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While we have made every effort to ensure the information contained in this guide is as comprehensive as possible, 
we recommend that you obtain professional advice when starting your business.

TIP

It can be quite daunting thinking about all the 
banking facilities you may need for your new 
business. Our ANZ Business Specialists will work with 
you to find the best option for your business. To talk 
to an ANZ Business Specialist, call 0800 269 249.

 

TIP

For any additional help you need, visit ANZ Biz 
Hub. It’s been developed with you in mind –  
with plenty of free resources, tools and templates 
to help manage and grow your business.

Visit bizhub.anz.co.nz
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YOU AND YOUR IDEA 

• Check that getting into business is right for you
• Increase your chance of success
• Start from scratch, buy or franchise.

KNOW YOUR MARKET

• Determining market demand
• Market research
• Creating a business plan.

UNDERSTANDING YOUR FINANCIALS

• Cash flow and break-even point
• Financial positioning statement
• Calculate how much money you need.

GETTING READY 

• Opening a bank account and day-to-day banking
• Insurance, foreign exchange and plant and 

equipment financing
• Business structures and business names
• Tax, GST and accounting records you need to keep.

THE LAUNCH

• Gaining awareness 
• Employing staff for the first time.

ONGOING HELP

• Professional support
• Bank support
• ANZ Biz Hub resources.

We know that owner-operated businesses are the life-blood 
of New Zealand’s economy. And every day, people like 
you talk to our ANZ Business Specialists about getting into 
business for themselves. 

Based on that experience, we’ve developed this ANZ 
Business Start-up Guide. It‘s specifically designed to help  
you turn that niggling desire to start your own business into 
a gratifying reality.

THE ANZ BUSINESS START-UP GUIDE IS DIVIDED INTO SIX SECTIONS

Some of us want financial success – while some yearn to  
turn a passion into a livelihood. Transforming the idea of being your  

own boss into reality doesn’t have to be daunting.
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We can take for granted that you know how to do  
the work you intend to offer, but do you have the  
ability to run and manage a business? Running a 
successful business requires juggling every aspect  
of a business – from accounting, admin and tax, to  
sales and customer service.

SELF-ASSESSMENT

The following will help you get a feel of whether 
you’re ready to be self-employed. The more of these 
characteristics you have, the more comfortable you’re likely 
to feel about starting and running your own business.

• You have several years’ experience in the industry you’re 
considering entering.

• You thrive on challenges.

• You are prepared to undergo training to develop the 
skills you need or to get input from specialist advisers.

• You enjoy making, and being responsible for, your  
own decisions.

• You are prepared to work long hours without the 
security of a steady income.

• You are prepared to possibly accept a lower income until 
your business starts to make a profit.

• You have sufficient savings or an alternative income to 
live off during the start-up period.

• You naturally look to streamline processes and methods 
when approaching a task.

• Your family understands the impact starting a new 
business could have on them and support you 
unconditionally in your aim.

• You are prepared to take the risk of losing the money 
you invest in your business.

• You are prepared to hire staff and delegate responsibilities 
to them or use the services of a professional if needed.

Talk to someone who’s started their own business 
to gain an understanding of the challenges and 
see if it’s right for you.

TIP

CHECK THAT  
GETTING INTO BUSINESS  

IS RIGHT FOR YOU

If you are looking to start a business then chances are you will be investing a 
huge amount of your time, money (maybe someone else’s money), reputation 
and energy into the business. Before you take the leap, double check that it’s 

something that you absolutely want to do.
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Understand the competition
As soon as you start your business, competitors are likely 
to react to offset the impact you will have on their sales. 
You need to know who they are, what their prices are, what 
they are good at, and what they are bad at so you can 
position your business to be different. 

Be able to lead by example
The owner or manager leads by example. He or she is 
usually the first to arrive and the last to leave. The owner 
knows everyone by name and his or her presence is 
obvious. They show a strong commitment, setting the 
standard where they work.

Have a unique product or service offering
Most successful businesses have unique products or 
services, such as their own designs, products, systems or 
some other aspect that sets them apart. This uniqueness 
is an important source of competitive advantage and one 
which many companies work hard to sustain, adapting and 
innovating their products or services as their competition 
catches up on them.

Being technically competent, having marketing ability or 
understanding finances are still important, but these skills 
can be learned over time. 

But having a passion for what you do and the industry you  
are in is critical.

To increase your chance of success you should:

Understand your market
Is your market entering a growth phase or has it stalled? 
Know as much as you can about industry characteristics 
such as customer demand, local and international trends 
and technological developments. If you have 30 years’ 
experience then chances are you already know. If you don’t 
then you need to find out.

Understand your customer
Successful businesses have a specific focus on their 
customers and clients and are geared to supply them 
with what they want. This involves consistently looking for 
ways to solve their customer’s problems and improve their 
products to match requirements.

INCREASE YOUR CHANCE OF SUCCESS

Much of what makes a small business successful is the personality and qualities 
of the owner. When equity investors look at a business to invest seed capital, they 
spend the same if not more time on investigating the qualities of the owner. 
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You’ll need to conduct robust market research and have  
a good grasp on the numbers before taking the plunge. 
We’ll show you how to do it in this guide and our ANZ 
Business Specialists are on hand if you need extra support. 

Even though you’ll be building your business largely on 
your own sweat, you don’t have to go it alone. There’s 
lots of assistance available to ensure you’re making the 
best decisions. Assemble a team of experienced advisers, 
including an ANZ Business Specialist, accountant, lawyer, 
and business mentor. Speak to as many people in business 
as possible, including similar businesses. With your future 
financial stability at stake, this information is priceless. 

BUILDING A BUSINESS FROM SCRATCH

Building a business from the ground up is hard work – 
there will be sleepless nights and testing decisions to 
make. If you are prepared to work hard enough to make 
it happen, the end result can be incredibly rewarding. 

To give your business the best shot at success you’ll need  
to consider:

• The feasibility of your idea.

• The actual demand for your products and services.

• How much money you’ll need to get off the ground and 
keep your business ticking along until you break-even.

• Where you’ll locate your business.

• Whether you need employees or paid advisers to help 
run your business.

• The true costs of going into business – from set-up costs 
to day-to-day expenses. 

START FROM SCRATCH, BUY OR FRANCHISE?
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The easiest businesses to get off the ground with limited 
capital are those that don’t require a great deal of 
resources or initial outlay. These are generally service-
based businesses where you do not require expensive 
machinery or large amounts of stock. For manufacturing 
or product-based business, it’s still possible to build a 
successful business with limited capital, but you need to 
direct every dollar where it matters and be prepared to 
stick with it for as long as it takes to break-even.

THE BENEFITS OF BUYING

While building a business from the ground up can be highly 
satisfying, buying an existing business has its own advantages, 
as it can be a great way to gain immediate cash flow, a proven 
track record, market credibility and an established customer 
base. However, there are also some risks to be aware of.

To improve your chances of success, it is important to 
undergo thorough due diligence. This is the process 
whereby you thoroughly investigate all aspects of a 
business for sale to identify any potential problems. You 
look at the business’ operations, financial performance, 
legal and tax compliance, customer contacts, intellectual 
property, assets and other details. It ensures you know 
exactly what you’re buying and will help you assess the 
value of a business and the risks associated with buying it.

Let’s take a look at some of the key things to consider 
when buying a business:

Know what you are paying for
You should get a detailed list of exactly what is included 
in the sale price. This includes all physical assets such as 
plant and equipment, stock, premises and vehicles. Don’t 
assume that anything is included unless it is written down 
in the sale and purchase agreement. It will also include 
intangibles, known as goodwill.

Goodwill
It’s difficult to put a precise valuation on goodwill as it 
represents the ‘potential future earnings’ that the business 
is likely to produce. It compensates the previous owner for 
the work they have done to generate a profitable revenue 
stream, such as selecting the right location, recruiting and 
training staff, establishing supplier contracts, developing a 
credible and trusted brand and developing a customer base.

Be careful when negotiating a price for goodwill if future 
earnings are dependent on the existing owner’s abilities and 
rapport with customers. The key questions to ask yourself are: 

• Can the business really stand independently of the 
previous owner and their personality?

• How much of the potential would walk out the door 
with the departing owner?

Restraint of trade
If a significant part of a business’s value is tied up in 
goodwill, it is extremely important to ensure there is a 
restraint of trade clause in the sale and purchase agreement. 
This will prevent the previous owner selling their business 
to you then setting up in competition next door.

Check the lease
If you are buying a business that operates from a specific 
location, check the lease for those premises. You should 
consult your lawyer and possibly a real estate professional  
to ensure the lease can be reassigned and the terms  
are acceptable.

Growth potential
You may be satisfied with a business that will continue 
to deliver the same returns to you as it did the previous 
owner. However, most people look for a business that they 
can improve and grow. If you are looking for a growth 
business, you need to identify how you will grow (such as 
extending premises, opening longer hours or exploring 
new sales channels) as well as any barriers to growth. 
Common growth barriers include market saturation, 
location issues and changing consumer attitudes. 

Seek advice
Buying a business will be one of the biggest decisions of 
your life, so always get as much guidance as you can. You 
might be surprised at how much information you can 
gather by talking to business owners within your industry. 
Non-competitors in another location can be a great source 
of free advice. Consider assembling a support network 
consisting of an accountant, experienced mentor, ANZ 
Business Specialist and lawyer. 

Conduct your own research
Search online the business you are buying and check 
online feedback and blogs to see what customers think 
and see if there has been any bad press/PR. Ask suppliers, 
customers, contractors; in fact anyone that has dealt with 
the business in the past.

FRANCHISING

A franchise is a business that is part of a group, usually with 
an established brand. They provide training and a support 
network, but there are rules to follow (such as prices to 
charge and where you buy supplies from). The benefits are 
a (hopefully) proven system that has been tested and set 
up by others so you are not alone.

If you are interested in buying a franchise, get help from 
the ANZ Franchise Guide. Download your free copy at  
anz.co.nz/franchise.

STARTING ON A LIMITED BUDGET
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ADVANTAGES

 You have the satisfaction of starting a business

 You can move at your own pace

 You do not have to pay for goodwill

 You can choose the most suitable location

 You buy the most appropriate equipment

 You negotiate new deals with suppliers

 You appoint your own staff

 You invent your own operating systems

 You create the business image you want.

DISADVANTAGES

   Researching viability takes time and money

   Building a customer base and a steady revenue  
stream can take time to establish

   Sourcing equipment may be costly and take time 

   Your suppliers may not extend credit at first

   It takes time to select and train the right staff

   Developing effective systems may take time

   It can take some time to develop profitability.

ADVANTAGES

 Customers are established

 Equipment and plant exists

  Systems are ready in place, including stock levels, 
purchasing arrangements and production levels

  The business’ previous profit can be determined, so you 
have some idea of how much money you can make

  Staff will already be trained

  The business’ image in the marketplace has been formed

  Copyrights, trademarks and patents are yours

  It may be easier to obtain finance than when starting 
from scratch as there is cash flow evidence

  It is generally quicker and easier to buy a business than 
to put one together from scratch

  Total cost is agreed and certain.

DISADVANTAGES

   Set-up costs may be higher than starting a business 
from scratch

   If you do not take the time to do due diligence and 
check out all aspects of the business, you may be buying:

    Unhappy customers or suppliers due to poor 
systems or services from the previous owner

    Poor operating systems

    Old, obsolete, or poorly maintained equipment

    Unsuitable staff due to poor training, attitude and 
values or personality clashes

    Out of date or old stock that may be hard to sell

    Overvalued goodwill.

STARTING A BUSINESS VS 
BUYING A BUSINESS

STARTING A 
BUSINESS FROM 
SCRATCH

BUYING A  
BUSINESS
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Before going too far down the track of developing your 
business, you need to establish that there’s a market for 
the type of product or service you are selling. You also 
need to work out your competitive advantage – why will 
people buy that product or service from you rather than 
one of your competitors?

Often, new business people will rely on experience and ‘gut 
feel’ to determine whether a market exists for their product or 
service. While this personal perspective is essential to success, 
it may help to consider the question in a slightly more 
structured way to help you to really home in on your market. 

The key things you want to establish are: 

Will your target market purchase?

Do you have a competitive advantage?
Why should people do business with you? You need 
compelling reasons for people to choose you rather than 
competitors. The need becomes even more urgent if your 
products are similar to others. 

A competitive advantage can take many forms. For example: 

• Your product or service is clearly superior or better value 
for money 

• Your product is unique, or new to the market 

• You’ve identified a niche market that others have 
ignored or serve poorly

• You stock products or offer services that others don’t

• You’ve patented your product, or registered your design  
so it can’t be copied.

Is there existing demand?
The most compelling evidence is often established 
demand. For example, have you made any sales part time? 
Do you have any orders in advance, or have you secured 
any contracts? Have you trial marketed your product or 
service on a small scale to determine its wider demand and 
acceptability? Are there existing businesses in the industry 
that you can use as market evidence?

DETERMINING  
MARKET DEMAND

This is probably the most important section of the guide. If your business idea is 
fantastic but no one wants to buy from you, then it isn’t a business. It remains an 
idea. Will people or businesses buy what you are selling? Validate demand before 

you borrow money, quit your job or buy a business.

WHO  
EXACTLY WILL 

BUY YOUR  
GOODS OR 
SERVICES? 

 WHERE  
DO THEY  

LIVE, WORK  
OR SHOP?

HOW WILL  
YOU REACH  

THEM?

++

+
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There are lots of ways you can do research into your 
market. By far the most common (and realistic) approach 
to is to simply get out and talk to as many potential 
customers as possible about your idea. You might like  
to develop a simple questionnaire such as this:

• What do you like about my idea?

• What do you think could be improved?

• Would you buy this product or service? If not, why not?

• What price range would you be prepared to pay?

Here are some cost-effective ways to conduct robust  
market research:

• Get in touch with an experienced business owner within 
your industry – many owners are happy to share their 
knowledge and support new businesses. 

• Most industries will have an industry association that 
produces research or can offer you some information  
or insight.

• Statistics New Zealand has a wealth of information free 
of charge you can access by visiting stats.govt.nz. 

• Accessing information held by universities or 
polytechnics may be a cheaper alternative to 
professional market research.

• Look at other parts of New Zealand and other countries. 
If similar products or services exist, chances are a 
demand has been developed. For instance, if you live 
in a town that does not have a bakery, but you know 
a similar town does (and the bakery is really busy), a 
demand probably exists.

Compliance and legal restrictions
Now is the time to research anything that may prevent you 
from being in business. It is assumed that what you have 
in mind is legal, but are there other aspects you haven’t 
thought of such as local council restrictions, licences to 
operate or leases you may need to acquire, permission 
from any other stakeholders, industry qualifications or 
levels of expertise?

There could be health and safety and Resource 
Management Act impacts on the ability for you to run 
your business. There is a useful summary of these on the 
business.govt.nz website.

Questions your market research should answer
• The industry size, characteristics of major competitors, 

market segments, sales volumes and various channels to 
market (include $ figures wherever possible).

• Future industry trends and predictions. 

• Your ideal customer (age, life stage and budget), 
including how many there are in the market, how  
many are your customers, where and how they buy  
your product.

• The best way to advertise and promote and the best 
channels by which to sell. 

• Current prices and supplier costs.

Bringing it together
Bringing together your research on market demand 
and your competitive advantage is a bit like presenting 
evidence to a court – i.e. you are trying to convince a jury 
that your business will work by presenting evidence to 
them. For example:

• There’s a similar business in another town or city that 
does a roaring trade.

• Everyone you ask says they will buy from you. 

• It’s very popular in other places or countries.

• You have some statistics or research to back up your 
assumptions.

• You have a customer already signed up. 

• You have a customer base loyal to you. 

• Research indicates demand for your product or service.

Get advice from people with industry knowledge.  
It’s important to get honest answers, so be careful 
about asking family or friends because you are 
likely to get one of two typical responses:

1.   To show their support they may say nice things 
about your idea.

2.   For various reasons they may be negative 
and suggest you would be better off with the 
security of a regular wage or salary.

TIP

MARKET RESEARCH

http://www.stats.govt.nz
http://www.business.govt.nz
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THE BEST ADVICE USUALLY 
COMES FROM PEOPLE WHO 

HAVE BEEN IN BUSINESS  
and therefore understand the challenges and  

opportunities you face or from people who  
have previously bought the type of product  

or service you are selling.
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Writing a business plan helps you plan where you want 
to go; your future end destination matched with the 
milestones along your path.

At any time, a quick glance at your business plan lets you 
determine if you are on track to achieve your goals, or 
whether you might have to steer the boat back on course.

A business plan also identifies areas of your business you 
might have previously overlooked that need attention, or 
areas that present an opportunity to implement something 
new or different.

Think of your business plan as a decision-making tool. 
Without it, your business may feel like it’s getting 
somewhere – but is it where you’d choose, and is there a 
better way? A business plan helps you steer towards a clear 
destination by giving you a blueprint for future growth. 

WHY PLAN?

A business plan is an excellent investment in a new 
business for these reasons:

Completing the plan will help you to think through each 
aspect of your proposed business. You’ll find your ideas will 
sharpen as you develop them into practical steps. The plan 
transforms your ideas into a series of practical steps that you 
can follow. This gives purpose and realism to your concept.

A business plan will help when you speak to the bank, 
other lenders or investors and your accountant, lawyer 
and advisers. The plan builds confidence by showing you 
have thought through your ideas and translated them into 
achievable steps.

The plan provides a focus and motivation for you and your 
staff. It will help you to share your vision for the business 
and turn that vision into action and allow you to measure 
your progress along the way.

Who uses a business plan?
You, along with your management team and staff, will 
be the main users of your business plan and financial 
forecasts. But the information will also be useful to 
professionals who provide you with business services.

These include:

• Your bank – a business plan gives them the information 
they need when setting up your cash management, 
funding and investment services or considering 
applications for finance.

• Your accountant – although your accountant will often 
help you to prepare your business plan (particularly the 
financial statements), they will also use the information 
you provide in the plan to offer further advice.

• Your lawyer – your lawyer can provide advice on the way 
you structure your business and enter agreements with 
other parties (e.g. leases). Business plans and financial 
forecasts give the background information needed 
when providing these services.

• Investors – a business plan is vital for showing investors 
what your business is about and how you plan to make 
them money.

Before you begin
Before you launch into writing your plan, consider some of 
these useful tips:

• Set an agenda and make sure you bring all the necessary 
information with you. If you’ve already made some sales 
you should have financial statements i.e. profit figures, 
sales figures and business costs.

• Be realistic. It is easy to be overly optimistic about new 
ideas. Constantly think about the targets you have set.

• Plan for balanced growth. Growth that is too rapid or too 
slow could cause difficulties.

• Your business plan should recognise that things like 
markets, consumer needs, technology, products and 
services are constantly changing.

• Inevitably, your business plan will focus on the year 
ahead. But you should also take a long-term view. 
Consider issues that will affect your business as far ahead 
as five years’ time.

Visit ANZ Biz Hub to download your own business  
plan template. It will help you create your own 
business plan from scratch that you can save 
and print. The secret is to keep your plan short, 
simple and practical, so it’s easy to implement. 
Otherwise it’ll end up gathering dust on a shelf.

TIP

CREATING A BUSINESS PLAN

WHAT IS A BUSINESS PLAN? 
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Preparing your business plan
Every business is different so planning requirements are 
different also. There are a number of ways that you can 
format your business plan, but generally the information 
should flow in a logical order as suggested below:

• Where are you at right now – in business or still nailing 
down the finer details?

• What sort of business are you proposing and what 
product or service will you sell?

• What is the structure of your business (in terms of 
ownership, personnel, type of company etc.)?

• Why are you going into business – do you have a 
‘Statement of Purpose’?

• SWOT – strengths and weaknesses of your business idea 
(internally focused) and opportunities and threats in the 
market (externally focused).

• What are your most important processes (e.g. managing 
suppliers, financial monitoring, marketing, sales and 
distribution)? For each process, describe how it works 
now, how it should ideally work and what needs to be 
done to reach that point.

• Your marketing strategy – how will you engage with  
your audience? 

• What are your business goals? What are your business 
objectives? You will likely have different objectives for 
each major part of your business (e.g. marketing, sales, 
operation and distribution).

• How will you get there? For each major part of your 
business, outline the key business strategies and 
activities required to meet your objectives.

• Outline your plans, including when each activity should 
be completed and by whom.

Revisit your plan 
Many people only write a plan when they first start out or 
need to raise funds, but it’s a mistake to use it so little. Your 
business will have to adapt to changing market conditions, 
so revisiting your plan at least once a year will help provide 
direction for growth and manage risks. This is another 
good reason for keeping it brief – you won’t be able to face 
updating your plan regularly if it’s 100 pages long.
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Calculate your break-even point
It’s important to know what your break-even point will 
be when you start up a business. This is where your costs 
equal your income so you neither make a profit or a loss.

ANZ Biz Hub contains a free break-even point calculator 
that you can use to speed up your calculations. 

Use this calculator to identify:

• What level of sales you require each week to cover costs

• The impact on increasing price (or discounting) will have 
on the sales required to break-even

• How lowering fixed costs can dramatically improve your 
break-even point.

Financial positioning statement
A major part of your business plan will be your financial 
statements. The key ones for your business plan will be:

1. Projected profit and loss statement – this shows 
your predicted profit for the year (but does not necessarily 
reflect the actual cash in and out of the business).

2. Cash flow forecast – this shows your predicted cash 
flow (actual cash in and out), usually for the period of 
a year.

1.  PROFIT AND LOSS STATEMENT

A profit forecast tests the viability and sustainability of 
your business idea, by establishing the volume of sales 
that the business needs to generate to cover its costs 
before generating a profit. If you are starting your business 
from scratch, remember that it may take time to establish 
a customer base and revenue stream. Be mindful that 
many businesses experience seasonal fluctuations in sales 
revenue that also need to be factored in.

To prepare a profit and loss statement, it’s probably  
easiest to first prepare the information in a monthly table 
or spreadsheet.

•  Work out your estimated sales per month for  
the coming year.

• List your direct costs for each month (e.g. cost of goods 
sold). Note direct costs should be exclusive of GST.

• Subtract your direct costs from your turnover to 
calculate your gross profit.

• List your operating expenses for each month (expenses 
should be exclusive of GST).

• Subtract your operating expenses from your gross profit 
to calculate your net operating income.

CALCULATE YOUR  
SALES TARGETS  

AND RUNNING COSTS

Before you progress further with your idea, you’ll need to crunch the numbers 
and find out if your idea is profitable. Even if you’ve never made a sale, you can 
predict the future financial outlook of your business by completing a cash flow 

and break-even forecast.

CALCULATE YOUR  
SALES TARGETS  

AND RUNNING COSTS

Before you progress further with your idea, you’ll need to crunch the numbers 
and find out if your idea is profitable. Even if you’ve never made a sale, you can 
predict the future financial outlook of your business by completing a cash flow 

and break-even forecast.



16

2.  CASH FLOW FORECASTING

A cash flow forecast is similar to a profit forecast, however 
there are crucial differences. Whilst the profit forecast 
enables you to estimate and target the revenue the 
business needs to generate to make a profit, the cash flow 
forecast aims to predict the cash flow cycle of the business 
over a period of time to enable you to budget effectively. 

• Based on your profit forecast projections, work out how 
much actual cash you think you will get from sales each 
month (your cash inflow). Remember to include GST if 
applicable. This will be the income from your cash sales 
that month, plus payments from debtors received that 
month. It doesn’t include sales made that month where 
you have yet to be paid (e.g. sales made on credit).

• Similarly, list all your cash outflows per month. 
Remember to include GST if applicable.

• List your debt servicing cash outflows per month.

• List any cash outflows from purchasing capital 
equipment or other expenses each month.

• Subtracting all of your monthly cash outflows from 
your monthly cash inflows will give you a monthly cash 
position (either surplus or deficit).

When preparing your cash flow
A good cash flow is not just a spreadsheet of numbers that 
you have quickly made up. It will be the document that 
anyone looking at your business will spend the most time 
on. If part of this is weak, or you have no real idea why you 
put the numbers in that you did, then outside people will 
think ‘what else is weak in your plan?’

As you complete the cash flow, make notes as to the 
assumptions that underline these figures. Then write them 
into the additional notes so anyone reading your cash flow 
will have some understanding as to how the calculations  
were determined.

Your forecast for the business reflects a realistic balance 
between proper market-driven sales projections (not 
guessing) and an accurate costing and pricing of your 
goods and services.

Even though you have not started yet, the amount of time 
you spend on assessing a realistic sales level is crucial.  
You should also outline exactly how you came to the sales 
figures for each month (and don’t forget seasonality – it is 
highly unlikely that you will have the same sales level for all  
12 months of the year).

ANZ Biz Hub contains a Cash Flow Template 
Calculator that you can download to use for free.

TIP
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GETTING FINANCE

If the cash you have available is less than the total funds 
required to start your business, then you may need to borrow 
the shortfall. If it’s a significant sum of money, you may also 
be asked to provide evidence of your personal finances. 

This will typically include:

• Statement of personal financial position – this lists 
what you owe (liabilities) and what you own (assets) and 
will help lenders to assess what you could contribute to 
the business in the way of equity (capital) or security for 
any loans advanced.

• Income/outgoings position – this shows how much 
income you have coming in each month and how much 
you spend each month. This might also be referred to as  
a budget.

STATEMENT OF PERSONAL  
FINANCIAL POSITION

The statement of personal financial position is simply a  
list (and present value) of all of your assets and all of  
your liabilities. 

Your assets should include any:
• Cash held in any bank accounts, finance companies, 

building societies and credit unions

• Property owned

• Motor vehicles

• Bonds or shares held

• Major furniture and household effects

• Life or superannuation policies (‘surrender’ value)

• Other assets.

Your liabilities should include any:
• Cash owing on bank accounts (e.g. overdraft) or  

credit cards

• Other outstanding accounts

• Loans on life policies

• Mortgages and loans

• Money owing on hire purchase agreements

• Taxes due

• Other liabilities.

CALCULATE HOW MUCH MONEY YOU NEED

To work out how much money you’ll need to start your business, you need to 
calculate two things – your start-up costs (your one-off, set-up costs) and your 
working capital requirements (your regular on going costs).

START-UP COSTS

These are the funds required to buy equipment, the 
purchase price of the business/franchise and all other set- 
up costs, including items such as office equipment, new 
phones, deposits on leases, legal fees, signage, vehicles  
and initial stock.

WORKING CAPITAL

This comprises all of your regular monthly costs, such as 
rent, advertising, insurance, utilities, fees as well as your 
direct input costs such as raw materials, stock and wages.

To calculate your total working capital requirement, multiply 
your monthly costs estimate by the number of months you’ll 
be in business before you start to get money in from sales.

Tips to reduce funding needs
• You don’t have to pay cash for everything; indeed, 

this can cut down on the cash resources (working 
capital) you need to fund the business until it becomes 
profitable. Look at other forms of financing capital 
equipment and vehicles (such as leasing or hire 
purchase). This makes particular sense for technology 
equipment (such as computers) that can quickly 
become outdated.

• Keep on good terms with your suppliers; they can be a 
useful source of credit when things are tight.

• The more business you can do for immediate cash 
payment the better. This will improve your cash flow and 
reduce the need for working capital or drawing on an 
overdraft facility.

• If you do business on credit, avoid the temptation to 
extend credit to every new customer. Check references, 
make sure they accept your terms of trade and set 
up systems to follow up overdue debts quickly and 
consistently.

• Talk to your accountant and an ANZ Business Specialist 
to ensure your loan portfolio is balanced: short-term 
loans for items with a short lifespan and longer-term 
loans for assets with a longer life (such as buildings).
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Your outgoings should include any:

• Housing costs

• Loan and credit card repayments

• Hire purchase payments

• Additional tax payments

• Life insurance premiums

• Motor vehicle costs

• Utilities, insurance and other bills

• Living expenses

• Savings

• Other expenses.

Your income should include any:

• Salary

• Income from rental property 

• Rent and board

• Income from investments

• Benefits

• Any other income.

There is a range of different finance options for 
your business and it is likely that you will require 
a combination of finance options to meet your 
short-term and long-term funding requirements. 
You should speak to an ANZ Business Specialist to 
discuss the options that best suit your needs.

TIP

INCOME/OUTGOINGS POSITION

Your income/outgoings position is simply a budget that shows what your 
income and expenses are on a monthly basis. 

Salary
Any other 

income

Income  
from rental 

property 
Benefits

Rent and 
board

Income from 
investments

Loan and 
credit card 
repayments

Additional  
tax  

payments

Hire purchase 
payments

Housing 
costs

Life 
insurance 
premiums

Savings

Utilities, 
insurance and 

other bills

Living 
expenses

Other 
expenses

Motor 
vehicle 

costs

YOUR  
BUDGET

INCOME

OUTGOINGS
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So, in this example, you require $160,000. You have $60,000 
in cash, plus $80,000 available in secured lending against 
your house. That leaves a further $20,000 required. In this 
example, set up costs include the purchase of equipment 
which could be funded through asset finance.

Total funds required $160,000

Cash savings $60,000

Additional funding required  
($160,000 - $60,000)

 
$100,000

House value $600,000

Maximum borrowing (80% of $600,000) $480,000

Existing mortgage $400,000

Equity available ($400,000 - $320,000) $80,000

HOW MUCH CAN YOU BORROW?

Working out how much you can borrow depends very much on your personal 
circumstances and the nature of your business. However, for the purposes of working 
out roughly how much you can borrow, the following example may be helpful.

–– ==

Total funds 
required

Maximum borrowing 
(80% of house value)

Additional  
funding required

Equity 
available

Cash 
savings

Existing 
mortgage

 
FUNDS REQUIRED

 
EQUITY

160K 100K 480K 80K400K60K
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Note: All figures quoted are indicative and the ability to 
borrow is provided as a guide only.

A key reason for finance being declined (and 
for businesses failing) is that business owners 
want to borrow more money than the business 
can realistically repay, and often don’t make a 
provision for working capital during the start-up 
phase. So you need to demonstrate that your 
business has the ability to cover costs and finance 
any borrowings.

TIP

Cash savings $60,000

Equity loan $80,000

Asset finance $20,000

Total funds $160,000

 
AVAILABLE FUNDS

=++

Cash 
savings

Equity 
loan

Asset  
finance

Total 
funds

60K 80K 20K 160K
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Banks often take quite a cautious approach to start-up 
businesses, especially if a large part of your lending 
requirement is unsecured. Here are a few tips to help  
you get your finance approved and make the process 
simpler for you.

• Double check your business plan is watertight and feasible 
– consider asking for second and third opinions.

• Ask your accountant to help. A good accountant will be 
experienced in finance applications and invariably make 
the process a lot smoother.

• Be prepared to discuss your work and business history. Take 
along a copy of your CV (and your partner’s, if applicable).

• Remember that having sufficient funds, or the security 
(collateral) to secure funding, is not sufficient in itself. You 
need to be sure in your own mind and convince lenders 
that you have the skills, experience and the right business 
concept to be successful.

• Allow plenty of time. We recommend starting the finance 
application and account opening process at least six weeks 
prior to your business start date. This allows time to set up 
your merchant facilities, transfer accounts between banks, 
work through any issues with the loan application and test 
your staff and supplier payment facilities – and it means 
that you won’t be running around panicking about your 
bank accounts the day before you open the doors!

• Ask an ANZ Business Specialist about anything you don’t 
understand. An ANZ Business Specialist has expertise to 
offer and can help explain things to you.

As well as providing finance to help you get started,  
we’re happy to help set up other facilities you may need  
for your business.

MANAGING YOUR 
BANKING

Once you have identified that you have the skills and necessary drive to be 
self employed, that the business idea is feasible and a demand exists, and the 

necessary finance is in place, it’s time to start getting ready!

Double check  
your business 

plan is watertight  
and feasible

Ask your accountant 
to help

Be prepared to  
discuss your work and  

business history

Be sure in your own  
mind and convince 

lenders that you have the  
skills, experience and the  
right business concept 

to be successful

Allow plenty 
of time

Ask an  
ANZ Business Specialist 

about anything you  
don’t understand
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arrange over the counter terminal solutions (through 
our trusted partner EFTPOS New Zealand) for retail and 
hospitality environments, mobile solutions for businesses 
on the move and online payment options for web based 
or mail/telephone order businesses.

EFTPOS New Zealand Limited (‘ENZ’) is not a related company 
of ANZ. ANZ does not warrant the quality of goods and/or 
services provided by ENZ or their suitability for your particular 
circumstances.

ANZ FastPay
ANZ FastPay is a mobile payment solution that lets you 
accept EFTPOS, Visa and Mastercard payments on the go 
anywhere, anytime. ANZ FastPay comes with a contactless 
enabled Card Reader that connects to your compatible 
smartphone or tablet to allow your customers to simply tap, 
insert or swipe their card to process a payment.

ANZ FastPay is only available to approved merchants who meet 
ANZ’s credit approval criteria. ANZ FastPay transactions must be 
settled into an ANZ business account. Terms, conditions, and fees 
apply. Use of ANZ FastPay requires a compatible device and a 
cellular or wireless internet connection.

ANZ goMoney
ANZ goMoney, is our fast and secure banking app for 
iPhone, iPad and Android. View your account balances and 
transaction history. Transfer money. Pay your bills. Make secure 
payments to anyone with just their mobile phone number. 

iPhone and iPad are trademarks of Apple Inc. registered in the 
U.S. and other countries. 
Android is a trademark of Google Inc.
ANZ goMoney eligibility criteria, terms and conditions apply.

Paying wages and bills
A lot of your payroll and bill payments can now be made 
online and integrated with your online banking and office 
computer systems. 

DAY-TO-DAY BANKING

A transaction account is fundamental to the day-to-day 
running of your business. Most of the payments in and 
out of your business will be channelled through this 
account. It may also be linked to an overdraft facility 
to allow for working capital requirements. Other ANZ 
accounts and services that can help your day-to-day 
banking include:

ANZ Business Start-up Package 
We understand what it takes to get a new business off  
the ground. With the ANZ Business Start-up Package, 
if your business is less than two years old, you’ll pay no 
transaction or monthly account fees on your ANZ Business 
Current Account for the first12 months. Plus, you’ll pay no 
annual card fee (including additional card fee) for the first 
12 months on an ANZ Visa Business card*.

Eligibility criteria, terms and conditions, fees and charges apply.
*  Package details are subject to change. Lending criteria, terms  

and conditions and fees apply to all lending facilities. View a copy 
of the Reserve Bank Disclosure Statement or request a copy at 
any ANZ branch free of charge.

ANZ business credit cards
Cards are convenient, make reporting and reconciliation 
simple, and allow you to manage your business-related 
expenditure more effectively. An ANZ Visa Business Card 
helps make your business easier to manage by keeping 
business and personal spending separate. You can also 
choose from four different card options to suit your 
business: AirpointsTM Rewards, CashBack Rewards, Low 
interest rate or Low fee. 

ANZ lending criteria apply. Conditions of Use apply to the use 
of the Card, a copy of which, along with the details of the fees, is 
available by calling 0800 269 249.

Accepting EFTPOS, debit and credit card payments
Collecting payments quickly and securely from your 
customers is critical to good cash flow and the success 
of your business. We provide debit and credit card 
processing facilities, including contactless, and can 
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Are the people in your business protected?
Consider what would happen if you or a key employee 
were to suffer an illness, injury or die. As a business owner, 
could you survive or exit gracefully from crises like these?

Insurance can help:

• Protect you and your family

• Prevent a major interruption to your business

• Repay your debt

• With succession planning.

Is your business sufficiently protected?
If the unthinkable should happen and a fire, burglary or 
flood strikes your business, the results could be devastating 
not only for the business but also for you, your staff, your 
customers and, of course, your family.

Most businesses have some form of insurance, but are you 
certain you have sufficient cover to really meet your needs, 
or even the right kind of cover?

Cover to think about:

If you are involved in international trade (either as an 
exporter or an importer), we can help you to: 

• Transfer money internationally

• Provide the financial documents required for importing 
and exporting

• Protect yourself against currency inflations

• Guarantee payment for goods and services traded 
internationally

• Set up foreign currency accounts

• Fund purchases overseas.

Visit anz.co.nz/business/international-trade for a complete list 
of ANZ services. Also seek further advice from Chambers of 
Commerce, and industry groups such as Export New Zealand.

INSURANCE FOREIGN EXCHANGE

It can be quite daunting thinking about all 
the banking facilities you may need for your 
business. Talk to an ANZ Business Specialist and 
they’ll work with you to find the best option 
for your business. To speak to an ANZ Business 
Specialist, call 0800 269 249.

TIP

Commercial  
property

Business  
interruption

Cyber  
insurance

Life, trauma, income 
protection

Business  
assets

Business  
liability

Key 
person

Business  
overheads

http://anz.co.nz/business/international-trade
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• Started by one person. 

•  Usually, a sole trader can begin trading without following 
any formal process to establish or register the business.

• The owner is personally entitled to all profits and is also 
personally liable for all taxes and debts.

 
 

• Two or more people can form a partnership, usually with 
a formal partnership agreement.

• Partners usually share any profits or losses equally (unless 
otherwise agreed in the partnership agreement).

• Each partner is liable for any debt within the partnership. 
The partnership itself does not pay income tax; it 
distributes income to the individual partners who then 
pay income tax.

 
 

• One or more people can start a company.

• A company exists as a formal and legal entity in its own 
right, separate from its owners or shareholders.

• A company must be formally registered at the  
New Zealand Companies Office.

• The company owns all assets and liabilities of the 
business and is responsible for any debts.

You can find out more by visiting ANZ Biz Hub for 
information on business structures.

BUSINESS NAMES

You can check to see if the business name you have  
in mind is available as a company name, domain name for 
your website and a possible trademark, all at once. Go to  
business.govt.nz/onecheck, a free online tool that allows 
you enter your proposed business name and the tool 
searches all three databases at once. 

TAX AND GST

You will be doing your business a great favour if you get 
on top of taxation issues right from the start. In a well-
managed business there should never be an ‘unexpected’ 
tax shock because most taxation is predictable and 
therefore can be planned for – especially if you consult your 
accountant and take advantage of free training on offer. 

Understanding different types of tax
There are a number of taxes you may have to pay, or at 
least know about. The main ones are:

Income tax
The amount of tax you pay is based on your net profit. 
This is your business income (all the goods and services 
you have sold) less the expenses used in gaining your 
business income.

This is usually estimated and paid in installments 
throughout the year and is called ‘provisional tax’. If you 
make more profit than you thought, you will need to pay 
slightly more at the end of the year. This is called ‘terminal 
tax’. Similarly if you made less profit than you thought, you 
may get a tax refund or credit.

Talk to your tax adviser on when you will need to make tax 
payments. It’s good idea to set money aside as you earn it 
to pay for this as there are penalties for late payment.

Profits earned are taxed at different rates depending on if 
you are trading as a company, sole trader or partnership.

Accounting Income Method
Introduced in April 2018, AIM is an option for small 
businesses to use approved accounting software to 
calculate their provisional tax on a pay-as-you-earn basis. 
Visit ird.govt.nz for more information.

TIPS

BUSINESS STRUCTURE AND BUSINESS NAME

The most popular business structures in New Zealand are sole traders, companies 
and partnerships. Your lawyer and accountant can advise you on the best 
structure for your business. Below is a brief outline of each type:

You can apply for the new company’s tax number 
from the Inland Revenue through the Companies 
Office website, business.govt.nz/companies, at 
the same time that you form your company.

To help you account for GST, remember to keep 
proper tax invoices of all goods or services you 
supply as well as invoices for all the goods and 
services you buy for the business.

Sole Trader

Partnership

Limited Liability Company

http://www.business.govt.nz/onecheck
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Pay as you earn (PAYE)
If you employ staff or pay yourself a wage as a shareholder 
employee, you have to make PAYE deductions from 
your employees’ earnings and pay these deductions to 
Inland Revenue each month. You may also need to make 
deductions for child support, KiwiSaver or student loans 
depending on your employees’ circumstances. PAYE 
deduction includes an ACC Earner’s levy.

Employer Superannuation Contribution Tax (ESCT) is 
another deduction you may have to make if you provide 
superannuation benefits to staff. 

Individual employees will have different tax codes (and tax 
rates) depending on their personal circumstances.

Goods and services tax (GST)
You must register for GST if your business turnover is likely 
to exceed $60,000 per year. Registration is optional below 
that threshold, but can be a good idea for two reasons:

• If you have a lot of start-up costs such as equipment  
you may get a GST refund straight away.

• For credibility you may not want suppliers and 
customers to know that you are turning over less  
than $60,000. 

By registering for GST you pay the difference to Inland 
Revenue on 15% of all your business income and capital 
sales, less the 15% on all your business expenses and 
purchases. If sales exceed these expenses you pay GST.  
If expenses exceed sales you get a GST refund.

Fringe benefit tax (FBT)
FBT is payable on most benefits (perks) given to your 
employees or shareholder-employees (including yourself ).

Examples include motor vehicles, subsidised or free 
goods and services, low-interest loans and employer 
contributions to superannuation schemes and specified 
insurance policies.

There are different methods (and different rates) for 
calculating FBT – you should speak to a tax adviser for 
more information.

Because everybody’s individual circumstances are 
different, it’s important that you get professional 
advice specific to you and your business. Inland 
Revenue offers a free business tax information 
service for businesses that are starting up or 
changing the way they operate. Inland Revenue’s 
advisers will tell you:

• Which taxes you need to know about 

• What records you need to keep

• How to complete your tax returns (for example,  
GST and employer returns)

• When to file returns and make payments. 

To find out more about these services and the  
other resources available from Inland Revenue, 
visit ird.govt.nz

TIP

ANZ OFFERS A SERIES OF 

FREE BUSINESS WORKSHOPS 

ON EVERYTHING FROM 

MARKETING TO BUSINESS 

PLANNING. VISIT ANZ BIZ 

HUB TO FIND OUT MORE.

http://www.ird.govt.nz/businesses
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You may like to get help from your accountant or 
bookkeeper to set these systems up, but it’s useful  
to know how the accounting system works.

Having good systems will help you to:
• Determine whether your business is making enough 

money to meet its expenses

• Make purchasing decisions depending on budget 

• Have enough money to pay taxes

• Demonstrate to investors, bankers and others that your 
business is sound and is being run professionally

• Save time. A good system will allow you to get a realistic 
picture of your business when you need it without being 
so time-consuming as to be a burden

• Save money on accountant fees. If you’re doing the  
day-to-day book keeping, your accountant won’t 
have to spend valuable time (that you’re paying for) 
getting your books in order. You’ll be able to use the 
accountant’s services for more specialised tax and 
financial advice instead.

What to monitor with systems:
• Sales revenue – it is important to understand where your 

income comes from and when. This will allow you to 
improve underperforming parts of your business or put 
more energy into areas where sales are high

• Direct costs – your direct costs of sales are usually 
variable costs and likely to fluctuate month to month. 
You should monitor these in relation to your sales 
revenue to maintain your gross profit margins

• Operating expenses – usually these are fixed costs and 
don’t vary much from month to month, but they need 
monitoring to ensure they don’t get out of control

• Stock levels – having too much money tied up in  
slow-moving stock can produce cash flow problems, 
while running short of stock can adversely affect sales 
and customer satisfaction. Some things to consider 
when monitoring stock levels are volume of turnover, 
reliability of supply, most economical size of deliveries, 
wastage and costs of storage

• Taxation liabilities – even though you are not required 
to pay provisional tax in your first year of business, you 
may be eligible for a tax discount for making voluntary 
payments in your first year. This can reduce your tax 
liability and help you manage your cash flow better if 
you pay tax on a pay as you go basis throughout the 
year rather than paying a lump sum when the bill is due 
for payment

• Debtors – cash flow is king for small businesses so 
you have to ensure that where you extend credit to 
customers, they pay their bills on time. This means 
having a sound invoicing system and following up any 
overdue debts

• Working capital – producing a working capital statement 
regularly will show you your current assets against your 
current liabilities (the difference being your available 
working capital).

ACCOUNTING RECORDS

Setting up good accounting and record keeping systems is essential to running 
an efficient and successful business. 

CASHBOOK
CHEQUE  

AND DEPOSIT  
BOOKS

RECORDS 
OF SALES++

WHAT  
RECORDS 
TO KEEP
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What records to keep
You must keep your business records for at least seven 
years, as they are the key evidence that Inland Revenue will 
use if they audit your business. 

The key elements in your record-keeping system should be:

• Cashbook – this records all transactions, payments and 
receipts. The transactions should be coded into different 
categories (e.g. sales, wages, electricity) to give you 
useful information on patterns of income and spending

• Cheque and deposit books – butts should contain full 
details of the transactions

• Records of sales – these should distinguish between 
credit sales and cash sales

• Orders – a centralised system for orders is invaluable for 
management and forward planning

• Worksheets – if you are issuing invoices for products or 
services, you will need an efficient, accurate system for 
capturing information on work done and costs to be 
passed on

• Invoices – if you issue invoices, ensure you can easily 
extract information on outstanding accounts

• Accounts payable – these should be checked and filed 
in such a way that it’s easy to summarise your bills and 
prioritise them for payment.

Comparing manual versus software systems
You can start off with a manual cashbook or keep track 
of your sales and outgoings on an Excel spreadsheet. But 
if you are serious about being in business you should 
consider using accounting software to manage and track 
your business finances. Some of the benefits include:

• Real time information, especially if you use cloud-based 
software that links to your bank account information

• You will save money with your accountant/bookkeeper 
as they can log in and see/load your data

• Automatic calculations of GST and other tax types to 
reduce the chance of error

• It will be quicker, more accurate and you can access 
exactly what is happening anywhere you have a device 
connected to the internet.

Accounting software providers in New Zealand 
include MYOB and Xero. Search online or seek 
recommendations from other business people or 
your accountant/bookkeeper.

TIP

ORDERS WORKSHEETS INVOICES
ACCOUNTS 
PAYABLE+ + +
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Be patient when prospecting. It’s not unusual 
to wait for a ‘gold’ prospect to turn your way, so 
calculate the revenue potential before you make 
your first pitch. If the account looks good enough, 
be patient and (gently) persistent.

TIP

5
THE

LAUNCH
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Encourage referrals and word of mouth
People will often talk about a ‘new’ business that has 
started up, and it is your chance to build word of mouth 
from day one. Referrals from customers is the easiest and 
cheapest way to acquire new sales leads and customers 
and an effective way to grow sales as:

• Satisfied customers become your marketing agents. 
People tend to trust friends and business colleagues to 
direct them to suppliers that offer great value

• A referral costs very little compared with the expense of 
advertising for new customers

• Prospects are already half-sold. A recommendation 
from an existing customer carries more weight than any 
claims you might make in your advertising.

Be active
Encourage and accelerate the referral process by 
implementing some or all of these steps:

• Give customers flyers or business cards to pass on to 
friends or colleagues

• Include a ‘send to a friend’ button or message on your 
emails, newsletters and on your website

• Develop some incentives (such as discounts) that will 
encourage referrals

• Train staff to actively ask customers for referrals and  
new leads

• Set a budget for implementing referral tactics

• Always ask, “How did you find out about us” to  
track referrals.

A marketing plan
Create a marketing plan to identify, locate and sell to your 
customer groups:

• Allocate a budget and calculate what sales you need to 
recover the cost of the campaign and make a profit

• Match effective advertising tactics to each customer target

• Roll out the campaign and measure the results, adjusting 
as you go based on what works and what does not. It’s a 
good idea to start with a relatively small sample and see 
what works before rolling out a wider campaign.

Plan your approach
Start investigating how you can get ‘in the door’ to pitch your 
product or service if you sell to other businesses. Learn as 
much as possible about the target’s structure, organisational 
chart and its focus and plans. Then plan your approach.

For example, you may decide to:

• Search the organisation’s website for relevant  
contact information

• Contact your business association or ask a colleague  
for leads

• Call the organisation directly to identify the decision maker.

GAINING AWARENESS

The most exciting part of starting a business is the actual launch.  
You are telling the world that you are now open for business and as you usually 
only have one launch, it’s important to take advantage of the possible free press 

or coverage you might get.
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As you would expect, building an online presence is 
increasingly important. Almost everyone is connected 
via the Internet in some form, and Internet searches are 
the dominant way most of us find out about anything. 
It’s the same for your customers. It’s highly likely they will 
either find you online, or at least check/research your 
business and you online. 

As a minimum, you should make sure you’re on Google My 
Business with your business name and contact information 
so you can be found and contacted.

HERE ARE OUR TOP TIPS

Use social media
Social media is an established and growing form of 
keeping in touch and demonstrating an online presence. 
Don’t worry if you don’t know a ‘retweet’ from an ‘RSS 
feed’ – you don’t really need to understand every little 
detail to get started. But you will need to know a little 
about different social media platforms and decide on the 
platform that will best suit your business objectives. Here’s 
a quick rundown of the top social media platforms:

Google My Business (google.com/business)
Ensure that your business information is available on Google 
search, Maps and Google+ so that your business can be 
found. This gives your customers the right information at the 
right time, whether they need directions to your business, 
opening hours, or a phone number they can click to call you 
on their smartphones.

Facebook (facebook.com)
Creating a Facebook page for your business also helps 
boost your chances of being found. With Facebook, you 
can post both messages and photos, which means that 
the people who follow your business can see your business 
updates. You can also use photo albums to create a gallery 
of current and new products or previous works. If you’re 
feeling more advanced, you could also check out Facebook 
for Business which has information on Facebook ads and 
other marketing functionalities available on Facebook.

Twitter (twitter.com)
Twitter is used to send and read text-based messages of 
up to 140 characters, known as ‘tweets’ – kind of like an 
SMS message but delivered to a global audience. Twitter 
connects businesses to customers and people interested in 
their products and services.

Instagram (instagram.com)
Instagram is a mobile photo-sharing, video-sharing, and 
social networking service that enables its users to take 
pictures and videos, and share them either publicly or 
privately on the app, as well as through a variety of other 
social networking platforms, such as Facebook, Twitter, 
Tumblr, and Flickr. Engaging visual content is central to the 
Instagram experience. Your brand’s content should add 

to and enhance the experience for your followers but not 
intrude upon it. You can share short-form content in the 
way of beautiful imagery or videos, or make a brand play 
and present the world through the eyes of your brand. 
Content is also made more discoverable though the use of 
relevant hashtags that aid discoverability of your business. 
Like Facebook and Twitter, Instagram has paid promotion 
(ads) functionality.

Snapchat (snapchat.com)
Snapchat is a mobile messaging app that allows you to take 
short self-destructing ‘Snaps’ (pictures or video messages) to 
send to individuals or to post to your Snap Story. Stories are 
compilations of Snaps that create a narrative and appear in 
chronological order. Adding a Snap to your Story allows your 
followers to view your Snaps for an unlimited number of 
times over 24 hours (unless you delete them, of course!). The 
key to Snapchat is it is all about low-fi, snackable content that 
is sticky, because it draws followers back to consume new 
content every day. Furthermore, you can leverage your other 
social media channels (e.g. Twitter and Instagram) to gain 
more followers on Snapchat. Paid promotion on Snapchat 
comes either in the form of a bespoke geofilter, sticker or 
lens. Full screen ads are also an option on Snapchat (served 
between Snap Stories).

WordPress (wordpress.com)
WordPress is a free and open source blogging tool to allow 
you to post blogs and comments. This is a good tool to use  
if you want to upload previous works and customer 
testimonials as you’ll be able to add in all relevant photos  
and detailed information. 

LinkedIn (linkedin.com)
LinkedIn is a social networking website connecting people 
in professional occupations. It’s best thought of as a giant 
networking conference and is a great way of exchanging 
information, ideas and opportunities with partners and 
clients alike. By being present on LinkedIn, it will also help 
boost your business’ profile in online search engines.

Build an effective website
Even the smallest business benefits from the exposure an 
effective website brings, and though every business doesn’t 
need a website, and you could probably get away with a 
Facebook or Google My Business presence, most people 
would expect a business to have a basic website to view. 

The reasons include:

• Enhanced credibility, as you can showcase examples and 
past clients

• Project an up-to-date image

• Better customer service by being able to respond fast

• Customers can learn and review your business message 
and marketing material 24 hours a day, seven days a week.

BUILDING AN ONLINE PRESENCE

http://www.wordpress.com
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Once you start your business there is a high chance that  
you will need employees to assist you. Regardless of 
when you need to hire, there are certain steps you 
should take to make it easier to get them on board and 
up to speed with your requirements.

Write a job description
Spend time thinking about your requirements and 
deciding what your new employee will be required to do. 
For example:

• A person profile and the technical, physical or personal 
requirements needed

• The problem you are trying to address

• The key tasks for the role, from the day-to-day tasks to 
likely one-off jobs and special requirements

• Likely salary expectations so you can determine if you 
can afford them

• How many hours will the role require? This includes 
whether the role will be a part-time or full-time position, 
permanent or fixed-term

• How much responsibility is required? 

Employer Responsibilities
Once you become an employer then there are a new 
set of obligations you will face, from being a responsible 
employer to filing accurate PAYE forms and payments. 

Every employee will require an employment agreement.  
You can build your own using the Employment Agreement 
Builder on the MBIE site: 

https://www.employment.govt.nz/starting-employment/
employment-agreements/

Employers are generally required to contribute 3% of an 
employee’s before-tax pay if the employee is contributing 
to a KiwiSaver scheme from his or her pay. This may change 
in the future if legislation changes.

TAKE A LOOK AT ANZ  
BIZ HUB FOR ARTICLES 
AND TIPS ON HOW TO  

HIRE THE RIGHT STAFF.  
We also run free workshops on  

Recruiting and Managing Staff – visit  
bizhub.anz.co.nz/workshops to find out when  

the next workshop is being run near you.

EMPLOYING STAFF FOR THE FIRST TIME

An online payroll solution like SmartPayroll can 
help make managing staff payments, PAYE and  
IRD returns easier. Talk to an ANZ Business 
Specialist, your accountant, or search ANZ Payroll 
for more information.

TIP
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The first place to go is ANZ Biz Hub, ANZ’s free small business portal that is packed full of guides, templates,  
training, e-learning, infographics and videos to help start your business. For example you can:

 (BIZHUB.ANZ.CO.NZ)

ANZ BIZ HUB

There is a huge amount of ongoing help available for businesses in New Zealand, 
some free, some not. Assess what level of support you require and then match 

this to which group can deliver this to you the best.

Download cash 
flow and break-even  

templates

Complete a range of  
online e-learning tools

Find out how to 
forecast sales

Build your business 
plan using the business  

plan template

Book a free workshop on starting  
a business successfully, and then 

attend further workshops on  
running your business

Review videos 
and case studies
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If possible, choose advisers who have a number 
of other clients in your industry, because they can 
often pass on experience from other clients (within 
the bounds of professional confidentiality). Your 
accountant, for example, may help you to benchmark 
your business against industry standards and suggest 
corrective measures if your business is performing 
below standard in any area.

People you can talk to include:

• Accountants

• Lawyers

• Business advisers and coaches

• Industry groups

• Chambers of Commerce

• Consultants 

• Business Mentors.

CONFIDENTIALITY 

If you are concerned about discussing your new idea with 
an adviser, asking people to sign a confidentiality or non-
disclosure agreement can be a sensible precaution to take. 
How simple or complex an agreement you use depends 
on what you need to safeguard. Search online for sample 
agreements or talk to your lawyer about the best ways to 
protect your idea. 

USEFUL WEBSITES

Searching online will uncover a range of useful websites 
that provide lots of information. Here are some we 
recommend you visit:

Business.govt.nz (business.govt.nz) 
A government site that brings together free resources,  
tools and information to help you start, manage and grow 
your business.

Statistics New Zealand (stats.govt.nz) 
Statistics New Zealand can provide valuable demographic 
information showing where people of different age and 
income groups live, which areas are growing or declining,  
and many more useful statistics. 

Intellectual Property Office of New Zealand  
(iponz.govt.nz)
Find out more about protecting your business from the 
Intellectual Property Office of New Zealand (IPONZ) 
website. It has details about patents, trademarks, the value 
of IP and other useful IP information.

Inland Revenue (ird.govt.nz)
Inland Revenue’s site has everything you need to know 
about tax, and details on how to get one-to-one support.

Business Mentors New Zealand (businessmentors.org.nz)
Business Mentors New Zealand has a range of mentors 
who can help you once you have been in business for 
more than six months. The service is free (with a small 
one-off administration charge).

New Zealand Trade and Enterprise (nzte.govt.nz)
New Zealand Trade and Enterprise (NZTE) is the 
Government’s national economic development agency. 
It provides information and resources to help businesses, 
industries and regions to develop and grow especially in 
the export sector. 

Callaghan Innovation (callaghaninnovation.govt.nz)
Callaghan Innovation is the Government entity that  
gives businesses a single front door to the innovation  
system, working in partnership with New Zealand Trade  
and Enterprise, economic development agencies,  
business incubators, universities, polytechnics, Crown 
Research Institutes, the venture capital community and 
industry associations.

Business NZ (businessnz.org.nz)
Business NZ is positioned as the voice of New Zealand 
business in local government and in national government. 
They have a range of resources, reports and publications. 

ANZ FutureWise (anz.co.nz/futurewise)
Valuable information and tools to help you make the most  
of KiwiSaver as a self-employed individual.

BANK SUPPORT

ANZ is here to help you start your business successfully, 
and make being in business a little easier. 

An ANZ Business Specialist can help: 

• Assess your business idea from a finance perspective

• Work out the best way to fund your business

• Look at your personal financial statements, cash flow 
forecasts, profit and loss statement, business plan and 
marketing plan 

• Set up all of your business accounts and business 
credit cards

• Set up your merchant facilities such as EFTPOS

• Set up your personal as well as your business banking 
requirements, including personal cheque and savings 
accounts, credit cards, mortgages and insurances

• Access an Investment Specialist, who will work with you 
to understand your long-term financial objectives and 
develop a personalised investment plan to help you 
achieve your goals and aspirations

• Talk to you about your KiwiSaver obligations as an 
employer

• Access an Insurance Specialist.

PROFESSIONAL SUPPORT

http://www.business.govt.nz
http://www.stats.govt.nz
http://www.iponz.govt.nz
http://www.ird.govt.nz
http://www.businessmentors.org.nz
http://www.nzte.govt.nz
http://www.callaghaninnovation.govt.nz
http://www.businessnz.org.nz


Visit anz.co.nz/businessbanker

Call us on 0800 269 249

Visit bizhub.anz.co.nz

 Call us on 0800 269 249

Come into an ANZ branch

Find a local Business Specialist

For free business tools, resources and calculators

ANZ is here to help your business succeed. 
With our experienced staff who have helped 
many businesses succeed, we also have the 
right business tools and resources to support 
your business. 
If you’re thinking about getting into your own business, 
or you would like more information, talk to us today.

SO WHAT’S THE NEXT STEP?

This material is provided as a complimentary service of ANZ Bank New Zealand Limited (‘ANZ’). It is prepared based on information and sources ANZ believes to be reliable.

Its content is for information only, is subject to change and is not a substitute for commercial judgement or professional advice, which should be sought prior to acting in 
reliance on it. To the extent permitted by law ANZ disclaims liability or responsibility to any person for any direct or indirect loss or damage that may result from any act or 
omission by any person in relation to the material.

Any tax information provided in this Guide is general in nature and limited to a summary of aspects of the New Zealand tax legislation. It does not constitute legal or 
tax advice. It does not deal with all relevant considerations and possible situations. Tax legislation, its interpretation and the rates and basis of taxation are subject to 
change. In addition, personal circumstances may affect the tax consequences. As a consequence, you should not rely on the tax information provided and should obtain 
independent tax advice before starting a business.

Lending criteria apply. Full details of terms, conditions and fees for any ANZ products and the Bank’s Disclosure Statement under the Reserve Bank of New Zealand Act 
1989 are available on request from any ANZ branch, free of charge. This material is for information purposes only. Its content is intended to be of a general nature, does 
not take into account your financial situation or goals, and is not a personalised financial adviser service under the Financial Advisers Act 2008. It is recommended you 
seek advice from a financial adviser who takes into account your individual circumstances before you acquire a financial product. If you wish to consult one of ANZ’s 
financial advisers, please talk to an ANZ Business Specialist who can provide you with their contact details. A financial adviser will provide you with a copy of  
their disclosure statement, prepared under the Financial Advisers Act 2008, on request and free of charge.

This brochure is current as at 17 April 2018.
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