of  each case, we strongly advise you to seek legal advice from a solicitor.  
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People and Relationships 

DISPUTE RESOLUTION

When a disagreement about payment arises, do not panic or get angry. Rather, focus on:  

•  Listening to the person disagreeing with you to understand their position 

• Ask for concrete evidence that supports their claim (e.g. written agreement) 

• Understand your own obligations, and seek legal advice if  necessary

• Try to negotiate face to face to reach a mutually beneficial outcome 

The NSW Department of  Industry has a Disputes Resolution Unit that offers negotiation,  
mediation and procedural advice. You can reach out to them here:   

https://www.industry.nsw.gov.au/business-and-industry-in-nsw/solving-problems/our-services 

Being Punctual and Responsive 

Whether it arriving on the client site or delivering a good or service when you promised to, being on time is very 
important.  

!     Lateness makes you unprofessional. It is likely to upset your current 
customers and will also discourage them from giving you return business.  

You must also be responsive when customer reach-out to make enquiries or follow-up about your product or services. 
This may require you to call back if  they leave you voicemail, or respond to social media messages and email. In a 
competitive business environment, a prompt responder will be seen as providing better customer service and as a 
result more likely to receive work. 
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Government Schemes and Subsidies 

Finances Schemes

Name Amount Summary Eligibility Link

Business 
Assistance  
Program (ATO)

No cash.  
Three  
check-in phone 
calls over  
12 months

Helps businesses 
understand basic tax, 
GST, and employer 
(super) obligations

•  Hold an ABN

•  Registered for GST or 
likely to register for GST

https://www.ato.gov.au/
Business/Starting-your-
own-business/Business-
assistance-program/

Small business 
tax concessions 
(ATO)

Varies. Can 
often result in 
cash savings or 
a deferral of  tax

Small businesses can 
access a range of  tax 
concessions

•  Generally applies to 
businesses with less than 
$10 million turnover

https://www.ato.gov.au/
business/small-business-
entity-concessions/
concessions/ 

Operations Schemes

Name Amount Summary Eligibility Link

Mentor Program 
NSW

Rebate of  $500 
and mentorship

Provides NSW small 
businesses with 
support to help them 
develop workplace 
health and safety 
standards and 
practices

•  Be a NSW based 
business

•  Employ no more than 20 
people

•  Be available to attend 
free advisory and 
educational sessions

•  Be willing to have 
your mentor visit your 
workplace during the 
program

http://www.safework.
nsw.gov.au/health-and-
safety/how-we-can-help/
mentoring-program 

Small Business 
Rebate NSW

Rebate of  up to 
$500

Financial rebate 
to buy and install 
eligible safety items 
to address safety 
risks at their place of  
business

•  Have attended an eligible 
NSW SafeWork event or 
had an advisory visit from 
a SafeWork NSW officer

•  Employ less than 50 
people

•  Not previously received 
a small business rebate 
from SafeWork or 
WorkCover NSW

•  Conducting a commercial 
business producing 
goods or providing 
services in NSW

http://www.safework.nsw.
gov.au/health-and-safety/
how-we-can-help/small-
business-rebates 

WorkSafe OHS 
Essentials 
Program (Vic)

Training An Occupational 
Health and Safety 
consultant will help to 
identify hazards and 
implement a practical 
safety plan 

•  Have a WorkCover OH&S 
insurance policy

•  Have less than 200 
employees

•  Have a turnover of  less 
than $20 million

https://www.worksafe.vic.
gov.au/pages/safety-and-
prevention/small-business/
worksafe-ohs-essentials-
program
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Government Schemes and Subsidies 

Operations Schemes

Name Amount Summary Eligibility Link

Energy Saver 
NSW

No cash.

Subsidised 
specialist 
advice

Helps business 
target, prioritise and 
implement the best 
energy efficiency 
opportunities

• Be a business in NSW http://www.environment.
nsw.gov.au/business/
energy-saver.htm

Energy Saver 
Incentive Vic

Discounts Provides business 
with discounts when 
they buy energy-
saving products and 
appliances 

•  Purchase specified 
energy-saving products 
and services from 
participating business

https://www.
victorianenergysaver.vic.
gov.au/victorian-energy-
upgrades

Small Business 
Education 
Program

 (ACCC) 

No cash. 

10 free modules 
providing a 
broad overview 
of  the key 
provisions of  
the Competition 
and Consumer 
Act 2010

Modules include: 
misleading conduct 
& advertising, pricing 
& unfair selling 
practice, consumer 
rights & guarantees, 
selling safe products, 
scams, unfair 
contract terms etc.

•  None (free online course 
available to all)

https://www.accc.gov.au/
about-us/tools-resources/
cca-education-programs/
small-business-education-
program?source=cca 

Boost Your 
Business 
– Social 
Enterprise 
Capability 
Voucher Stream 
Vic

Vouchers up 
to $25,000 in 
value  

Vouchers help social 
enterprises access 
skills required to 
maintain the viability, 
sustainability and 
growth of  their 
enterprise

•  Be a social enterprise 
registered in Victoria with 
an ABN

•  Meet all industrial 
relations obligations as an 
employer in accordance 
with the National 
Employment Standards

•  Be a legal entity that is 
clearly evidenced as a 
social enterprise 

http://www.business.
vic.gov.au/support-
for-your-business/
grants-and-assistance/
Boost-Your-Business/
Social-Enterprise-
Capability-Voucher-Stream

People and Relationships Schemes

Name Amount Summary Eligibility Link

Australian 
Apprenti 
ceships 
Incentives 
Program

Between $750 
and $4,000

Provides employers 
funding to employ an 
apprentice

•  Employ an Australian 
apprentice at Certificate 
II, III, IV, Diploma or 
Advanced Diploma level

•  Have a training contract 
with your apprentice

https://www.
australianapprenticeships.
gov.au/programs/incentives
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Government Schemes and Subsidies 

People and Relationships Schemes

Name Amount Summary Eligibility Link

Apprenices and 
Trainees Payroll 
Tax Rebate 
NSW

Payroll tax 
rebate

Provides employers 
incentive to hire 
apprentices and new 
entrant trainees

• Be located in NSW

•  Be employing an 
apprentice or new entrant 
trainee as defined in 
the Apprenticeship and 
Traineeship Act 2001

http://www.revenue.nsw.
gov.au/taxes/payroll/
factsheet/apprentice

Jobs Action 
Plan and Fresh 
Start Support 
NSW

$6,000 Payroll 
tax rebate

Provides businesses 
operating in NSW 
with a $6,000 payroll 
tax rebate to employ 
new workers in new 
eligible employment

•  An employer who is 
paying payroll tax

•  Not have more than 50 full 
time employees

•  Hire new full-time 
employees whose jobs 
will be mainly performed 
in NSW

http://www.revenue.nsw.
gov.au/taxes/payroll/jap

NSW State 
Government 
Small Business 
Grant

$2,000 Provides employers 
incentive to hire full-
time staff

•  Payable per full time 
equivalent new position 
as at the anniversary date 
(i.e. 12 months)

•  Employment commences 
on or after 1 July 2015 
and before 1 July 2019

•  Employee performs 
services in NSW

http://www.revenue.nsw.
gov.au/grants/sbg

Wage Subsidies Up to $6,500 for 
hiring eligible 
job seekers 
(under 30 years 
old, long-term 
unemployed, 
Indigenous & 
parents)

Up to $10,000 
for hiring eligible 
mature age job 
seekers (over 50 
years old)

Provides employers 
incentives to hire 
eligible job seekers 

As an employer:

•  Have an ABN

•  Not previously applied for 
a subsidy 

Types of jobs employer 
needs to offer:

•  Ongoing, minimum of 30 
hours per week full time, 
or 15 hours part time

•  Excluding: commission-
based work, self-
employment, employing 
an immediate family 
member, or work 
displacing an existing 
employee 

Types of job seekers:

•  Registered with jobactive 
or other transition to work 
providers

https://docs.jobs.gov.
au/system/files/doc/
other/wage_subsidies_
to_support_australian_
businesses.pdf  
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Government Schemes and Subsidies 

People and Relationships Schemes

Name Amount Summary Eligibility Link

Wage Subsidy 
Scheme

Up to $1,500 Provides employers 
incentives to hire 
job seekers with 
disabilities

•  Employ a job seeker 
who is registered with a 
Disability Employment 
Service Provider for 13 
weeks and at least 8 
hours per week

•  Hire them under a legal 
industrial agreement 
with open employment 
conditions

•  Guarantee a weekly 
award-based wage 
(not commission or 
subcontracting) 

https://www.jobs.gov.au/
wage-subsidy-scheme

Accelerating 
Growth Loans

Loan of  
$200,000 to 
$500,000 at 
9.2% interest for 
term

Direct loans for 
emerging fast-growth 
SMEs that are scaling 
quickly and creating 
jobs in NSW, but face 
barriers in accessing 
finance from 
traditional lenders

•  Registered ABN/
incorporated company

•  Have a minimum of   
5 employees 

•  Be creating a minimum 
of 10 additional FTE 
jobs within 2 years 
in metropolitan NSW 
(Sydney, Newcastle and 
Wollongong)

•  Demonstrate likely 
revenue of at least 
$500,000 within  
12 months

•  Have been trading for a 
minimum of one year

•  Be able to demonstrate 
future growth for at least 
one year, evidenced by 
secured future pipeline or 
contracts

•  Be unable to obtain 
commercial finance

https://www.jobsfornsw.
com.au/our-products/
accelerating-growth-loans

Regional 
Growth Loans

Per above, but 
interest free

Per above •  Per above, but 
operations must be 
outside metropolitan 
NSW (i.e. outside 
Sydney, Newcastle and 
Wollongong)

https://www.jobsfornsw.
com.au/funding/regional-
support
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Government Schemes and Subsidies 

Other (General Business Schemes and Grants) Schemes

Name Amount Summary Eligibility Link

New Enterprise 
Incentive 
Scheme (NEIS)

No cash.

Training and 
income support

Accredited training, 
mentoring in first year 
and income support 
(NEIS allowance:  
39 weeks; 
Rental assistance:  
26 weeks)

•  Have working rights in 
Australia

•  Available to participate  
in NEIS training and work 
full-time in proposed  
NEIS business

•  Not received NEIS 
assistance in the past 
year

•  Not undischarged 
bankrupt 

https://www.jobs.gov.
au/self-employment-
opportunities-job-seekers-
under-neis

Skills for 
Business

Free (fully 
subsidised) 
TAFE short 
course.

Certificate IV 
available upon 
completion

Training available 
in areas of  digital 
literacy, financial 
literacy, and 
management (online 
and flexible)

•  Full-time employee or 
owners of a registered 
business in NSW

•  Be living and working in 
NSW

•  Be a humanitarian visa 
holder, or Australian 
permanent resident or 
Australia citizen

•  Priority given to 
businesses with less than 
19 employees 

https://www.tafensw.edu.
au/skillsforbusiness

Business 
Connect

No cash.

Advisory 
service

Accredited advisors 
can provide general 
business advice, help 
improve resilience 
and support digital 
readiness

•  Own a business or 
thinking of starting a 
business in NSW

•  Resident of  NSW and/or 
have business premises 
located in NSW

https://www.industry.
nsw.gov.au/business-
and-industry-in-nsw/
businessconnect/ 
find-an-advisor

Business 
Support Grant; 
& Business 
Event Grants 
etc.  
(City of  Sydney)

Varied Focused on 
supporting initiatives 
that stimulate the 
city’s precincts 
and the night-time 
economy, builds 
capacity in business 
operators, and 
strengthen networks

•  Varied

Note: Grant opening and 
closing dates vary, see City 
of  Sydney website for more 
details

http://www.cityofsydney.
nsw.gov.au/community/
grants-and-sponsorships/
business-grants/business-
support-grants
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Government Schemes and Subsidies 

Other (General Business Schemes and Grants) Schemes

Name Amount Summary Eligibility Link

Community 
Events Grants 
(City of  
Parramatta)

Funding to 
cover 20% 
of  total event 
budget, up to 
$10,000

Grant aims to 
encourage free/low-
cost public events, 
attracting new  
visitors and 
complementing 
the existing events 
calander

•  Event must align with City 
of  Parramatta Vision and 
Primary Priorities

•  Event must be delivered 
wholly or primarily within 
the Parramatta local 
government area 

Note: Grant opening and 
closing dates vary, see  
City of  Parramatta website 
for more details 

https://www.
cityofparramatta.nsw.gov.
au/living-community/grants/
community-events-grants

AMP’s 
Tomorrow Fund

Varied Supports initiatives 
that aim to of  
positively impact the 
Australian community

•  Australian citizen or 
permanent resident 

Note: See new funding 
round in 2019

https://www.
ampstomorrowfund.com.au

Westfield Local 
Heroes

Up to $10,000 Supporting 
individuals who 
support social 
wellbeing and social 
harmony, as voted for 
by their communities

•  Nominees work must 
occur within & benefit of  
local area of a Westfield 
Centre 

•  Work to meet more than 
one of the following 
values: family, youth 
opportunity & inclusion

Note: See new funding 
round in 2019

https://www.westfield. 
com.au/local-heroes

As time goes by and you grow your business, keep  
an eye out for further grants and support services  
that become available here:  
https://www.business.gov.au/assistance

Also based on where you are running your buiness,  
look on local council websites for any location-specific  
grants or incentives.

!     These government incentives 
and funds programs were valid 
at the time of  printing these 
materials (June 2018). It’s 
highly recommended to check 
their validity before you apply 
on their website.
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Support from Thrive – Free Business Mentoring

The first 12 months of  running your business are the hardest. In Australia it is estimated that as many 
as one in three new small businesses fail in their first year of  operation. At Thrive, we want to see you 
succeed. To help establish your business, Thrive provides access to free business mentoring.

What is Mentoring?

Thrive Mentoring is a relationship that involves a business professional sharing their knowledge, skills, or 
experience to guide you towards achieving your business goals. It is a positive and mutually beneficial 
relationship which can have positive impacts on your business.

Every business has different challenges, but the most common issues are marketing, finance, and 
business operations. Thrive mentors can offer guidance in these areas. Having someone ‘on your side’ 
who understands the business environment in Australia will increase the likelihood of  your business 
succeeding.

Who is a Thrive Business Mentor?

Thrive Mentors are business professionals who volunteer their time to support and guide our clients to 
business success. Our mentors are selected based on their knowledge and experience, and passion 
for guiding businesses to success. Our mentor volunteers have expertise in business management, 
marketing, sales, finance, accounting, and more. 

What is the value and benefit of  mentoring to you and your business?

Many other business mentoring programs are expensive and can cost thousands of  dollars. Thrive 
mentors are volunteers and offer their time for free. Thrive’s business mentoring program offers personal 
encouragement, guidance, and support which can help you:

•  Bring in more customers

•  Better manage your cash flow

•  Improve your business operations in Australia 

•  Set goals and strategies to achieve them

•  Access more potential business networks 

•  Learn more about the Australian business environment

How does Thrive mentoring work?

Thrive will match you with a business mentor volunteer and you will meet with them at least once a 
month, usually for around 60 minutes. To make sure both you and your mentor make the most out of  
these meetings, it is important for you to bring your monthly cash flow statements and other relevant 
information. 

Each month your mentor will support you to set business goals, guide you with strategies and actions for 
the next month, and help track your progress to achieve these goals. 

Thrive mentors work closely with our Business Development Team to help you see business success. 
Your active participation in mentoring can lead to a very fulfilling business relationship, so we encourage 
you to make the most of  it. 
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Appendix – Templates 

Finances  
Cashflow Projection Statement
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Appendix – Templates 

Finances
Sales and Expense Records
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Appendix – Templates 

Finances
Tax Invoice

People and Relationships
Written Agreement



Notes
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