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    Small Business Financial Checklist 

In order to get the most from your mentoring, SBMS have written a brief  Manufacturing checklist. Please fill out as much as you can. If there are areas that you are unable to answer, don’t worry, the Mentor will be able to explain or work through these questions when you meet.

On completion of the checklist, return it to the Mentor via email, fax or mail. This will allow the Mentor to have an understanding of your business’s  needs prior to your next meeting. The information provided in this document is held as private and will be used solely by SBMS to help you with your business.
	Business name:

(or trading as ….)
& Contact Number
	Date

	
	Referral Number

	Assessed by:

(Person filling out diagnostic)
	Mentor


	To be completed by business owner or person responsible for financial management.
	Answer yes/no or give details 

	Premises:
	

	Copies of lease and insurance documents stored offsite.

	

	Materials
	 

	List all materials, suppliers, prices and lead times offsite.


	

	Make list of alternate suppliers as above.


	

	List all hazmat materials and antidotes.


	

	Keep spare safety clothing, glasses, footwear and head gear. 


	

	Products
	

	Document all manufacturing procedures and keep a copy offsite.


	

	Keep copies of all licences offsite.


	

	Maintain “sealed master sample” of all products.


	

	Keep drawings of all products and componentry.


	

	Maintain and check regularly standard times and achievement thereof.


	

	Keep updated bills of materials with realistic waste allowances.


	

	Check costings and pricing quarterly.


	

	Check gross margin each month
	

	Personnel:
	

	Ensure all employees have OH &S induction and record their induction and compliance.


	

	Record and document OH & S induction procedure. Record all training on new or unfamiliar equipment.


	

	Prior to employment and regularly check currency of all relevant licences.


	

	Maintain “accident book”


	

	Leases, Insurance and Equipment
	 

	Premises Lease Vetted by Solicitor
	

	Insurance: Business Premises
	

	Insurance: contents, Equipment, Furnishing & Fixtures
	

	Insurance: Stock
	

	Insurance: Professional Indemnity
	

	Insurance: Product Liability Cover
	

	Insurance: Motor Vehicle
	

	Insurance: Public Liability
	

	Insurance: Income Protection/Personal Insurance
	

	Insurance: Workcover
	

	Planning and Policies
	

	Detailed Business Plan completed
	

	Detailed Financial Forecasts Prepared
	

	Policies for monies owed (Supplier Payments) established
	

	Policies for Receivables established
	

	Equipment


	

	Ensure all equipment in safe working condition.
	

	Tag all leads.
	

	Placard all machinery re operation without specific training
	

	
	

	
	


	Comments:

	

	

	

	

	

	

	

	

	

	

	

	

	Finance Check List
	 
	 

	Costs
	
	Capital Costs
	 Cost

	Accounting Fees
	 Cost
	Office Equipment
	

	Business Planning
	
	Desks/ Chairs
	

	Consultants or Advisors
	
	Safe
	

	Entertainment
	
	Computer & Printer
	

	Legal Fees
	
	Telephone & Fax
	

	Market Research
	
	Motor Vehicle & Signage
	

	Publications
	
	Plant & Machinery
	

	Samples
	
	Delivery
	

	Telephone
	
	Repairs
	

	Fax
	
	Installation & Commissioning
	

	Letterheads
	
	
	

	Photocopying
	
	Total
	

	Travel
	
	Premises Costs
	

	Valuation Fees
	
	Shop Front - Displays
	

	
	
	Partitions
	

	Total
	
	Fit out
	

	
	
	Electrical Wiring
	

	Initial Costs
	 
	Floor Coverings
	

	Lease
	 
	Toilets, plumbing & drainage
	

	Legal Costs
	
	Painting
	

	Stamp Duty
	
	Signs
	

	Rent in Advance
	
	Display Materials
	

	Bond
	
	 Security System
	

	Electricity & Phone
	
	Trademark & Patents
	

	Connection 
	
	Registration
	

	Security Deposit
	
	Patent Attorney Fees
	

	Opening Stock
	
	Reference Materials
	

	Insurance Premiums
	
	Franchise Fees
	

	(Property Damage, Public Liability, Vehicle, 
	
	Website Establishment Costs
	

	Theft, Personal Liability Professional Indemnity)
	
	 Total
	

	Printing & Artwork
	
	Ongoing Costs
	

	Wages
	
	Rent or Lease Costs
	

	Credit Card Establishment Fee
	
	Bank Interest & Fees
	

	Initial Promotion Costs
	
	Motor Vehicle Expenses
	

	Loan Establishment Fee
	
	Advertising & Promotion
	

	Stationery & Office Supplies
	
	Hire Purchase & Lease Payments
	

	Computer Software & Training
	
	Insurance Premiums
	

	Statutory Charges 
	
	Accounting Fees
	

	Licences
	
	Bookkeeper Fees
	

	Permits
	
	Legal Fees
	

	Registrations
	
	Electricity & Gas
	

	Subscriptions for Publications
	
	Website Maintenance
	

	Association Membership Fees
	
	Entertainment
	

	
	
	Stationery/  Postage
	

	
	
	Staff Wages
	

	
	
	Owners Salaries - Drawings
	

	Total
	
	Subscriptions
	

	 
	
	Total
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