COVID-19 Response Guide
Protecting your business during the
COVID-19 outbreak

We understand that the rapid spread of Coronavirus will
have a significant effect on a number of businesses
Our Accountants and Advisors are here to provide you with
assistance to implement strategies within your business to ease
the impacts.
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Preparing your business for
the impacts of COVID-19
Our top 10 tips for businesses

1. Stay up to date with official information
2. List the possible impacts for your business
3. Perform a financial health check on your business
4. Re-evaluate your budgets with new assumptions
5. Act now to improve cash flow
6. Implement a contingency plan
7. Talk to key suppliers
8. Do a reality check on your business
9. Monitoring stress and morale
10.

Seek advice early to ensure you can proactively
prepare yourself for uncertain outcomes

Workplace health and safety
How you can help to reduce the risk for your
staff and customers

Hygiene and cleaning

Separate work stations

Increase cleaning protocols within your
workplaces

Limit workplace access for 'nonessential' employees

Provide staff and customers with items
such as hand sanitiser, masks, wipes etc

Restrict visitors when possible encourage non-essential appointments
to reschedule or use technology

Communicate good hygiene practices
including hand washing procedures
Ensure desks and work stations are
thoroughly cleaned regularly, especially
if multiple staff use the facility

Support those affected

Implement resources and systems to
enable your staff to work remotely
Re-design your work space layout to
comply with the social distancing
regulations

Monitoring stress and morale

Introduce an employee isolation period
based on travel

Be proactive in your internal
communications

Establish policies relating to sick leave
or protocols that prevent people from
working

Encourage communications between
employees, particularly if they are
working remotely

Have a safe and private communication
channel for anyone who does contract
the virus

Be available to address any questions or
concerns

Keep the lines of communication open,
and where necessary, provide access to
counselling

Remain calm and reassure your staff
that their health is your number one
priority

Preparing your business

Points to consider to help your business
cope with the impacts

Reconsider resources
Prioritize your critical products/services
ie which products are at a higher
demand during this time
Explore alternative options for
delivering your product/service ie
takeaway, moving your business online
etc
Are there other tasks your staff could
manage during this time ie getting
records from hard copy to digital,
stocktake etc

Build trust with your customers
Communicate your increased health
and safety measures ei. increased
cleaning, use of disposable items etc
Provide support where you can ie
complimentary coffee, complimentary
services
Support them through the crisis and
ensure them you will be there to
support them on the other side

Communicate your availablity
Implement product restrictions if
needed to ensure availability
If you are working business as usual
from a remote site, communicate this to
your clients
Be flexible to what your customers need
- ask them what it is they need from you
Let them know you are going through
this with them

Be pro-active
Plan for reduced cash-flow periods
Monitor capacity to allow for high and
low sale periods
Be prepared for the bounce back period
and have a marketing campaign in
place
Identify industries that will need your
services throughout this period
Take advantage of any business
opportunities - big businesses will!

Building financial flexibility
Be realistic and plan for high and low cash
flow periods
Manage cash and liquidity

Be disciplined and review plans

Be cautious with cash management and
reduce non-essential expenditures

Consider redirecting discretionary
spends to build financial flexibility

Be aware of and plan for significant
changes to cash conversion sale

Prepare for uncertain futures in regards
to your employees

Review inventory management and
payment terms to maintain stock and
delivery

Develop action plans based on scenario
planning - be realistic!

Review debt retirement schedule

Conduct rolling forecasts and perform
financial and liquidity stress tests

Secure financial support options

Review objectives and KPI's

Postpone non-essential capital
expenditure

Communicate with key stakeholders
who may be impacted by the situation

Taking care in uncertain times
Don't forget to take care of yourself and those
around during this time

Take care of yourself and those around you and stay informed
During these unprecedented times it's important to monitor your health and follow the advice given by the
World Health Organisation and medical professionals.
It's no secret that the next few months are going to be challenging, for businesses and for individuals, however it
is important to be pro-active and to stay up to date with the announcements provided by the relevant
authorities.
The COVID-19 outbtreak has forced us to face a situation that none of us have ever faced before, meaning we are
not ready to cope with impacts it will serve us.
We urge you to seek support from your Accountant to ensure you are aware of the financial assistance that you
may be eligible for. We also encourage you to follow this guide and review the core areas of your business and
plan for any impacts you may face.
If you need assistance our Accountants and Advisors are available to provide you with the support you need.
Please phone our team on (03) 5445 4777.
Finally, please take care of yourself and those around you. Keep up the communication between family, friends
and colleagues and ask for support when you need it.

Regards,
Shaun Langdon
Chief Executive Officer

Enriching Lives through better Financial Decisions
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