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ABOUT THE LEARNER MATERIALS FOR THE  
BSBESB302: DEVELOP AND PRESENT BUSINESS PROPOSALS

These learner materials have been developed specifically to assist participants to meet 
the required competencies in the specific competency field of Entrepreneurship and Small 
Business for the BSB Business Services Training Package Version 7.0. 

The resource presents:

 • Content which is relevant to the elements within the unit and addresses all the required 
performance criteria.

 • A range of training tools including:

– Activities: clarify various concepts through individual, 
partner or group work. (NOTE: The activities are intended 
as an aid to learning, not necessarily as assessment 
tasks.) 

– Examples and case studies: utilise a wide range of 
small business scenarios to clarify the content.

– Checklists: summarise information in relation to various 
concepts.

– Summary tables: list such aspects as advantages and 
disadvantages, or key features.

– Key concepts: list the key concepts at the beginning 
of each unit to focus participants on the major topics 
covered.

– Table of contents: presents an overview of the topics and concepts presented.

– Further information: provides a list of websites, which contain up-to-date 
information relevant to small business.

– Glossary: defines key terms related to the unit.

The program provides for flexible approaches to learning, and therefore, individual trainers/
facilitators are able to vary the delivery of the course according to individual and group needs.

Practical demonstrations and examples, action learning processes, group participatory 
discussions, and an application of the various aspects to participants’ own business ventures 
is recommended, wherever possible.

NOTE: Activities 
are provided in the 
Download available 
for this resource. They 
are designated in the 
resource with this 
icon...
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KEY CONCEPTS

☛ Ideas relating to business opportunities

☛ Key factors that influence business viability

☛ Determining business viability

☛ Business risks

☛ Key stakeholders

☛ Business proposal and presentation

DEVELOP AND PRESENT BUSINESS PROPOSALS
UNIT BSBESB302

This unit describes the skills and knowledge required to research the viability 
of ideas for business opportunities, and develop and present proposals for 

viable options in formats suiting a range of stakeholders.
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CHAPTER 1 
EVALUATING BUSINESS IDEAS

WHERE SHOULD I START?

If you are considering starting you own business, it is most likely that this will be a small 
business enterprise. These are the backbone of our economy, making a vital contribution to 

industry gross product, and are a key component of regional Australia. 

According to the Australian Bureau of Statistics, small businesses account for 35% of 
Australia’s gross domestic profit and employ 44% of Australia’s workforce. Of the 877,744 
total employing businesses, 823,551 are small businesses (93.8%), and of those businesses, 
627,932 are businesses that employ only 1-4 people (76.2%). These are known as micro 
businesses.

Micro businesses also act as a ‘seedbed’ for entrepreneurial talent. In recent years they 
have made a major contribution to employment growth, and are becoming the main source 
of employment for women, young Australians and employees affected by the downsizing of 
larger organisations.

The nature of the Australian economic environment, in which diversity and private enterprise 
feature highly, provides great opportunities for those with the innovation, initiative, confidence 
and motivation to embark on a business venture.

Industry sectors and types of businesses are discussed in detail in Unit BSBESB301: 
Investigate Business Opportunities.

REASONS FOR STARTING OUT IN BUSINESS

Most people at some stage in their lives consider, or at least give a passing thought to, 
starting a business of their own.

Some of the many reasons and benefits that individuals have given for embarking on a 
business venture include:

 • To earn a better living/make more money for yourself. If your business is a success, 
then this may be the eventual outcome, but there are likely to be some hard times in the 
initial stages.

 • To be your own boss and totally independent. Being your own boss means making all 
the decisions, and taking responsibility for all the outcomes – good and bad. You may be 
so independent that it becomes lonely.

 • To have flexible working hours/better lifestyle. It may be possible to  
arrange working hours around your other activities to some extent, but 
there are still only 24 hours in each day. In the end, you are the one  
who has to ensure the work is done.

 • To be able to develop your own creative ideas. Your ability 
to be innovative and market your ideas will become an 
essential part of your business success.



33Innovative Business Resources  ©

Chapter 1:  Evaluating business opportunities

 • Because you see a need in the market which you can satisfy. This is really a 
requirement rather than a reason. If there is no need for your product or service in the 
market, then there will be no business.

 • To produce a better quality product/service. This will earn you the respect and 
recognition of your customers and the business will profit.

 • To build a family business that can be passed on to the next generation. What if 
your children are not interested in the business you have chosen, and have no desire to 
carry it on?

 • Because you enjoy your hobby. Perhaps the reason you enjoy your hobby is because 
it is a form of relaxation and ‘time-out’ from work. If your hobby becomes your job, will it 
continue to bring as much pleasure?

 • Because you always dreamed of having your own business. Dreams can come true, 
but in this instance, only through careful planning, management and hard work.

 • Because it is an alternative to being unemployed. It is a very worthwhile alternative, 
and could turn your life around if properly planned and implemented.

 • Because you want to try something different. Sometimes the devil you don’t know... 
Careful research into the viability of succeeding in ‘something different’ is essential before 
making the big decision.

It is important for you to identify the reason, or reasons, for wanting to go into business, 
because this will become your major motivating influence, and will impact on the goals you 
set for the business, and the risks you are prepared to take in order to achieve those goals.

BENEFITS AND PITFALLS OF BUSINESS OWNERSHIP

Motivation and enthusiasm are essential ingredients for starting out in a new business 
venture, but because the consequences of failure can be drastic, such a major step 

should be taken only after considerable thought, discussion, research, and a serious 
balancing of the advantages and disadvantages offered by a business enterprise.

While small businesses may achieve a competitive advantage through lower prices, good 
quality and design, prompt delivery and courteous service, flexibility in meeting the individual 
requirements of customers, and good aftersales service, they are likely to experience 
competition from other small or large firms in the same locality.

Ownership of a small business means that you are responsible for everything to do with the 
business ... the buck stops with you! Ultimately, you are the one who has to ensure that the 
customers are satisfied and the bills are paid. Some of the benefits and pitfalls of business 
ownership are presented in the Table 1.1.

You should now complete... 
ACTIVITY 1.1: Why do I want to start a business?



44Innovative Business Resources  ©

Chapter 1:  Evaluating business opportunities

TABLE 1.1: BENEFITS AND PITFALLS OF BUSINESS OWNERSHIP

The benefits of small business ownership The pitfalls of small business ownership

 Opportunity for flexible working hours  Long hours and few holidays

 Opportunity to earn income in excess of that 
obtained working for someone else

 A range of skills required – you must be all things 
to all people

 Being your own boss  The need to be self-motivated

 Development of your own ideas  Risks, both financial and personal

 Security for the future  Staff problems

 Sense of achievement and personal satisfaction  Many overseers, including customers, suppliers, 
government agencies, bankers

 Independence in decision making  Pressure on self and family

 Control of your own destiny  Total responsibility

 Potential ability to create jobs  Loneliness, particularly if home-based

 Opportunity to build an asset which you may  
later sell

 Possible insecurity and uncertainty – there is no 
guaranteed income

  Possible interruption to career

THE ESSENTIALS FOR SUCCESS IN BUSINESS

Owning and managing a business can be rewarding or demoralising. Whether your 
business will succeed or fail depends on your abilities, initiative and capacity to work, 

and most importantly, on knowing the basics and doing them well.

Contrary to common perceptions, most Australian businesses survive for a considerable time. 
For example, around two-thirds of businesses are still operating after five years and almost 
one-third are still operating after ten years. Around 7.5 per cent of businesses exit each year, 
and cessations account for 80 per cent of exits, with changes in ownership accounting for the 
remainder. Most exits are not the result of enterprise failures. In fact, less than 0.5 per cent of 
businesses exit each year due to bankruptcy or liquidation. 

WHY DO BUSINESSES FAIL?

A business is said to have ‘failed’ when it stops trading because: 

It is declared bankrupt (a legal process 
to distribute among the creditors the 
property of a person or firm which will 
not, or cannot, pay outstanding debts)

It voluntarily closes down, because 
the owner is experiencing financial, or 
personal difficulties

OR
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PART 2: ANALYSING THE ‘SWOT’ OF YOUR BUSINESS

The second part of the SWOT analysis involves utilising the information from your 
investigation in Part 1, to identify the strengths, weaknesses, opportunities and threats as 
they apply to your business.

These are the advantages that the business has in the 
marketplace: the aspects of the business that make it 
better than your competitors.

It is essential that a business maximises its strengths, 
and maintains them in order to gain the greatest benefits 
from its competitive advantage. This is an ongoing 
process.

These are the disadvantages that the business has in 
the marketplace: the aspects of the business which are 
weaker compared with your competitors. These are the 
areas in which the business needs to improve.

Weaknesses identified in competitors are the areas that 
the business needs to take advantage of and exploit.

Understanding weaknesses, both of the business and 
those of your competitors, is essential for effective 
marketing strategies.

Opportunities can be identified from an understanding of 
the marketplace, the strengths and weaknesses of the 
business, and those of your competitors. It is essential 
that the business takes advantage of any opportunities.

Threats which impact on the business can come 
from competitors, or other external factors such as 
economic conditions, social influences or political 
trends. Therefore, it is important to monitor trends in 
the marketplace, and to have a thorough understanding 
of all your competitors. In this way, it is possible to 
minimise any threats to the business enterprise.

STRENGTHS

WEAKNESSES

OPPORTUNITIES

THREATS
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MANAGING RISK ASSOCIATED WITH YOUR 
BUSINESS PROPOSAL

Standards Australia defines risk as ‘the chance of something happening that will have 
an impact on objectives’. Living life is full of risks and in operating a business, one is 

faced with many different kinds of risks every day. Some are internal such as staffing issues 
and technology breakdowns, and others external to the business such as the activities of 
competitors and economic downturns. 

Not all risk is bad. Risk can have either positive or negative outcomes, resulting in either an 
opportunity for the business or a loss. Consequently, for your business proposal to give rise 
to a successful enterprise, you need to maximise the positive and minimise the negative 
outcomes. In order to do this, you must have a thorough understanding of the potential risks 
associated with your business proposal. Let’s investigate some of the possibilities.

TYPES OF RISK

There are numerous ways in which risk has been categorised by various sources, but one 
simple way is to group it into three basic types – those associated with uncertainty, those 
associated with hazards, and those associated with opportunity.

You should now complete...
ACTIVITY 1.13: Claire’s SWOT Analysis
ACTIVITY 1.14: My SWOT Analysis
ACTIVITY 1.15: My PESTEL Analysis

What does this sign say to you?

UNCERTAINTYUNCERTAINTY HAZARDSHAZARDS OPPORTUNITYOPPORTUNITY

Risks associated 
with unknown or 
unexpected events 
such as the loss of 
a supplier, damage 
to property by fire, 
insurer collapse or 
a global pandemic 
such as COVID-19...

Risks associated 
with a source of 
potential harm 
such as chemicals, 
machinery and 
equipment, noise, 
poor ergonomic 
design or 
discrimination...

Risks associated 
with either taking an 
opportunity or not 
taking an opportunity 
such as introducing 
a new product, 
employing a staff 
member or leasing a 
warehouse...



2525Innovative Business Resources  ©

Chapter 1:  Evaluating business opportunities

Risks associated with uncertainty are probably the most difficult to identify and manage as, 
by their very nature, they are unpredictable. Risks associated with hazards are generally 
those covered by Workplace health and safety regulations and are the most obvious because 
they tend to be physical, while risks associated with opportunity are the ones that can most 
readily be identified through analyses tools such as SWOT and PESTEL.

Because these risks can affect your business operations, it is essential that you are not 
only aware of what the risks are and their potential impact on your venture, but also have 
plans in place both to minimise their impact and move towards recovery from them. It is also 
important that all your stakeholders are informed about these potential risks and involved in 
their management. Stakeholders will be addressed in more detail in Chapter 2.

MANAGING RISK

Risk management is the way in which adverse effects from risk are managed and potential 
opportunities are realised. It involves minimising those things that may negatively affect your 
business proposal and identifying and harnessing those things that will help to achieve your 
goals and objectives for the business. The process of managing risk comprises four steps as 
shown in the diagram below.

1

2

3

4

Undertake a review of 
each role, task, function 
and process in your 
business to identify 
potential risks.

Assess each identified 
risk by establishing the 
likelihood of it occurring 
and the consequences if 
it occurred.

Develop cost-effective 
options to deal with 
each risk – decide 
whether to avoid, 
reduce, transfer or 
accept it.

Regularly monitor 
and review to ensure 
the control measures 
are adequate and 
you have adequate 
insurance cover.
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PRESENTATION OF THE BUSINESS PROPOSAL

It is essential to consider not only the content of a business proposal, but also its format 
and presentation. In addition to closely following the Business Proposal Proforma provided 

on the following pages, ensure that you develop the business proposal on the basis of 
information obtained through research into customer needs, resource requirements and 
business viability.

Further, with regard to the general presentation of the business plan, you should:

 • Ensure that the business proposal is neatly presented.

 • Make effective use of spacing.

 • Set the scene for the reader immediately.

 • Allow the business proposal to flow.

 • Present an objective point of view.

 • Use headings wherever possible.

 • Highlight and underline important points.

 • Don’t make unsupported statements.

 • Keep the proposal to a manageable size.

 • Leave out irrelevant information.

 • Create a professional image.

 • Use graphs and diagrams where appropriate.

 • Write your proposal in such a way that a reader without prior knowledge of your business 
will understand it.

 • Make sure that somewhere in your proposal you have answered the who? what? where? 
when? how? and why? questions regarding your business.

 • Ask several people to review and edit the proposal before you submit it.

THE BASIC BUSINESS PROPOSAL PROFORMA

The Business Proposal Proforma presented on the pages 
to follow, provides an overall outline for the sections to be 

included in the business proposal. You should be able to identify 
and understand these. 

Instructions are provided to assist you in determining the specific 
information to be included under each heading.

A digital version of 
the Business Proposal 
Proforma is included on the 
Download available for this 
resource.

You should now complete...
ACTIVITY 2.4: Business Proposal structure
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BUSINESS PROPOSAL PROFORMA

NOTE: This Proforma provides you with an outline for your Business Proposal 
and indicates the information that needs to be included within each section.

1.  EXECUTIVE SUMMARY
Write the summary when you have completed all other parts of your Business Proposal, as you 
will then have a far better idea of what to include. It should not exceed two pages.

• Description of the business:

Name of the business: Insert the business name.

Name of the owner(s): Insert the name(s) of the owner(s).

Structure of the business: Select from sole trader/partnership/company.

Specific product or service: Describe the products/services the business will provide and 
how they will benefit customers.

• Motives for entering the business enterprise: Describe how the business idea was 
determined, why it is an opportunity worthwhile pursuing, and why it will succeed.

• Business goals and objectives: 

Goals: List the goals for the enterprise.

Objectives: List the objectives for the enterprise.

• The target market: briefly explain the industry and the target market, and how these 
customers will be reached and serviced.

• Financial assistance required: if applicable, briefly indicate the amount of money 
required, and how the money will be used.

• Financial summary: estimate the end of period cash position of the business enterprise 
as presented in the cash flow. How much profit do you think the business will make?

2.  THE BUSINESS CONCEPT

2.1 ABOUT THE BUSINESS

Describe generally the business idea, using the following headings as a guide:

 2.1.1 Business type
 Which industry will be involved, for example, manufacturing, retail, service?

 2.1.2 The vision for the business
 Write a brief statement describing the vision for the business enterprise.

 2.1.3 Business goals
 List the goals for the business enterprise.
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BUSINESS PROPOSAL CHECKLIST
Ensure that you have completed all the requirements of the Basic Business Proposal by  
using the following checklist.

1. EXECUTIVE SUMMARY ❑

• Description of the business ❑

• Motives for entering the business enterprise ❑

• Business goals and objectives ❑

• The target market ❑

• Financial assistance required ❑

• Financial summary ❑

2. THE BUSINESS CONCEPT ❑

2.1 ABOUT THE BUSINESS ❑

 2.1.1 Business type ❑

 2.1.2 The vision for the business ❑

 2.1.3 Business goals ❑

 2.1.4 Business objectives ❑

 2.1.5 Key stakeholders ❑

2.2 BUSINESS NAME ❑

2.3 QUALIFICATIONS AND SKILLS ❑

2.4 LEGAL BUSINESS STRUCTURE ❑

 2.4.1 Description ❑

 2.4.2 Legal and tax implications ❑

3. MARKET RESEARCH ❑

3.1 MARKET RESEARCH ❑

 3.1.1 Methods used ❑

 3.1.2 Results ❑

3.2 CURRENT STATE OF THE INDUSTRY ❑

3.3 MARKET SEGMENT ❑

3.4 CUSTOMERS ❑

 3.4.1 Customer profile ❑

 3.4.2 Customers’ buying motives ❑
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FURTHER INFORMATION

SOURCES OF INFORMATION AND ASSISTANCE FOR  
BUSINESS DEVELOPMENT

The details provided in this section were accurate when this resource was prepared in January 2021, 
however it is inevitable that changes will occur.

If you find any inaccuracies, or additional relevant information, we would appreciate your comments, 
so that this section can be updated regularly.

Innovative Business Resources
PO Box 200
Cottesloe  WA  6911

Email:  info@ibr.net.au

1. STATE GOVERNMENT SMALL BUSINESS AGENCIES

Small Business Agencies have been established in each state and territory to provide information 
and advice for small business operators. The agencies offer a wide range of services, which vary 
from state to state, but their aim is to increase the chances of business success.

MAJOR STATE CENTRES

Western Australia
Small Business Development Corporation
www.smallbusiness.wa.gov.au

Victoria
Business in Victoria
www.business.vic.gov.au

Queensland
Business and Industry Portal: Starting a Business
www.business.qld.gov.au/business/starting

New South Wales
NSW Small Business
www.smallbusiness.nsw.gov.au

South Australia
Department of State Development: Industry and Business
www.statedevelopment.sa.gov.au/industry/
smallbusiness

Tasmania
Department of State Growth:  
business.tas.gov.au
www.business.tas.gov.au

Northern Territory
Department of Business: Territory Business Centres
www.tbc.nt.gov.au

Australian Capital Territory
Innovation, Trade and Investment ACT 
Government
www.business.act.gov.au

BUSINESS ENTERPRISE CENTRES

Approximately 150 Business Enterprise Centres operate across Australia in both regional areas 
and major cities.  Each is independent with its own board of directors and funding responsibilities.

Business Enterprise Centres aim to stimulate enterprise development and employment growth with 
a particular emphasis on providing free advice and support to new and existing small businesses.

Contact details of your closest Business Enterprise Centre can be obtained from your State 
Government Agency.

https://www.safeworkaustralia.gov.au
https://www.safeworkaustralia.gov.au
https://www.safeworkaustralia.gov.au
https://bpw.com.au
https://bpw.com.au
https://bpw.com.au
https://www.business.tas.gov.au/home
https://nt.gov.au
https://www.cmtedd.act.gov.au/economic-development/innovation-industry-investment
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GLOSSARY
Account:  a formal record of all credit and debit transactions relating to a business over a specified 

period.

Accounting: the practice of maintaining and auditing accounts and preparing reports on the financial 
activities of a business.

Accounting period: the period, usually 12 months, over which a business prepares the records of its 
financial transactions.

Acquisition: includes the things you buy (goods and services) for your enterprise. It also includes 
many other transactions, such as when you obtain advice or information, take out a lease of 
business premises, or hire equipment.

Action plan: a schedule of activities with timelines, put into practice to achieve goals and objectives.

Administration: the procedures required to oversee the operations of a business.

Advertising: the process of informing potential customers of the features and associated benefits of a 
product/service in order that they will purchase same.

After-sales service: stipulated services provided by suppliers of a product/service to customers, with 
regard to special considerations, such as maintenance, sale of parts, advice and so on.

Agent: a person, who acts on behalf of another (the principal) with their consent to transact business 
with a third party.

Assets: items of economic worth owned by a business, which may be classified as current, fixed and 
intangible assets; or physical and financial assets.

Australian Business Number (ABN): the identifier for your dealings with the ATO and for dealings 
with other government departments and agencies.

Benefit: a description of how the features of a product/service will be advantageous in the eyes of the 
customer.

Bookkeeping: the process of compiling a formal record of the receipts and expenditures relating to a 
business.

Brand: a registered name and/or mark to identify a product/service.

Break even point: the point at which sales equal the total costs and there is neither a profit nor a 
loss. Break even sales are calculated by dividing the fixed costs by the contribution margin, when 
the contribution margin equals the total sales minus the variable costs divided by the total sales.

Budgeting: the process of estimating the income and expenditure for an individual, group, or 
business, usually over a financial year. A budget provides both a plan for activities and a means 
of comparison, when actual performance is reviewed.

Business name: the name under which a business operates. If more than the actual name(s) of the 
owner(s), a business name must be registered.

Business proposal: a document designed to put relevant ideas down on paper and turn them into 
plans as to how the business intends to achieve the goals of the owner.

Capital: funds invested in a business, including the total cash owned and borrowings of a relatively 
permanent form.

Cash flow: the money coming into a business from sales and other receipts, and going out of a 
business as cash payments to banks, suppliers, employees and so on.

Cash flow forecasting: an estimation of projected incomings and outgoings of cash over an 
appropriate time frame, for the purposes of providing adequate funding to pay expenses when 
they fall due, setting sales’ targets, motivating the owner to achieve such targets, and assisting 
the owner in planning the levels of stock required.


