Basic Operations & Systems Guide
Establishing efficient operations and systems is crucial for running a smooth business. This guide covers the fundamental processes you need to have in place before launching.

1. Business Registration & Legal Basics (Light Touch)
While full business registration and compliance details will be covered in Phase 2, it’s important to consider the following at this stage:
✔ Choose a business structure (Sole Proprietor, PTY LTD, NPC, etc.)
✔ Check if you need any special licenses or permits
✔ Consider opening a business bank account
✔ Begin tracking expenses for tax and financial planning

2. Financial Systems & Record-Keeping
Having a financial system in place will help you stay organized and make informed decisions.
✔ Choose an accounting method (manual, software like Xero, QuickBooks, or Sage)
✔ Set up a business bank account to separate personal and business finances
✔ Track income and expenses regularly
✔ Consider working with an accountant or bookkeeper if needed

3. Operational Processes & Workflow
Clearly defining how your business will operate ensures efficiency and consistency.
✔ Identify key daily, weekly, and monthly tasks
✔ Outline service delivery or product fulfillment steps
✔ Document standard operating procedures (SOPs) for employees (if applicable)
✔ Create a system for tracking orders, invoices, and customer interactions

4. Customer & Marketing Systems
Understanding how you’ll attract and serve customers is key to business success.
✔ Identify a basic marketing strategy (word-of-mouth, social media, paid ads, etc.)
✔ Set up a simple customer relationship management (CRM) system to track leads
✔ Develop a process for handling inquiries, quotes, and follow-ups
✔ Create a basic website or social media presence

5. Technology & Productivity Tools
Leveraging the right technology will improve efficiency and business operations.
✔ Choose communication tools (email, Slack, Zoom, etc.)
✔ Use project management tools (Trello, Asana, ClickUp) to stay organized
✔ Automate repetitive tasks where possible (invoicing, appointment scheduling)
✔ Ensure proper cybersecurity measures (password management, backups)

6. Evaluating & Adjusting Operations
Once operations are in place, regularly reviewing them will help you identify areas for improvement.
✔ Schedule periodic reviews of financial records and processes
✔ Gather feedback from customers and employees (if applicable)
✔ Adjust strategies based on performance and industry trends
✔ Keep documentation updated as the business grows

Conclusion
By implementing these foundational systems, you’ll be in a strong position to run an efficient business. In Phase 2, we will dive deeper into compliance, registrations, and legal structures.

