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At Quinns this Quarter…

R E A DY, S E T, R A C E !

It was that time of year when the nation stops to
watch the race of the year, and the team at Quinns
was right in the action! We celebrated this year’s
Melbourne Cup at Cyren Bar and Grill on Cockle
Bay Wharf, where we enjoyed a beautiful three
course meal.

E L LY T A Y L O R
THOMPSON

DECEMBER 2014 l Summer Edition

It was great to see everyone and to bring the
whole Quinns team together for such a fun day.
Congratulations go to Fiona and Michael for
winning the office sweep competitions!
The end of the year is fast approaching and
the days are flying by as we look forward to
reuniting for our Christmas event.

Productivity Apps
for Business
Owners

Position… Administration and
Marketing Assistant.
The best thing about my job is…
Greeting clients and learning about the
marketing industry.
I love coming to the office
everyday because…
I have a supportive team who are
always helpful towards one another.

Quinns in the Community…
The Quinn Group is a proud sponsor of the All Saints
Oatley West Soccer Club. We love seeing young
players succeed and congratulate the Junior Players
of Year: John Anagnostopoulos, Gabriel Wyer and
Brittanee Clift. Well done!
In 2014, The Quinn Group supported Assistance
Dogs Australia by receiving a snack box and paying
$2.70 each time we feel like a treat; which we are
happily making our way through! This cause is a
great opportunity to contribute to a national charity
organisation which provides a tremendous amount
of assistance to members of the community with
disabilities.

When I am not at the office my
favourite thing to do is…
Spend time with my friends at the
beach or go home to Orange for the
weekend to see my family.
On my next holiday I am going to…
Go for a road trip across the USA with
my sister!
On my last holiday I went to…
Not really a holiday but I lived in
Sweden for a year in 2013!

For any assistance please contact Quinns on 1300 QUINNS (784 667) or email info@quinns.com.au
The Quinn Group is an integrated, accounting, legal, and financial planning practice, offering expert advice to help you achieve your business and
personal goals. With more than 20 years professional experience, we are committed to building long-lasting relationships and providing you with
superior client service in a timely and cost-effective manner. We offer our clients the unique opportunity to receive both financial and legal advice,
at five convenient locations around Sydney and at times that suit you.
SYDNEY: Level 1, 105 Pitt Street SUTHERLAND: Level 3, Endeavour House, 3-5 Stapleton Avenue
NEUTRAL BAY: Level 3, 156 Military Road PENSHURST: 3 Laycock Road
Disclaimer: The contents of this document titled “The Quintessential Brief” (the ‘Material’) are provided as general information only. It is not intended to be given as advice and should not be
relied upon as such. If you are concerned about any issue raised by the Material then you should seek your own professional advice. No warranty is given in relation to the accuracy, currency
or completeness of the Material. No reader should act on the basis of any matter contained in this publication without first obtaining specific professional advice. Liability limited by a scheme
approved under Professional Standards Legislation. The Quinn Group respects your privacy. Should you not wish to receive this newsletter in the future please contact us on 1300 784 667.
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To learn more or to donate
or sponsor a puppy, go to
www.assistancedogs.org.au
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Keeping the busy professional informed.
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Welcome to the last issue of The
Quintessential Brief for 2014. As the year
comes to an end, I hope you have reflected on
the personal and business goals you set at the
beginning of the year.

In marketing news, Clarity Marketing has
written two informative articles. The first is
how to increase repeat customers and the
second is a list of 10 inexpensive ways you can
advertise your small business.

The December issue of The Quintessential
Brief includes a range of accounting, legal,
small business and marketing articles.

We hope you find the information in this
quarter’s Quintessential Brief beneficial. If
there are any legal, tax or accounting issues
you would like us to write about in future
editions, please contact us on 02 9223 9166.
Alternatively, you can visit our website

Our legal section lists the important terms
of a franchise contract. Many people can get
caught out by not reading the entire contract
or not having a qualified professional review
it on their behalf which can lead to missing
critical terms. Our second legal article focuses
on common strata issues and what actions you
can take to resolve them.
For business clients only, we have a special
offer to help with your business budgeting.
Visit page 4 for more details.
The Christmas season, as wonderful as it is,
tends to stretch our budgets. In our accounting
section, we’ve put together an article on last
minute Christmas budgeting tips to help you
refrain from overspending. We’ve also listed the
most common GST mistakes the ATO receives
from Business Activity Statements. The ATO
continues to monitor BAS’s so it’s important
you understand the requirements.
For small business owners, we’ve found the
best productivity apps on the market and
listed why each one of them will be of benefit
to you. We’ve also provided an article on how
to improve your business writing. Your online
writing should be kept simple and effective.

www.quinns.com.au

How to increase
repeat customers

www.quinns.com.au and submit an online
enquiry. You can also register online to receive
the latest legal, accounting and financial news
updates each week via our Client EAlerts.
On behalf of the staff at The Quinn Group
I’d like to wish you all a Merry Christmas and
Happy New Year. May your well-deserved
break be safe and enjoyable. We look forward
to working with you in 2015.

Regards,
Michael

Promoting your small business doesn’t need to be
expensive, it is all about choosing to invest in the
right kind of advertising. There are many effective
ways to boost your exposure on a budget. Here are
10 low-cost marketing strategies to promote your
business, engage customers and build your brand.
1. Local Listings
A commonly missed step for new businesses
is signing up for free services like Google My
Business, Yahoo Local, Bing Local and True
Local. This allows your business to show up on
heavily used search engines so that people can
find your business location on the internet. Make
sure your information is accurate and includes
your contact details, website and business hours
to take full advantage of this free service.
2. Facebook Ads
Facebook Ads allow you to target specific
demographics and audiences. Facebook shows
ads that are relevant and interesting to each
individual.
3. Email Newsletters
Create an opt-in email list allowing people to
request regular updates about your business.
Email newsletters are a great way to keep in
contact and communicate with your customers.
4. Online Forums
Online forums are a space which connects
customers and businesses with a common
interest. Participating in online forums relating to
your field of business can help to increase your
exposure and acquire more business.

5. Create Valuable Online Content
Write online articles relating to your services to
demonstrate your expertise and show customers
that you can solve their problem. Article topics
can include helpful strategies or expert tips and
advice. This is a good way to demonstrate your
knowledge and expertise in your field, and this
helpful information will keep your customers
coming back to your website.

Marketing is not only about attracting new
customers, retaining customers is just as important.
Keeping your customers loyal is most valuable
and profitable to your business as they don’t
require new customer acquisition costs. To achieve
success, your business must not only sell your
product or service, but turn the new customer into a
repeat customer who is loyal to your business. Here
are some tips on how to increase repeat customers.
Maintain Communication

6. Social Media
Set up a Facebook, Twitter, LinkedIn or Google
Plus page for your business. Sharing, posting and
updating your page regularly can drive traffic to
your website, increase your exposure and help
build relationships with your customers. Make
sure you research which social media platform is
right for your business and your customers.
7. Pay Per Click Marketing
Boost traffic to your website by using a form
of Pay Per Click advertising such as Google
Adwords. The advantage of pay per click
advertising is you can select where, when and
how frequently your ad will appear and you are
only required to pay when the ad is clicked.

Social media is a great way to keep in contact
with your customers. Sharing, posting and
updating your social media accounts regularly with
interesting content can help build a relationship
with your customers and drive traffic to your
website, encouraging more business. Sending
regular e-newsletters with relevant and valuable
information to your customers will remind them
about your business and encourage them to make
a repeat purchase. You will need to encourage
customers to subscribe to regular updates and join
your business on social media. Be sure to collect
their email address wherever possible, including
offering to send receipts or instruction manuals.
Offer Rewards

8. Merchandising Materials
A smart way to advertise your business is to
include your brand and contact details on all
office stationary, letterheads, business cards,
flyers and brochures. Giving away branded
merchandise to customers who regularly use
stationary will increase the chance of them
remembering your company.
9. Linkedin Ads
LinkedIn is a thriving platform for business
professionals and in turn, is a great opportunity for
B2B companies to target ads to specific audiences.

The best way to encourage repeat purchases and
build customer loyalty is by saving your customers
money. Offering them a small discount after their
first purchase will incentivise them to come back.
Consider repeat customers when planning a
promotion. Exclusive promotions will show your
gratitude, increase loyalty and encourage repeat
purchases. A common mistake made by many
businesses is losing contact straight after the sale
has ended. Ensure your customer service does not
stop after the sale by checking in at least once
with customers to ensure they are happy with your
product or service.

10. Classified Ads
Many new businesses commonly misuse this tool,
promoting large ads in fewer places rather than
smaller ads over a larger variety of media. The ad
should be clear, straight to the point and include
your phone number or website for viewers to
access more information about your business.

Respond to Feedback

If you need help with any aspect of marketing,
give Clarity Marketing a call on 1300 060 204.

Repeat customers are vital to the success and
reputation of your business. If you need assistance
with any aspect of marketing to help retain your
customers, Clarity Marketing & Communication can
help. Give us a call on 1300 060 204.

Suite 103, Level 1, 105 Pitt St Sydney NSW 2000
E: info@claritymarketing.com.au
www.claritymarketing.com.au

Ensure you always listen to customer feedback.
Customer feedback surveys are a valuable tool to
place a continuous focus on customer satisfaction
and to ensure you are delivering an experience that
meets their needs.

1300 QUINNS (1300 784 667)
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Small Business News
Productivity
Apps for
business
owners

Time Management
Mynd – As a small business owner, you may
find yourself running from one meeting to the
next. Mynd ensures you are always on time for
meetings by finding the place of your event
and letting you know how long it will take to
get there. It can also recommend when to
leave for your meeting based on current traffic
conditions.
Note Taking

In the business world, we are constantly
looking for courses, workshops and tools to
make us more productive. With the invention
of the smartphone, comes hundreds and
hundreds of apps – many created for the sole
purpose of making the busy professional and
business owners lives a lot easier.

Evernote – the only app you will ever want
and need for note-taking. This product works
across all devices, and helps you organise your
life as well as your business. The app lets you
dictate or manually enter notes, snap photos
and create to-do lists.

So what apps do you need to have? We’ve
found six apps from six separate categories
that we believe will be of great benefit to every
business owner.

Skype – Whether you’re speaking with
colleagues or overseas business partners,
Skype makes communicating incredibly easy
and stress free. The app remains incredibly
effective, not to mention popular.

Email Management
Mailbox – a smart mailbox app for your
phone that clearly implements the bestpractice solution for managing your emails.
Mailbox helps you to deal with it immediately,
defer it, delegate it or delete it.

Communication

Legal News
or on the go. Connect via WiFi to send the
document to your printer, ready to be picked
up when you’re next in.
Tracking Expenses
Expensify - a great app if you travel for
business regularly. Expensify helps you easily
log expenses, capture receipt images and
manage reports. It also gives you the ability to
link your credit or debit card to your Expensify
account so that charges are directly placed on
an expense report.
The Quinn Group supports small business and
is always on the lookout for tips to help the
busy professional. If you are after accounting,
tax or legal advice for your business, call us
on 02 9223 9166 to arrange an appointment.
Alternatively visit www.quinns.com.au.

Printing
HP ePrint - Ever needed to print a document
from your smartphone and have instead had
to wait until you’re on your laptop or desktop?
This app makes printing from your smartphone
easy, whether you are at home, in the office

maybe it does. But that doesn’t mean the
reader actually understands what you’re saying.
The key to business writing is simplicity.

results in readers losing interest. Keep your
sentences short and sweet in order to keep
your audience happy and finishing the page.

Below are some tips to help keep you on track
with business writing:

Remember your audience

In fact, most business people have little
experience with writing. Many think that
using business terminology and long (often
exhausting to read) sentences demonstrates
a high level of knowledge and skills. And

Keep it simple

Whatever you are writing; let it be an article,
a letter, a proposal or an agreement. Do not
babble on. Reading a sentence that goes for
four lines is boring and tedious, and often
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1. Length of franchise agreement

5. Sourcing stock and services

If your initial costs require a large investment,
you need to make sure that the franchise term is
sufficient to recoup your investment.

A franchisor cannot force you to acquire goods
and services from a particular supplier or a list of
nominated suppliers.

2. Franchise area

6. Fees payable

Review if the franchisor determines the site of
the business. In this case you should explore
whether the site has been previously used.

The franchise agreement is the most important
document that stipulates your rights and
obligations when operating a franchise. It is a
legally binding contract that contains various
clauses in relation to legal, practical and
operational issues. It is recommended you seek
advice from a lawyer, accountant and business
adviser in reviewing the agreement.

This clause is one of the most important as it
covers the conditions of use of trademarks and
patents.

You should fully understand what the initial fees
and on-going payments are. Up-front fees cover
fittings and equipment, marketing and training
and on-going payments may include royalties,
interest payments or levies to the franchisor.

3. Intellectual Property

4. Pricing
Franchisees are responsible for setting their
own prices. While a franchisor may provide you
with a recommended price list, it cannot impose
a particular price on you, or a minimum price
below which goods or services may not be sold.
A franchisor is permitted to set a maximum price
for goods or services.

Common strata issues

To many people, writing a business document
is a daunting experience. Whether you’re the
CEO of a company or occupy a small cubicle at
a large corporation, your business experience
or annual salary does not determine your
capability of writing.

Quality over quantity

In Australia, franchising is one of the fastestgrowing business sectors. There are a number
of advantages as well as certain drawbacks
when buying a franchise. Before entering a
franchise agreement the franchisor is obliged to
send you a disclosure document, the franchise
agreement, and a copy of the Franchising Code.
It is recommended the franchisee undertake a
basic research to assess the short and longterm feasibility of a business.

The following terms of the franchise contract
should be closely examined:

Business writing tips

As mentioned earlier, business language is not
something that everyone understands. If you
need to use a proper business term to make
your point, by all means do so. But keep in
mind simple language is much easier to read
and your audience’s understanding will be far
clearer.

Important terms of the
franchise contract

When writing a business document, always
remember who will be reading it. Use phrases
and terminology that appeal to your target
audience and give them something they can
relate to. What you are trying to communicate
to the reader will be far better understood if you
make it about them.
If there is any hidden secret to becoming a
great business writer, it’s practice. Practicing
will help you get into the flow of simple writing
and ease your mind when its crunch time; so
get writing!
For more business tips, visit our website
www.quinns.com.au.

Living in a strata unit means you share
common property with others, and as a
result, strata management issues can arise.
Some activities are more restricted in a strata
scheme, such as parking and renovating.

Who is responsible for pruning trees
on the property? If the trees are common
property, it is the owners corporation’s
responsibility. If the trees are part of your lot
– you are responsible, - as the owner.

If you’re considering buying or moving into a
strata scheme, it’s important to understand the
differences between strata living and living in
a freestanding house. Understanding may help
reduce the likelihood of disputes later on.

Do I need the owners corporation's
permission to get a dog or cat? Check
your by-laws first. Some schemes allow
pets with the permission of the owners
corporation – the executive committee can
give this approval. Other schemes do not
allow pets at all.

Each strata scheme has its own by-laws,
which are a set of rules that govern such
things as the behaviour of residents and
the use of common property. The by-laws
apply to all owners and residents of a strata
scheme.
We have listed a few of the most common
questions asked about strata schemes.

What do I do if I have a neighbour
that constantly makes a lot of noise?
Firstly, try and resolve the problem yourself by
talking with that person. If that doesn’t work,
you have two choices. You can ask the owners
corporation to issue them with a Notice to
Comply then seek a fine if they keep breaching.

7. Termination
You should review numerous clauses related to
the termination of the franchise agreement (eg,
upon breach or early exit).
To have your franchise agreement reviewed
or for any franchise matters speak with Quinn
Lawyers. Call us on 02 9223 9166 or visit
www.allfranchisingsolutions.com.au.

Alternatively, you can apply for mediation
through Fair Trading to have a mediator assist
you to discuss the issue with them.
Can I do my own repairs to common
property? Only if you have the permission
of the owners corporation. If common
property needs repair or maintenance, the
owners corporation should undertake that
work, not the individual owner.
What can I do if my neighbour's girlfriend
is parking in the visitors' parking every
night. Is she really a visitor?
Speak with the owners corporation. A matter
such as this will have to be decided by them.
If you’re having strata issues that are not
getting resolved speak with our lawyers at
The Quinn Group. Call us on 02 9223 9166
to make an appointment or visit our website
www.allstratasolutions.com.au for more
information.

1300 QUINNS (1300 784 667)
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important dates

2014

19 December

NSW School Holidays Begin
24 December

Christmas Eve
25 December
Christmas Day
26 December

Have your
budget reviewed
today
Did you know that Quinn Consultants
experienced accounting team can work
through your figures with you and help you
establish a budget or review your existing
budget to assess how you are tracking?

Boxing Day

31 December

New Year’s Eve

2015

1 January

New Year’s Day
21 January

Quarter 2 (Oct – Dec 2014)
PAYG installment activity
statement due
26 January

Australia Day
27 January

Australia Day Public Holiday

Book in for a 2 hour one-on-one budget
workshop with Michael for $500 (plus GST).
Available only for existing business clients.
In this session you will understand the
importance of a profit and loss budget and
go through the steps of creating a budget for
your business.
Purposes of a profit and loss budget:
Provides a summary of expected income
and expenses;
Monitors the financial impact of your
business decisions and operational plans.

27 January

NSW School Holidays End
28 January

Quarter 2 – Superannuation
Guarantee Contributions to
be made
28 February

Quarter 2 (Oct – Dec 2014)
• Quarterly BAS due
• GST installment due
• PAYG installment due
• Superannuation
Guarantee Contributions
to be made

Steps for preparing a profit and loss
budget:
1. Understand your business goals and
objectives;
2. Review the business operation for the
past 12 months observing all activities (i.e.
operating, investing and financing activities)
business decisions and operational plans;
3. Separate activities into the following
categories:

What I'm reading
BY M ICHAE L QU I N N

“Brain Rules” by John Medina - a developmental molecular biologist who
was the founding Director of 2 brain research institutes.
Originally written in 2008 the book was
revised and reprinted in 2014.
The book discusses 12 principles for surviving
and thriving at work, home and school:
1.
2.
3.
4.

04

The human brain has evolved.
Exercise boosts brain power.
Sleep well, think well.
Stressed brains don't work the same way.

5.
6.
7.
8.
9.

Every brain is wired differently.
We don't pay attention to boring things.
Repeat to remember.
Stimulate more of the senses.
Vision triumphs all other senses.

10. Study or listen to music to boost
cognition.
11. Male and female brains are different.
12. We are powerful and natural explorers.

www.quinns.com.au

a. Operating activities: receipts/
income/sales; payments of expenses;
inventory purchase; creditors and
debtors;
b. Investing activities: sale/purchase of
PPE ( property, plant and equipment)
and/or motor vehicles;
c. Financing activities: credit card debt
facility, owner’s contribution;
4. Identify and document all assumptions
that have been made for the budget
period;
5. Review prior year's profit & loss statement
and balance sheet;
6. Prepare the profit and loss budget for the
selected period.
The Quinn Group Accounting Team can help
you with your budget today. Call us on
02 9223 9166 or visit our website
www.quinns.com.au to arrange a one-on-one
session today.

Accounting News

Last minute Christmas
budgeting tips
Christmas is a wonderful time of the year; a
time for giving and sharing gifts with family and
friends. For many of us, Christmas is also a
time where we tend to overspend.
Shopping centres offer extended trading hours,
free samples and free entertainment and it’s
virtually impossible to leave without multiple
purchases.
If this sounds like you – don’t worry! This year
you can stay on track with the following tips:
Make a list - and stick to it
Make a list of the family members and friends
you would like to buy a gift for, and then
determine how much money you can realistically
afford to spend. Assign a dollar amount for
each person on your list.
Remember: don’t spend money you don’t have
and stick to your initial budget!
Do your research
The shopper has more control over the buying
process than ever before. Retailers continuously
have promotions on popular items as it gets
closer to Christmas, so if you want to grab
yourself a bargain, ensure you do your research.
If you know the exact item you’re after, browse
each store to find the cheapest price. Many stores
will also price match if you can provide proof.

Most common
GST mistakes
Despite its best efforts to educate the general
public, the ATO continues to receive business
activity statements (BAS) containing many GST
related errors.

Doing your research also prevents you from
wandering around the shopping centre with no
success or buying unwanted gifts.
Pay in Cash
Paying in cash will force you to stick to your
Christmas budget. With the money in your
hand, you will think twice about each purchase
because after it has been spent, it’s gone!

The majority of errors relate to the over-claiming of
GST input tax credits but could be the result of a lack
of knowledge or misinterpretation of GST legislation.
If you’re a bookkeeper or business owner lodging
a monthly or quarterly BAS, make sure you’re not
making any of the common GST mistakes identified
below. The ATO has shifted its GST focus from an
education to compliance phase and are imposing
fines and penalties on those failing to comply.
Incorrect tax codes in the chart of accounts

If you buy gifts on credit, you’re much more
likely to lose track of exactly just how much
you’ve spent. Aside from that, if you can’t pay
the full amount back by the due date, you’ll be
charged interest on those purchases.
Review actual spending against budget
For each purchase made, update your budget
with the actual amount spent. If you’ve gone
overboard on some items, you will have to forgo
other purchases to ensure you are not breaking
budget.

To ensure your tax codes are correct, have
your accountant set up your online accounting
software. If you’ve already set up the software
program yourself, speak to your accountant and
have them review the tax codes.
Using the incorrect accounting method
Cash vs. Accrual – do you know the difference? If
not, there’s a chance you may be preparing your
BAS using the wrong accounting basis resulting
in incorrect figures being reported. If you need
help, speak with your accountant or tax agent.
Claiming GST against all expenses

It will take some time planning your budget
but rest assured, you’ll be much more relaxed
afterwards knowing you have stuck to your
budget. If you need extra help, contact the
accountants at The Quinn Group on
02 9223 9166 – we can help you put a
budget in place!

Not every expense has a GST component. The
following expenses should have the GST-free or
N-T code applied to them:
- ASIC fees
- Bank charges
- Google Adwords
- Interest fees
- Motor Vehicle Registration
- Paypal transaction fees
Business and Private Usage
In order to determine the business usage
percentage, you should be keeping a logbook. If
your mobile phone bill is $100 including GST, and
you deem your business percentage to be 50%,
you are eligible to claim $50 including $4.55
GST.
Failure to comply with the GST rules may result
in substantial penalties upon an audit by the
ATO. If you require guidance or prefer having an
accountant look after your BAS to guarantee it’s
lodged correctly, contact the accountants at The
Quinn Group. We have years of experience with
bookkeeping and lodging BAS’s. Contact us on
02 9223 9166 or visit www.quinns.com.au.
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closer to Christmas, so if you want to grab
yourself a bargain, ensure you do your research.
If you know the exact item you’re after, browse
each store to find the cheapest price. Many stores
will also price match if you can provide proof.

Most common
GST mistakes
Despite its best efforts to educate the general
public, the ATO continues to receive business
activity statements (BAS) containing many GST
related errors.

Doing your research also prevents you from
wandering around the shopping centre with no
success or buying unwanted gifts.
Pay in Cash
Paying in cash will force you to stick to your
Christmas budget. With the money in your
hand, you will think twice about each purchase
because after it has been spent, it’s gone!

The majority of errors relate to the over-claiming of
GST input tax credits but could be the result of a lack
of knowledge or misinterpretation of GST legislation.
If you’re a bookkeeper or business owner lodging
a monthly or quarterly BAS, make sure you’re not
making any of the common GST mistakes identified
below. The ATO has shifted its GST focus from an
education to compliance phase and are imposing
fines and penalties on those failing to comply.
Incorrect tax codes in the chart of accounts

If you buy gifts on credit, you’re much more
likely to lose track of exactly just how much
you’ve spent. Aside from that, if you can’t pay
the full amount back by the due date, you’ll be
charged interest on those purchases.
Review actual spending against budget
For each purchase made, update your budget
with the actual amount spent. If you’ve gone
overboard on some items, you will have to forgo
other purchases to ensure you are not breaking
budget.

To ensure your tax codes are correct, have
your accountant set up your online accounting
software. If you’ve already set up the software
program yourself, speak to your accountant and
have them review the tax codes.
Using the incorrect accounting method
Cash vs. Accrual – do you know the difference? If
not, there’s a chance you may be preparing your
BAS using the wrong accounting basis resulting
in incorrect figures being reported. If you need
help, speak with your accountant or tax agent.
Claiming GST against all expenses

It will take some time planning your budget
but rest assured, you’ll be much more relaxed
afterwards knowing you have stuck to your
budget. If you need extra help, contact the
accountants at The Quinn Group on
02 9223 9166 – we can help you put a
budget in place!

Not every expense has a GST component. The
following expenses should have the GST-free or
N-T code applied to them:
- ASIC fees
- Bank charges
- Google Adwords
- Interest fees
- Motor Vehicle Registration
- Paypal transaction fees
Business and Private Usage
In order to determine the business usage
percentage, you should be keeping a logbook. If
your mobile phone bill is $100 including GST, and
you deem your business percentage to be 50%,
you are eligible to claim $50 including $4.55
GST.
Failure to comply with the GST rules may result
in substantial penalties upon an audit by the
ATO. If you require guidance or prefer having an
accountant look after your BAS to guarantee it’s
lodged correctly, contact the accountants at The
Quinn Group. We have years of experience with
bookkeeping and lodging BAS’s. Contact us on
02 9223 9166 or visit www.quinns.com.au.
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Small Business News
Productivity
Apps for
business
owners

Time Management
Mynd – As a small business owner, you may
find yourself running from one meeting to the
next. Mynd ensures you are always on time for
meetings by finding the place of your event
and letting you know how long it will take to
get there. It can also recommend when to
leave for your meeting based on current traffic
conditions.
Note Taking

In the business world, we are constantly
looking for courses, workshops and tools to
make us more productive. With the invention
of the smartphone, comes hundreds and
hundreds of apps – many created for the sole
purpose of making the busy professional and
business owners lives a lot easier.

Evernote – the only app you will ever want
and need for note-taking. This product works
across all devices, and helps you organise your
life as well as your business. The app lets you
dictate or manually enter notes, snap photos
and create to-do lists.

So what apps do you need to have? We’ve
found six apps from six separate categories
that we believe will be of great benefit to every
business owner.

Skype – Whether you’re speaking with
colleagues or overseas business partners,
Skype makes communicating incredibly easy
and stress free. The app remains incredibly
effective, not to mention popular.

Email Management
Mailbox – a smart mailbox app for your
phone that clearly implements the bestpractice solution for managing your emails.
Mailbox helps you to deal with it immediately,
defer it, delegate it or delete it.

Communication

Legal News
or on the go. Connect via WiFi to send the
document to your printer, ready to be picked
up when you’re next in.
Tracking Expenses
Expensify - a great app if you travel for
business regularly. Expensify helps you easily
log expenses, capture receipt images and
manage reports. It also gives you the ability to
link your credit or debit card to your Expensify
account so that charges are directly placed on
an expense report.
The Quinn Group supports small business and
is always on the lookout for tips to help the
busy professional. If you are after accounting,
tax or legal advice for your business, call us
on 02 9223 9166 to arrange an appointment.
Alternatively visit www.quinns.com.au.

Printing
HP ePrint - Ever needed to print a document
from your smartphone and have instead had
to wait until you’re on your laptop or desktop?
This app makes printing from your smartphone
easy, whether you are at home, in the office

maybe it does. But that doesn’t mean the
reader actually understands what you’re saying.
The key to business writing is simplicity.

results in readers losing interest. Keep your
sentences short and sweet in order to keep
your audience happy and finishing the page.

Below are some tips to help keep you on track
with business writing:

Remember your audience

In fact, most business people have little
experience with writing. Many think that
using business terminology and long (often
exhausting to read) sentences demonstrates
a high level of knowledge and skills. And

Keep it simple

Whatever you are writing; let it be an article,
a letter, a proposal or an agreement. Do not
babble on. Reading a sentence that goes for
four lines is boring and tedious, and often
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1. Length of franchise agreement

5. Sourcing stock and services

If your initial costs require a large investment,
you need to make sure that the franchise term is
sufficient to recoup your investment.

A franchisor cannot force you to acquire goods
and services from a particular supplier or a list of
nominated suppliers.

2. Franchise area

6. Fees payable

Review if the franchisor determines the site of
the business. In this case you should explore
whether the site has been previously used.

The franchise agreement is the most important
document that stipulates your rights and
obligations when operating a franchise. It is a
legally binding contract that contains various
clauses in relation to legal, practical and
operational issues. It is recommended you seek
advice from a lawyer, accountant and business
adviser in reviewing the agreement.

This clause is one of the most important as it
covers the conditions of use of trademarks and
patents.

You should fully understand what the initial fees
and on-going payments are. Up-front fees cover
fittings and equipment, marketing and training
and on-going payments may include royalties,
interest payments or levies to the franchisor.

3. Intellectual Property

4. Pricing
Franchisees are responsible for setting their
own prices. While a franchisor may provide you
with a recommended price list, it cannot impose
a particular price on you, or a minimum price
below which goods or services may not be sold.
A franchisor is permitted to set a maximum price
for goods or services.

Common strata issues

To many people, writing a business document
is a daunting experience. Whether you’re the
CEO of a company or occupy a small cubicle at
a large corporation, your business experience
or annual salary does not determine your
capability of writing.

Quality over quantity

In Australia, franchising is one of the fastestgrowing business sectors. There are a number
of advantages as well as certain drawbacks
when buying a franchise. Before entering a
franchise agreement the franchisor is obliged to
send you a disclosure document, the franchise
agreement, and a copy of the Franchising Code.
It is recommended the franchisee undertake a
basic research to assess the short and longterm feasibility of a business.

The following terms of the franchise contract
should be closely examined:

Business writing tips

As mentioned earlier, business language is not
something that everyone understands. If you
need to use a proper business term to make
your point, by all means do so. But keep in
mind simple language is much easier to read
and your audience’s understanding will be far
clearer.

Important terms of the
franchise contract

When writing a business document, always
remember who will be reading it. Use phrases
and terminology that appeal to your target
audience and give them something they can
relate to. What you are trying to communicate
to the reader will be far better understood if you
make it about them.
If there is any hidden secret to becoming a
great business writer, it’s practice. Practicing
will help you get into the flow of simple writing
and ease your mind when its crunch time; so
get writing!
For more business tips, visit our website
www.quinns.com.au.

Living in a strata unit means you share
common property with others, and as a
result, strata management issues can arise.
Some activities are more restricted in a strata
scheme, such as parking and renovating.

Who is responsible for pruning trees
on the property? If the trees are common
property, it is the owners corporation’s
responsibility. If the trees are part of your lot
– you are responsible, - as the owner.

If you’re considering buying or moving into a
strata scheme, it’s important to understand the
differences between strata living and living in
a freestanding house. Understanding may help
reduce the likelihood of disputes later on.

Do I need the owners corporation's
permission to get a dog or cat? Check
your by-laws first. Some schemes allow
pets with the permission of the owners
corporation – the executive committee can
give this approval. Other schemes do not
allow pets at all.

Each strata scheme has its own by-laws,
which are a set of rules that govern such
things as the behaviour of residents and
the use of common property. The by-laws
apply to all owners and residents of a strata
scheme.
We have listed a few of the most common
questions asked about strata schemes.

What do I do if I have a neighbour
that constantly makes a lot of noise?
Firstly, try and resolve the problem yourself by
talking with that person. If that doesn’t work,
you have two choices. You can ask the owners
corporation to issue them with a Notice to
Comply then seek a fine if they keep breaching.

7. Termination
You should review numerous clauses related to
the termination of the franchise agreement (eg,
upon breach or early exit).
To have your franchise agreement reviewed
or for any franchise matters speak with Quinn
Lawyers. Call us on 02 9223 9166 or visit
www.allfranchisingsolutions.com.au.

Alternatively, you can apply for mediation
through Fair Trading to have a mediator assist
you to discuss the issue with them.
Can I do my own repairs to common
property? Only if you have the permission
of the owners corporation. If common
property needs repair or maintenance, the
owners corporation should undertake that
work, not the individual owner.
What can I do if my neighbour's girlfriend
is parking in the visitors' parking every
night. Is she really a visitor?
Speak with the owners corporation. A matter
such as this will have to be decided by them.
If you’re having strata issues that are not
getting resolved speak with our lawyers at
The Quinn Group. Call us on 02 9223 9166
to make an appointment or visit our website
www.allstratasolutions.com.au for more
information.
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Welcome to the last issue of The
Quintessential Brief for 2014. As the year
comes to an end, I hope you have reflected on
the personal and business goals you set at the
beginning of the year.

In marketing news, Clarity Marketing has
written two informative articles. The first is
how to increase repeat customers and the
second is a list of 10 inexpensive ways you can
advertise your small business.

The December issue of The Quintessential
Brief includes a range of accounting, legal,
small business and marketing articles.

We hope you find the information in this
quarter’s Quintessential Brief beneficial. If
there are any legal, tax or accounting issues
you would like us to write about in future
editions, please contact us on 02 9223 9166.
Alternatively, you can visit our website

Our legal section lists the important terms
of a franchise contract. Many people can get
caught out by not reading the entire contract
or not having a qualified professional review
it on their behalf which can lead to missing
critical terms. Our second legal article focuses
on common strata issues and what actions you
can take to resolve them.
For business clients only, we have a special
offer to help with your business budgeting.
Visit page 4 for more details.
The Christmas season, as wonderful as it is,
tends to stretch our budgets. In our accounting
section, we’ve put together an article on last
minute Christmas budgeting tips to help you
refrain from overspending. We’ve also listed the
most common GST mistakes the ATO receives
from Business Activity Statements. The ATO
continues to monitor BAS’s so it’s important
you understand the requirements.
For small business owners, we’ve found the
best productivity apps on the market and
listed why each one of them will be of benefit
to you. We’ve also provided an article on how
to improve your business writing. Your online
writing should be kept simple and effective.

www.quinns.com.au

How to increase
repeat customers

www.quinns.com.au and submit an online
enquiry. You can also register online to receive
the latest legal, accounting and financial news
updates each week via our Client EAlerts.
On behalf of the staff at The Quinn Group
I’d like to wish you all a Merry Christmas and
Happy New Year. May your well-deserved
break be safe and enjoyable. We look forward
to working with you in 2015.

Regards,
Michael

Promoting your small business doesn’t need to be
expensive, it is all about choosing to invest in the
right kind of advertising. There are many effective
ways to boost your exposure on a budget. Here are
10 low-cost marketing strategies to promote your
business, engage customers and build your brand.
1. Local Listings
A commonly missed step for new businesses
is signing up for free services like Google My
Business, Yahoo Local, Bing Local and True
Local. This allows your business to show up on
heavily used search engines so that people can
find your business location on the internet. Make
sure your information is accurate and includes
your contact details, website and business hours
to take full advantage of this free service.
2. Facebook Ads
Facebook Ads allow you to target specific
demographics and audiences. Facebook shows
ads that are relevant and interesting to each
individual.
3. Email Newsletters
Create an opt-in email list allowing people to
request regular updates about your business.
Email newsletters are a great way to keep in
contact and communicate with your customers.
4. Online Forums
Online forums are a space which connects
customers and businesses with a common
interest. Participating in online forums relating to
your field of business can help to increase your
exposure and acquire more business.

5. Create Valuable Online Content
Write online articles relating to your services to
demonstrate your expertise and show customers
that you can solve their problem. Article topics
can include helpful strategies or expert tips and
advice. This is a good way to demonstrate your
knowledge and expertise in your field, and this
helpful information will keep your customers
coming back to your website.

Marketing is not only about attracting new
customers, retaining customers is just as important.
Keeping your customers loyal is most valuable
and profitable to your business as they don’t
require new customer acquisition costs. To achieve
success, your business must not only sell your
product or service, but turn the new customer into a
repeat customer who is loyal to your business. Here
are some tips on how to increase repeat customers.
Maintain Communication

6. Social Media
Set up a Facebook, Twitter, LinkedIn or Google
Plus page for your business. Sharing, posting and
updating your page regularly can drive traffic to
your website, increase your exposure and help
build relationships with your customers. Make
sure you research which social media platform is
right for your business and your customers.
7. Pay Per Click Marketing
Boost traffic to your website by using a form
of Pay Per Click advertising such as Google
Adwords. The advantage of pay per click
advertising is you can select where, when and
how frequently your ad will appear and you are
only required to pay when the ad is clicked.

Social media is a great way to keep in contact
with your customers. Sharing, posting and
updating your social media accounts regularly with
interesting content can help build a relationship
with your customers and drive traffic to your
website, encouraging more business. Sending
regular e-newsletters with relevant and valuable
information to your customers will remind them
about your business and encourage them to make
a repeat purchase. You will need to encourage
customers to subscribe to regular updates and join
your business on social media. Be sure to collect
their email address wherever possible, including
offering to send receipts or instruction manuals.
Offer Rewards

8. Merchandising Materials
A smart way to advertise your business is to
include your brand and contact details on all
office stationary, letterheads, business cards,
flyers and brochures. Giving away branded
merchandise to customers who regularly use
stationary will increase the chance of them
remembering your company.
9. Linkedin Ads
LinkedIn is a thriving platform for business
professionals and in turn, is a great opportunity for
B2B companies to target ads to specific audiences.

The best way to encourage repeat purchases and
build customer loyalty is by saving your customers
money. Offering them a small discount after their
first purchase will incentivise them to come back.
Consider repeat customers when planning a
promotion. Exclusive promotions will show your
gratitude, increase loyalty and encourage repeat
purchases. A common mistake made by many
businesses is losing contact straight after the sale
has ended. Ensure your customer service does not
stop after the sale by checking in at least once
with customers to ensure they are happy with your
product or service.

10. Classified Ads
Many new businesses commonly misuse this tool,
promoting large ads in fewer places rather than
smaller ads over a larger variety of media. The ad
should be clear, straight to the point and include
your phone number or website for viewers to
access more information about your business.

Respond to Feedback

If you need help with any aspect of marketing,
give Clarity Marketing a call on 1300 060 204.

Repeat customers are vital to the success and
reputation of your business. If you need assistance
with any aspect of marketing to help retain your
customers, Clarity Marketing & Communication can
help. Give us a call on 1300 060 204.

Suite 103, Level 1, 105 Pitt St Sydney NSW 2000
E: info@claritymarketing.com.au
www.claritymarketing.com.au

Ensure you always listen to customer feedback.
Customer feedback surveys are a valuable tool to
place a continuous focus on customer satisfaction
and to ensure you are delivering an experience that
meets their needs.

1300 QUINNS (1300 784 667)
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At Quinns this Quarter…

R E A DY, S E T, R A C E !

It was that time of year when the nation stops to
watch the race of the year, and the team at Quinns
was right in the action! We celebrated this year’s
Melbourne Cup at Cyren Bar and Grill on Cockle
Bay Wharf, where we enjoyed a beautiful three
course meal.

E L LY T A Y L O R
THOMPSON

DECEMBER 2014 l Summer Edition

It was great to see everyone and to bring the
whole Quinns team together for such a fun day.
Congratulations go to Fiona and Michael for
winning the office sweep competitions!
The end of the year is fast approaching and
the days are flying by as we look forward to
reuniting for our Christmas event.

Productivity Apps
for Business
Owners

Position… Administration and
Marketing Assistant.
The best thing about my job is…
Greeting clients and learning about the
marketing industry.
I love coming to the office
everyday because…
I have a supportive team who are
always helpful towards one another.

Quinns in the Community…
The Quinn Group is a proud sponsor of the All Saints
Oatley West Soccer Club. We love seeing young
players succeed and congratulate the Junior Players
of Year: John Anagnostopoulos, Gabriel Wyer and
Brittanee Clift. Well done!
In 2014, The Quinn Group supported Assistance
Dogs Australia by receiving a snack box and paying
$2.70 each time we feel like a treat; which we are
happily making our way through! This cause is a
great opportunity to contribute to a national charity
organisation which provides a tremendous amount
of assistance to members of the community with
disabilities.

When I am not at the office my
favourite thing to do is…
Spend time with my friends at the
beach or go home to Orange for the
weekend to see my family.
On my next holiday I am going to…
Go for a road trip across the USA with
my sister!
On my last holiday I went to…
Not really a holiday but I lived in
Sweden for a year in 2013!

For any assistance please contact Quinns on 1300 QUINNS (784 667) or email info@quinns.com.au
The Quinn Group is an integrated, accounting, legal, and financial planning practice, offering expert advice to help you achieve your business and
personal goals. With more than 20 years professional experience, we are committed to building long-lasting relationships and providing you with
superior client service in a timely and cost-effective manner. We offer our clients the unique opportunity to receive both financial and legal advice,
at five convenient locations around Sydney and at times that suit you.
SYDNEY: Level 1, 105 Pitt Street SUTHERLAND: Level 3, Endeavour House, 3-5 Stapleton Avenue
NEUTRAL BAY: Level 3, 156 Military Road PENSHURST: 3 Laycock Road
Disclaimer: The contents of this document titled “The Quintessential Brief” (the ‘Material’) are provided as general information only. It is not intended to be given as advice and should not be
relied upon as such. If you are concerned about any issue raised by the Material then you should seek your own professional advice. No warranty is given in relation to the accuracy, currency
or completeness of the Material. No reader should act on the basis of any matter contained in this publication without first obtaining specific professional advice. Liability limited by a scheme
approved under Professional Standards Legislation. The Quinn Group respects your privacy. Should you not wish to receive this newsletter in the future please contact us on 1300 784 667.
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To learn more or to donate
or sponsor a puppy, go to
www.assistancedogs.org.au

Last minute
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