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A practical guide for small business owners

Business Basics



Are you an entrepreneur?

• Are you a self-starter?
• Are you willing to work long hours?
• Are you good at making decisions?
• Do you plan well?
• Do you have the strength to stay motivated?
• Are you willing to invest?
• Have you considered the possible impact on your family?
• Do you have a network of friends or associates who could provide

outside financing?
• How well do you get along with others?

Evaluate your strengths and weaknesses by answering the following questions:

If you can answer “yes” to most of the above, you mi ght have the potential to 
be a successful small business owner

Please refer to page 2 and 3 of your Business Basics booklet for more information



How can I become 
a small business owner?

• Start a business from scratch
Starting a business from scratch might not be quick or easy but could be very 
exciting and profitable.

• Buy an existing business
Buying a successful and established business might be less risky than a new 
venture but it is important to do your homework properly.

• Franchising
Franchising is a way of doing business based on a proven business format. 
Money is paid, usually on an upfront and ongoing basis. This allows for the use of 
intellectual property and for the continuous provision of support and training.

Please refer to page 3 to 7 of your Business Basics booklet for more information

There are various advantages and disadvantages to each option listed below.



Legal entities

• Sole proprietorship
This is a business owned and operated by one person, under his or her own 
name or a trade name.

• Partnership
A partnership exists between a minimum of two and a maximum of 20 people 
who together carry on a trade, business or profession.

• Close corporation
A close corporation (CC) is a simplified business entity specifically designed for 
small enterprises – it is easier and cheaper to register and run than a company.

• Company
A company is also created as a separate legal entity, which has to register as a 
taxpayer in its own right.

Each type of business entity has different legal an d tax consequences.

What structure suits your business best?

Please refer to page 8 and 9 of your Business Basics booklet for more information



Legal requirements

• Choose a type of business entity
• Reserve a name
• Register you business
• You might need to register for some of the following:

– Tax (Provisional, PAYE, VAT)

– Skills Development Levies (SDL)

– Unemployment Insurance Fund (UIF)
– Compensation for Occupational Injuries and Diseases Act (COIDA)

• Obtain specific licenses if required by your business, e.g. liquor license
• Protect you intellectual property if applicable, e.g. patents, designs, 

trademarks and copyright

In some instances it might be to your benefit to co nsult with an expert such as 
an auditor or an attorney to assist you with the ab ove.

When registering your business, follow these steps:

Please refer to page 10 to 12 of your Business Basics booklet for more information



Setting up your infrastructure

• Choosing your business premises and location
– Will customers need to come to your workspace?

– Will you be able to focus on your work?

– What kind of work will you be doing?

• Connecting to the world
– A telephone number

– An email account
– A fax-to-email number

– Internet connectivity

– A website

• Payment options for doing business online
– Merchant services to accept debit, credit and cheque card payments in store

– Merchant services to accept credit card payments on the Internet

It is important to carefully consider the nature of your business as well as the needs 
of your customers when setting up your infrastructure

Please refer to page 13 to 16 of your Business Basics booklet for more information



Reaching your business goals

• Call deposit (interest-earning investment deposit account)
This account helps you to manage your monthly cash flow by giving you the 
option of withdrawing your money when you need it. 

• Notice deposit (interest-earning investment deposit account)
This account helps you to save by keeping your savings out of temptation’s way 
by requiring you to give at least 32 days notice before accessing to your funds. 

• Fixed deposit (interest-earning investment deposit account)
A lump sum of money is invested for a fixed period, at a fixed rate of interest 
which offers you the benefit of knowing exactly what return you can expect.

• MoneyMarket call account
It has all the benefits of an ordinary call deposit, but the entry level, minimum 
balance and minimum transaction requirements are significantly higher. 

• MarketLink account (card-based money market deposit account)
This account offers you attractive interest rates along with basic transaction 
functionality through a variety of Standard Bank self-service channels.

Standard Bank offers a wide range of savings and investment accounts to assist 
you in reaching your business goals

Please refer to page 17 and 18 of your Business Basics booklet for more information



Protect yourself and your business

Business insurance:
• Keyman insurance
• Deferred compensation
• Contingent liability plan
• Staff incentive scheme
• Restraint of trade agreement
• Buy and sell agreement
• Loan redemption plan
• Health insurance

Personal insurance:
• Retirement annuity
• Life insurance
• Disability cover
• Hospital plan
• Medical aid
• Home loan protection plan
• Vehicle insurance
• Will

It is a good idea to build an insurance review into  your annual business 
planning cycle as you could run enormous risks with out sufficient insurance.

Standard Bank offers a comprehensive range of insurance solutions, for both small 
businesses and their owners, through Standard Bank Financial Consultants

Please refer to page 18 and 19 of your Business Basics booklet for more information



Creating a business plan

• A business plan is:
– The blueprint of your business.

– A tangible representation to prospective stakeholders of who you are, what you are 
and what you want to achieve.

– An explanation of your complete business strategy. 

– The result of a lot of research, planning, thinking and seeking of advice from 
experts.

– A working document to be consulted frequently to ensure you are still on track.

• A business plan is not:
– Simply a means to raise finance.

– Something a consultant can draw up on your behalf without your involvement.

– A thick file gathering dust in the cupboard.

A comprehensive, well thought-out business plan is vital as it could assist you 
with applications for finance, credit from supplier s, operational and financial 

management and marketing.

What a business plan is (and is not)…

Please refer to page 20 to 24 of your Business Basics booklet for more information



How much is enough to start with?

• Expenses before the starting date, such as market research, 
registration fees, legal fees, office stationery, design and printing of 
corporate identity (business cards and letterheads), registration of a 
domain name and creation of a website, installations and utility
connections (if moving into a new property).

• Start-up inventory (if yours is a product-based business).
• Cash reserve to support the company during the early months, before 

sales reach break-even levels.
• Assets, such as fixtures and signage, office furniture and vehicles 

(either purchase price or down payments).
• Long-term or fixed assets, such as property and equipment.

Your start-up budget should also allow for initial monthly operating expenses 
and aim to cover as much hidden costs as possible.

It is important to plan and calculate your start-up costs carefully. Typical start-up 
costs include:

Please refer to page 25 and 26 of your Business Basics booklet for more information



Financing options

• Overdraft
An overdraft can be used to finance cash flow and bridge timing gaps.

• Business loans , e.g. Business Revolving Credit Plan
Business loans can be used for small acquisitions, bulk stock purchases and to 
finance some assets.

• Contract finance
A small business might be awarded a contract but lack the finance to start the 
work. Finance is provided based on the strength of a firm contract. 

• Khula guaranteed loans
These loans are for businesses that do not have enough assets to put up as 
collateral for a bank loan.

• Vehicle and asset finance
This is the ideal way to finance all your new and used vehicles and assets.

• Business mortgage
This loan enables business owners to purchase, extend, or improve a residential 
property where up to 50% of the property will be used for business purposes. 

Standard Bank offers various funding options to get you up and running, as 
well as to help you provide for a rainy day.

Please refer to page 27 to 29 of your Business Basics booklet for more information



Managing you cash flow

• Budgets and budgeting
A budget helps you to keep an eye on the future while tracking past performance.

• Financial statements
Financial statements provide you with the information you need to measure your 
business’s success and to make sound financial decisions.

• Bookkeeping chores
Bookkeeping is an administrative task which requires daily attention and helps 
you to stay on top of your finances.

• Proper invoicing
Proper invoicing will assist your business to receive payment from clients and 
keep track of outstanding payments. 

• Collecting debt
Late payments and bad debt can create cash flow problems for your business.

Poor cash flow management is one of the major cause s of failure in small 
businesses.

It is important to establish good practices which will assist you in managing your 
cash flow effectively and will help you to ensure your business’s financial health:

Please refer to page 30 to 33 of your Business Basics booklet for more information



Why business banking?

• A business bank account makes it easier for you to keep track of all 
your business transactions.

• Simplified accounting and bookkeeping.
• Simplified compliance with legislation.
• A credit history. When you apply for business finance, your bank

would be familiar with your business and how it conducts its accounts.
• Access to a business banker who specialises in business banking 

solutions and serves as your dedicated point of contact at your local 
branch. 

• Standard Bank also has specialists in foreign exchange, asset finance, 
debtor finance, property finance and online banking.

• Access to a range of business banking solutions.

Your personal finances and those of your business a re not the same and 
should therefore not be managed through the same ac count.

A business banking account holds various benefits:

Please refer to page 34 and 35 of your Business Basics booklet for more information



Core business banking solutions

• Business current account
You can deposit, withdraw and pay funds via various transactions and channels, 
such as ATMs, Internet banking and branches. The accounts maintains accurate 
banking records, produces statements and assists you to build and maintain a 
banking relationship and credit risk profile.

• Business cheque card
This card can be used like a credit card, but the money you spend is taken 
directly from your business current account, much like a cheque.

• ATM/debit card
An ATM/debit card allows you to do your banking on the Internet, by telephone, 
cell phone and at AutoBank centres. You can also use it to pay for purchases.

• Garage card
A Garage card can be used to pay for all your vehicle-related expenses, including 
fuel, repairs, spares and tollgate fees. 

• Credit card
This card is deal for small businesses and can be used to pay for almost every 
purchase you make and draw cash wherever you go. 

Standard Bank offers business banking solutions which enable businesses 
to transact, i.e. make and receive payment:

Please refer to page 35 of your Business Basics booklet for more information



Opening a business bank account

• Original business registration documents.
• A green identity document or valid passport.
• A clean credit record.
• Two business trade references (or a business letterhead).
• South African income tax number (if issued and available).
• Any one of the following documents (they must show your business’

street address and/or physical residential address)
– Municipal rates and taxes invoice
– Water and electricity bill
– A bank statement from another bank
– A recent lease or rental agreement
– Telkom statement
– Letterhead of the business

• Three months of personal bank statements.

Documents required to open a business bank account:

Please refer to page 36 of your Business Basics booklet for more information

Contact a Business Banker at your nearest Standard Bank branch for more 
information and guidance.



Applying for a business loan

• Business documents:
– A copy of your business plan.

– Projected cash flow for the next 12 months and annual financial statements of the 
business. Up-to-date management accounts and a pro-forma balance sheet.

– The reason for requiring the loan and a breakdown of what it will be used for.

– Six months banking statements for existing business (if held at another bank).
– Copy of offer to purchase or lease agreement.

– Company registration documents.

– Details of the security to be offered.

• Owners’ documentation:
– Six months statements of directors’ or members’ personal bank accounts.

– Personal financial statements of all directors or members.
– Identity documents and CVs of all directors or members.

– Details of the owners’ contributions and the source of these contributions.

Documents required to apply for a business loan:

Please refer to page 38 of your Business Basics booklet for more information

Contact a Business Banker at your nearest Standard Bank branch for more 
information and guidance.



How to conduct your 
business bank account

• Ensure there are sufficient funds in your account to cover debit orders 
and any cheques that you issue.

• Keep your account active, i.e. transact frequently or at least once a 
month.

• Never exceed your available credit allowance.
• Keep your bank informed of any changes to your personal or business 

details, such as address details and telephone numbers.
• Be honest with your bank about your financial position when applying 

for a new product or service.
• If you find yourself in financial difficulties, talk to your bank sooner 

rather than later. 
• Never knowingly deposit a worthless cheque into your account as this 

is fraud. 

Good account conduct will help you to maintain a go od profile which could be 
to your benefit when applying for finance.

It is important to manage your business’s bank account in a responsible manner:

Please refer to page 38 to 40 of your Business Basics booklet for more information



Simplify your business banking

• ATM machines
AutoBank machines give you the flexibility to manage your financial affairs 
without having to visit a branch.

• Internet banking
Internet banking allows you to do your banking from the convenience of your 
home or office.

• Business Online
Business Online is ideal for businesses that make a lot of payments every month 
and have two or more people managing the business’s finances.

• Telephone/Cell phone banking
Using your telephone or cell phone you can do your banking 24 hours a day from 
wherever you are.

• MyUpdates
MyUpdates is a SMS service which notifies you every time a transaction is 
processed on your account.

Self-service solutions not only saves you time – it is also cheaper in charges.

Standard Bank offers a variety of self-service options to make your life easier and 
simpler when it comes to managing your money everyday

Please refer to page 41 to 42 of your Business Basics booklet for more information



BBBEE and what it means for 
your business

• What does it mean to be an EME?
– EMEs are automatically regarded as level four BBBEE contributors.

– EMEs do not need to complete a scorecard – all they need to do is prove that their 
annual revenue is below R5 million.

– Black-owned EMEs benefit even more as they are automatically regarded as level 
three BBBEE contributors.

• How can BBBEE benefit businesses?
– Providing access to finance for BBBEE companies is a priority for banks and other 

lending institutions.

– Businesses that are BBBEE compliant have a competitive edge when tendering for 
new work.

– BBBEE supports job creation, global competitiveness and economic growth.

Small businesses can contribute to BBBEE in a meani ngful way.

Please refer to page 43 to 46 of your Business Basics booklet for more information

Businesses with an annual revenue of less than R5 million are exempt from 
BBBEE criteria. They are defined as Exempted Micro Enterprises (EMEs).


