The succession Your finances

business.gov.au
Succession plan template and guide

A good succession plan creates a smooth transition between old and new
ownership and reduces disruptions to your business when you’re away. The
business.gov.au Succession Plan template steps you through the process of
creating a solid, well-structured plan tailored to your business.

New! Strengthen your succession plan with an emergency management
and recovery plan, now available for download on your iPad. Search
‘MyBizShield’ in the App Store now!

Copies of the latest version of this template and guide can be downloaded from
www.business.gov.au/plans.

If you need further information, assistance or referral about a small business issue,
please contact the Small Business Support Line on 1800 77 7275.

R An Australian Government Initiative business.gov.au


http://www.business.gov.au/plans

business.gov.au Succession plan guide

How to use this template

Before you complete this Succession plan template and start using it, consider the
following:

1.

Use the [italicised text]. The italicised text is there to help guide you by
providing some more detailed questions you may like to answer when
preparing your response. Please note: If a question does not apply to
your circumstances it can be ignored.

Use the succession plan guide. The succession plan guide below
contains general advice on succession planning and a complete overview
with details on each question asked in the succession plan template.

Get some help. If you aren’t confident in completing the plan yourself,
you can enlist the help of a professional (i.e. Enterprise Connect Centre,
Business Enterprise Centre, business adviser or accountant) to look
through your plan and provide you with advice.

Review. Review. Review. Ask a number of impartial people to proofread
your final plan.

Print. Before you print a copy of your completed succession plan, ensure
you delete the first section containing the guide as well as the [italicised
text]. To print a copy, select the Printer icon on the toolbar, or select File
then Print on the main menu.
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Succession plan guide

Succession planning

Planning for the day you leave your business is a valuable investment. Whether
you decide to sell up, retire or have to get out of business due to health reasons,
it’s important that you spend the time with your family and/or your business
partners and plan what you are going to do. A succession or exit plan can help
you outline what will happen and who will take over your business when you
leave.

A good succession plan enables a smooth transition with less likelihood of
disruption to operations. By planning your exit well in advance you can maximise
the value of your business and enable it to meet future needs.

Make sure your succession plan is attainable - set a realistic timetable and
measurable milestones along the way and stick to them.

What to do...

e Read our Exiting your business How-to guide.

e Check our Events Calendar to see if there are any seminars about
succession planning.

e Contact your nearest Business Enterprise Centre ) for free advice and
support.

e Your industry association may be able to assist - search our directory for
contact details.

e Get professional advice from a business adviser, accountant or solicitor.

Regular review

As time passes your circumstances may change and having your succession plan
up to date will ensure you are always ready in the event you need to leave earlier
than anticipated.
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Template overview

The following template overview provides details on each question asked throughout the Succession plan template as well as links to further
information. When you start answering a question in your succession plan, you can refer to the relevant question below to help guide your
answer.

Title page
Question/Field Explanation More information
Insert business logo Adding a logo gives a more professional image.
Your name Enter the business owner's name. Enter multiple names if there are
multiple owners.
Your title The titles of the business owner(s) listed above, e.g. Owner/Manager.
Business name Enter your business name as registered in your state/territory. Visit our Register your business
name page.
Main business address Enter your main business address. This can be your home address if you
are a home-based business or your head office if you have more than one
location.
ABN Enter your Australian Business Number. If you are a business and have Visit our Register for an
registered for an ABN enter it here. Australian Business Number
(ABN) page.
ACN Enter your Australian Company Number. Only fill this in if you are a Visit our Register your company
company. page.
Prepared The date you finished preparing your Succession plan.
Table of Contents If you have changed this template in any way, please remember to

update the table of contents to reflect the changes.
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The succession

Question/Field Explanation

Business & succession details

Business name Enter your business name as registered in your state/territory. Visit our Register your business
name page.
Business structure Is your business a sole trader, partnership, trust or company? Visit our Which business

structure should | choose? page.

Current owner(s) Who is covered by this succession plan? Does this apply to all partners?

covered

Planned succession Detail the type of succession you have planned? Will you be completely

type removed from the business or only partially? If it is a partial succession,
what will be your future involvement in the business?

Successor details Who will take over as successor - a family member, business partner or Visit our Transferring ownership
other? How and when will you communicate this to the organisation? Do page.

you have an alternative successor in mind if the chosen successor is
unavailable?

Succession timeframe When do you plan to implement this succession?
Restrictions Are there any restrictions placed on the succession?
Proposed organisation structure

Figure 1: Proposed Briefly outline what the organisation might look like once you leave. For

organisation chart example, who is your successor? If they are internal also outline who will
fill their current position. Outline any positions that will be vacant after
the reshuffle.

Key personnel changes
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Question/Field Explanation

Key personnel changes List all of the positions in the organisation and the people that are expected Visit our Recruitment page.

table to fill the position in the event of a succession. For each position outline: Visit our Skills development &
* Job title: Position title training page.
Visit our Dealing with
= Name: If known, the name of the employee expected to fill the employees page.

position. If unknown, add 'Vacant'.
= Skills required: Relevant qualifications and/or experience.

= Training requirements: What particular training will this person
require to fulfil their new role?

SKill retention What procedural documentation do you intend on providing to ensure the Visit our Skills development &
strategies skills of staff are maintained? Do you have an appropriate allocation of training page.

responsibilities? How will the new responsibilities be documented and
communicated to staff? What internal processes will you implement to
regularly check that the current skills of staff members are still appropriate
for the business?

Training programs What training programs will you be organising for possible successors? Are Visit our Skills development &
these in-house or conducted by external providers? Have you also training page.

considered change management training for the organisation in preparation
for the succession?

Registration changes

Registration transfers Which registrations do you need to transfer/change? For example, business Visit our Notify changes to

name, ABN, ACN, GST, intellectual property, domain name, local your business page.
licences/permits. Visit our Transferring
ownership page.
Change of business Do you need to change your business structure? For example, if the Visit our Notify changes to
structure business was a partnership and the new structure will be a sole trader. your business page.
Other transfers Lease, memberships or other?

Page 6


http://business.gov.au/BusinessTopics/Employingpeople/Hiringpeople/Pages/Recruitment.aspx
http://business.gov.au/BusinessTopics/Employingpeople/Skillsdevelopmentandtraining/Pages/default.aspx
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http://business.gov.au/Howtoguides/Exitingabusiness/Pages/Dealingwithemployees.aspx
http://business.gov.au/Howtoguides/Exitingabusiness/Pages/Dealingwithemployees.aspx
http://business.gov.au/BusinessTopics/Employingpeople/Skillsdevelopmentandtraining/Pages/default.aspx
http://business.gov.au/BusinessTopics/Employingpeople/Skillsdevelopmentandtraining/Pages/default.aspx
http://business.gov.au/BusinessTopics/Employingpeople/Skillsdevelopmentandtraining/Pages/default.aspx
http://business.gov.au/BusinessTopics/Employingpeople/Skillsdevelopmentandtraining/Pages/default.aspx
http://business.gov.au/BusinessTopics/Registrationandlicences/Pages/Notifychangestoyourbusiness.aspx
http://business.gov.au/BusinessTopics/Registrationandlicences/Pages/Notifychangestoyourbusiness.aspx
http://business.gov.au/Howtoguides/Exitingabusiness/Pages/Transferringownership.aspx
http://business.gov.au/Howtoguides/Exitingabusiness/Pages/Transferringownership.aspx
http://business.gov.au/BusinessTopics/Registrationandlicences/Pages/Notifychangestoyourbusiness.aspx
http://business.gov.au/BusinessTopics/Registrationandlicences/Pages/Notifychangestoyourbusiness.aspx

business.gov.au Succession plan guide

Question/Field Explanation

Legal considerations

Contracts/legal Is there a legal document that dictates the terms of the succession? If so, Visit the Small business legal
documents what are the terms? Are there any contracts that need to be modified in issues quide & page.

the event of the succession, e.g. partnership contract? Are there any new
contracts that need to be drawn up?

Buy-sell agreement If you are in a partnership do you have a buy-sell agreement in place? Visit the Small business legal
What are the terms? Will the remaining partner(s) buy your partnership issues quide & page.

share or will it be open to external partners/family members? Does this
arrangement apply to all partners in the organisation?

Will/testament As the business owner(s), have you drawn up a will or testament? What Visit the Small business legal
happens to the business or your share of the business in the event of a issues quide B page.
death?
Insurance
Current insurance What insurance policies do you currently hold in the event of a disability, Visit our People insurance page.

death or injury?
Succession timetable

Succession timetable The timetable provided should detail each phase in the succession

table process. Phases can include, but are not limited to: planning, business
housekeeping (e.g. financial/developmental/legal), successor
mentorship/training, handover and transition. For each phase list:

= Phase: Brief phase description

= Succession action items: What are the succession action items
that you need to complete for this particular phase?

= Start date: When do you expect to start this phase?

= End date: When do you expect to end this phase?
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Question/Field Explanation

Contingency/risk management

Contingency/risk Detail the risks to the succession and any contingencies. For example: If Visit our Risk management
management table the sale price you expected is not met, what will happen? For each risk page.
list:

= Succession risk: What can go wrong while the succession plan is
being implemented? What is the potential impact to your business?

= Likelihood: Highly Unlikely, Unlikely, Likely or Highly Likely.
= Impact: High, Medium or Low.

= Contingency: What is your contingency/alternative plan in the
event that this risk happens?
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The Finances

Question/Field Explanation

Current value of the What is the current market value of the business? Visit our Selling your business
business page.

Retirement Detail any retirement payments required on/from the planned succession

income/payment date for retiring owners. What are the terms? Is it a one-off payment or

regular payments?

Sale details In the event that you put your business on the market during the Visit our Selling your business
succession, what is the minimum sale price you require? How long do you page.
plan to have the business on the market? Who will receive the proceeds?

Buyout details If you are in a partnership and you plan to arrange a buyout, what is the
value of your share? What is this in percentage terms? What is the value
you will sell to existing partners, family members or external third
parties?

Taxation What taxes are payable in the event of a transfer or sale?

Supporting documentation

Question/Field Explanation

Supporting List all of your attachments here. These may include copies of contracts
documentation registrations, and resumes.

Page 9


http://business.gov.au/Howtoguides/Exitingabusiness/Pages/Sellingyourbusiness.aspx
http://business.gov.au/Howtoguides/Exitingabusiness/Pages/Sellingyourbusiness.aspx

[Business Name] Succession Plan [YEAR]

[INSERT YOUR BUSINESS LOGO]

[Your Name]

[Your Title]

[Business Name]

[Main Business Address]
ABN: [ABN]

ACN: [ACN]

[Business Name]

Succession Plan

Prepared: [Date prepared]
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The Succession

Business & succession details
Business name: [Enter your business name as registered in your state/territory.]
Business structure: [Sole trader, partnership, trust, company.]

Current owner(s) covered: [Who is covered by this succession plan? Does this apply to all
partners?]

Planned succession type: [Detail the type of succession you have planned? Will you be
completely removed from the business or only partially? If it is a partial succession, what will
be your future involvement in the business?]

Successor details: [Who will take over as successor - a family member, business partner or
other? How and when will you communicate this to the organisation? Do you have an
alternative successor in mind if the chosen successor is unavailable?]

Succession timeframe: [When do you plan to implement this succession?]

Restrictions: [Are there any restrictions placed on the succession?]

Proposed organisation structure

[Briefly outline what the organisation might look like once you leave.]

[Mr Chris Brantley
Successor]

[Ms Fran Reid [Mrs Cherie Laws

Marketing Manager] Office Manager]

[Mr John Blue _
Events [VACANT [Mrs Eileen Lawry [Mr Jo Stevens

Coordinator] Salesperson] Receptionist] Operations]

Figure 1: Proposed organisation chart. [Complete this chart or include your own.]

Key personnel changes

[List all of the positions in the organisation and the people that are expected to fill the position
in the event of a succession.]

Job Title Skills required Training required

[e.0. [Mr Chris [Relevant qualifications [On the job coaching.
Owner/Manager] Brantley] and/or experience in Formal training in
running a business.] financial management.]
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Skill retention strategies

[What procedural documentation do you intend on providing to ensure the skills of staff are
maintained? Do you have an appropriate allocation of responsibilities? How will the new
responsibilities be documented and communicated to staff? What internal processes will you
implement to regularly check that the current skills of staff members are still appropriate for
the business?]

Training programs

[What training programs will you be organising for possible successors? Are these in-house or
conducted by external providers? Have you also considered change management training for
the organisation in preparation for the succession?]

Registration changes

Registration transfers: [Which registrations do you need to transfer/change? For example
business name, ABN, ACN, GST, intellectual property, domain name, local licences/permits.]

Change of business structure: [Do you need to change your business structure? For
example, if the business was a partnership and the new structure will be a sole trader.]

Other transfers: [Lease, memberships, other?]

Legal considerations

Contracts/legal documents: [Is there a legal document that dictates the terms of the
succession? If so, what are the terms? Are there any contracts that need to be modified in the
event of the succession, e.g. partnership contract? Are there any new contracts that need to
be drawn up?]

Buy-sell agreement: [If you are in a partnership do you have a buy-sell agreement in place?
What are the terms? Will the remaining partner(s) buy your partnership share or will it be
open to external partners/family members? Does this arrangement apply to all partners in the
organisation?]

Will/testament: [As the business owner(s), have you drawn up a will or testament? What
happens to the business or your share of the business in the event of a death?]

Insurance

Current insurance: [What insurance policies do you currently hold in the event of a
disability, death or injury?]
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Succession timetable
[The timetable below should detail each phase in the succession process.]

[Brief phase [What are the succession action items [When do [When do
description.] that you need to complete for this you expect  you expect
particular phase?] to start this to end this
phase?] phase?]

Contingency/risk management
[Detail the risks to the succession and any contingencies. For example: If the sale price you
expected is not met, what will happen?]

[What can go wrong while [Highly [High, [What is your

the succession plan is Unlikely, Medium, contingency plan in the
being implemented? What Unlikely, Low.] event that this risk

is the potential impact to Likely, happens?]

your business?] Highly Likely.]

The Finances

Current value of the business
[What is the current market value of the business?]

Retirement income/payment
[Detail any retirement payments required from the planned succession date. What are the
terms? Is it a one-off payment or regular payments?]

Sale details

[In the event that you put your business on the market during the succession, what is the
minimum sale price you require? How long do you plan to have the business on the market?
Who will receive the proceeds?]

Buyout details

[If you are in a partnership and you plan to arrange a buyout, what is the value of your share?
What is this in percentage terms? What is the value you will sell to existing partners, family
members or external third parties?]

Taxation
[What taxes are payable in the event of a transfer or sale?]
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Supporting documentation

Attached is my supporting documentation in relation to this succession plan. The attached
documents include:

= [List all of your attachments here. These may include copies of contracts
registrations, and resumes.]
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Glossary

Australian Business Number (ABN) — a single identifying number used when dealing with other
businesses and the Tax Office.

Australian Company Number (ACN) — the number allocated by the Australian Securities and
Investments Commission (ASIC) when you register a company under Corporations Law.

Buyout — When one party buys another party's entire stake or share in a business.
Contingency — a planned response to a future circumstance.

Contract — a legally enforceable agreement made between two or more parties. A contract may be a
verbal contract or a written contract (or may be partly verbal and partly written).

Domain name — a name that identifies an organisation's address on the internet, either a website
address (the domain name follows the 'www") or an email address (the domain name follows the '@
symbol in the email address).

Goods and Services Tax (GST) — a broad-based tax of 10 per cent on the sale of most goods and
services in Australia.

Intellectual property — laws that protect the property rights in creative and inventive endeavours
including art, literature, music, films, sound recording, broadcasts and computer programs.

Licence — a legal document that grants a business or person with official permission to conduct a certain
activity.

Milestone — a goal or objective with a target date.
Permit — a legal document granting, usually temporary permission, to carry out a planned action.

Retail lease — a legally binding contract between a business and a landlord that sets out the terms by
which a business can occupy a landlord’s shop or premises.

Succession — when a party/parties succeeds or takes over from another.

Successor — a person/persons who will take over or succeed.

Third party — persons who are not a party to a contract.
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