
APPLICATION CHECKLIST 
(Please note the mandatory items are marked with an * below)

 I have read and understand all Entry Guidelines*
 I have registered/attended an Application Information

Session (last session Wednesday 15 May)
 My Business Summary is on a separate page*
 I have answered all questions in the General

Questionnaire*
 I have answered all Category Specific Questions*
 I have included Supplementary Material*

 I have entered two categories (not mandatory but
strongly advised)

 I have two copies of each application (two judges per
category) *

 I have a signed Entry Form attached to the front of
each application*

 I have saved a copy of my applications as entries are
destroyed after Judging

ENTRY FORM 
Category entered 
SME Business Award 

Declaration 
I certify that I am authorised by the business named on this entry 
form to provide the information in this application. I understand 
that the judges’ decision is final and that no correspondence or 
discussion will be entered into and that due to the voluntary 
nature of the judging panel, no individual feedback on my 
application will be provided. 
I understand that it is my responsibility to ensure adequate time 
is allowed for the application to reach Commerce Ballarat. 

Privacy 
The information collected will be used for administrative and 
contact purposes only and will be provided to the 2024 
Federation University Commerce Ballarat Business Excellence 
Awards judging panel for the purpose of assessing this entry. 
The contact details of nominees for the 2024 University 
Commerce Ballarat Business Excellence Awards may be 
provided to sponsors. Personal information will not be used or 
disclosed for any other purpose. 

Business name 

ABC Company 
ABN 

1234567 
Name (all award correspondence will be sent to this person) 

John Smith 
Position 

Director 
Postal Address 

123 Street  

City Ballarat State VIC Post Code 3350 

Confidentiality 
All judges acting on behalf of the 2024 Federation University 
Commerce Ballarat Business Excellence Awards will sign 
confidentiality agreements to protect the commercial and 
personal information submitted by entrants. 

I certify that the information in this application is true and correct 
to the best of my knowledge and belief and fairly represents the 
affairs of my business. I also understand that if my business is  

Business Address (If different to postal) 

Same as above 

City State Post Code 

Business Phone 

123 456 789  

chosen as a finalist, my signature below authorises the use and 
public release of my business name and address. 

Mobile 

123 456 789 

Signature 

Email 

abccompany.abc.com 

Name 

The 2024 Federation University Commerce Ballarat Business 
Excellence Awards shine a light on the outstanding achievements of 
Ballarat businesses. We encourage you to turn your nomination into 
an application. Good luck! 

Early bird application close 
5pm Tuesday 4 June 2024 

Applications close 
5pm Wednesday 12 June 2024 

John Smith

John Smith 

EXAMPLE

Samantha
Pencil



1. Business Summary
At ABC, our team of seven is dedicated to delivering premier services and high-quality products.
We take pride in our commitment to sourcing locally, forging partnerships with nearby businesses
to ensure the freshest ingredients and materials. Our ethos is deeply rooted in community support,
evident in every aspect of our operations. With a steadfast focus on excellence and sustainability,
ABC serves as a beacon of quality and conscientious business practices in our industry.
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2. Background
2.1 What is your business name? 

ABC Company 

2.2 What does your business do? 

Primarily we manufacture and sell a range of organically certified innovative [removed for privacy] 

2.3 Where is your business located? 

The offices are located at [removed for privacy] 

2.4 When was your business established? 

ABC began in 1985 

2.5 How many people does your business currently employ? 

Our FTE is 4.6, with 3 full time staff along with part time administration and warehouse team members. Included 
is a seasonal contract driver. 

2.6 What region does your business cover? 

We sell, distribute and spread our products across NSW, VIC and SA. The products are available and sold in all 
states of Australia in approx. 300 stores.   

3. Business Planning, Adaptability & Resilience (10 points)
3.1 Do you have a current business plan and vision for your business? Explain its main 

objectives. 

Our vision is to improve through education, demonstration, and results. Our main objectives are to strengthen 
the growth of the business through developing opportunities, build strong communication pathways and develop 
avenues to present and educate our customers. Business plans for each sector are developed after reviewing 
the previous year’s performance and market trends developing through arising opportunities. Division managers 
present business plan, budgets and vision for the upcoming year during January’s team annual planning day. 

3.2 How do you monitor performance against your business plan? 

Performance is monitored through sales orders, business growth, social media analytics and website enquiry. 
Discussions are held with key personnel across all sectors including staff, distributors, end users and retailers. 
We measure the volumes and units sold in each sector along with a number of KPI’s including new stores, 
presentations made, invites to special events. 

3.3 How do you revise and adapt your business plan? 

Business plan objectives are reviewed quarterly and presented to the whole team. Analysis is done on 
projections of sales and growth. Results from this drives the marketing approach for the upcoming 6 months. 
We like to apply a level of flexibility to the business plan during the review to capture new markets and trends 
that may have been overlooked during the annual planning day.   

3.4 What processes do you implement to ensure your business meets its legal, regulatory 
and/or risk management responsibilities? How do you monitor your current external 
environment? 

We regularly review and update our internal policies and procedures to ensure compliance with legal and 
regulatory requirements. This includes thorough training for staff members and ongoing monitoring of our 
operations. Additionally, we stay informed about changes in the external environment by subscribing to relevant 
industry publications, attending seminars, and maintaining active memberships in professional organizations. 

3.5 In 2023, what strategic changes were made in your business to adapt to your external 
environment? How did these changes make your business more resilient? 

In 2023, we diversified suppliers, strengthened online presence, and invested in technology. These changes 
increased flexibility, reduced dependency, and improved adaptability, boosting resilience. 

3.6 Is your business continuing to implement and/or further adapt these changes? If so, how 
and why? 
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Yes, we are continuing to implement and refine these strategic changes. We recognize the ongoing importance 
of adaptability in navigating evolving external environments. By further integrating these initiatives into our 
operations, we aim to sustain our resilience and ensure our ability to thrive amidst future challenges. 

4. Financial Management (10 points)
4.1 Do you adopt a detailed income and expense budget prior to the commencement of each 

financial year? In 2023 was this revised and how? 

Every year we analyse and review all major costs to ensure that our running costs are kept viable. We review 
insurances, phone bills, interest rates, fuel costs, all outgoings and general administrative costs. Cost reviews 
and budgeting goes right down to the costs of producing a sample bag as a giveaway. 

4.2 What procedures do you have in place to control your work in-progress and/or stock? 

The business activity can show peaks and troughs throughout the year. Team managers plan and book jobs at 
the start of the week, forecasting the volume of product used for each job. On completion the drivers log the 
work and the stock levels of used product are recorded. Trigger points are set for the reorder of product to 
arrive on site. The stock levels are budgeted for a full 12 months for each state. Our finance system has a solid 
inventory count in which reports are produced monthly to analyse stock levels. 

4.3 What procedures do you have in place to monitor and control your debtors? 

Contract bookkeeping services maintain our debtors list which is updated weekly. Our accounts are COD, 14 
days or End of Month. Close observation and response maintains an acceptable level of debt. The General 
Manager monitors these on a weekly basis. Each division manager is aware of their debtors lists and maintains 
the relationships to ensure these are minimised. Any client that has a debtor’s history is moved to a COD 
account. 

4.4 What procedures do you have in place to manage cashflow and liquidity? How did you 
navigate this in 2023? 

We maintain robust procedures for cash flow and liquidity management, including regular monitoring of 
accounts receivable and payable, budgeting, and forecasting. In 2023, amidst uncertain economic conditions, 
we optimized our cash flow by negotiating favorable payment terms with suppliers, closely managing inventory 
levels, and prioritizing high-impact investments. 

4.5 What benchmarks do you use to manage your business finances - for example, ratio 
analysis, turnover and margins? 

Monitoring our figures closely allows us to maximise efficiency and minimise waste. We have fixed margins in 
place for both divisions which are analysed annually. We also rely heavily on % of gross profit on sales. % of 
sales dollars spent on marketing and overhead expenses. We find the gross profit margin analysis of our 
business is the easiest way to measure our profitability. 

5. Marketing (10 points)
5.1 Do you have marketing plan including brand guidelines in place? Did this need to be 

adapted in 2023 and if so, how was it changed? 

Last year we hired a marketing group to conduct market research on our business. We received a report 
detailing our market brand, style guide, key words, swat analysis benchmarking us from our competitors 
and a general marketing guide. We knew that in order to grow our marketing messages our activities 
needed to be aligned across all divisions of the business.   

5.2 How do you seek to differentiate your business from your competitors? 

Our products span across all states, which is supported by a network of distributors and agents. Many of 
our competitors are localized to their own geographic area and also tend to focus on one sector. Our 
product is sourced from the highest grade. Through our research, education, advocacy, partnerships and 
implementation we are:  
1. Regenerating our product around the world
2. Stabilizing the climate
Our selection was based on our many years of product develop and research. In our market we have seen
a number of new competitors enter this market. Our product has 35 years of research and support behind it.
We constantly conduct trials and testing to support the quality and excellent results that our products give.
This year we have joined federation Uni’s internship program. Amongst the tasks that the students will
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undertake is to capture the end user’s responses and feedback about our products and services and where 
they sit in the market place. This valuable insight will ensure that we are on target with our messages. 

5.3 How do you ensure that your products and services are compatible with your chosen 
position in the market and are consistent with your brand. 

We feel that we are a market leader in our industry sectors. We pride ourselves in being very responsive to 
our clients’ needs and requests. Our customer service policy ensures that our response times exceed the 
expectations of our customers. Most of our clients are time poor and appreciate the rapid response we can 
deliver to their query. We conduct customer surveys and arrange regular meetings with our distributors to 
monitor that we are achieving all service levels. 

5.4 Explain the various methods of promoting your business you currently or have previously 
used? 

We select a variety of events to attend to promote our products to new and existing customers. We also 
accept many invitations as guest speakers with organisations, community groups and product specific 
events. We have soft promotion through national television programs. We have appointed state distributors 
to take on the sales, distribution and marketing in their area. Our product manager develops national and 
local marketing strategies in consultation with each distributor. We are also active on Facebook and linked 
into twitter. Through the development of a new website we encourage consultation with our end user 
customers. Additionally, we added videos into the website to support our story. We will be further adding to 
the video library with Q&A style videos as well as educational information. We supply samples as 
giveaways to encourage customers to measure the results of our products. 

5.5 Explain your strategies for managing your online presence, including website, blog, social 
media accounts and other online systems. 

We manage our online presence through a comprehensive strategy tailored to each platform. Our website 
is continuously optimized for user experience and search engine visibility. We maintain an active blog to 
provide valuable content to our audience. Across social media, we employ a mix of curated content, 
engagement, and targeted advertising to foster connections and drive traffic. Regular monitoring and 
analytics help us refine our approach, ensuring our online presence effectively reflects our brand and 
engages our audience. 

6. Employment (10 points)
6.1 How do you recruit new staff and what formalised training processes do you have for new or 

existing staff? 

Recruiting staff is generally through walk-in enquiries. We have a low staff turnover and access to a number of 
quality seasonal employees when required. Mandatory licences and required skills are a minimum in suitability. 
Staff are selected also on empathy and understanding of our core values. Passion, positive attitude and drive 
by the employee are strong factors in securing employment. 

6.2 What procedures do you have, either formal or informal, to listen to and learn from your 
staff? How do you feel this enhances team spirit? 

Most mornings we discuss the previous day and the day/week ahead over a coffee. We look at all aspects of 
the daily events including stock levels projected orders influence of weather and staff availability. Managers’ 
report quarterly on business performance and plan any changes during these sessions. Each person holds an 
equal ranking in the discussion and group decisions are made for the betterment of the business. This creates a 
strong bond of unity and ownership within everyone’s role and responsibility. 

6.3 In what ways do you support a healthy workplace culture in your business and demonstrate 
a commitment to employee health and wellbeing? Please provide examples from 2023.  

We prioritize fostering a healthy workplace culture and demonstrating a commitment to employee health and 
well-being in various ways. In 2023, we implemented flexible work arrangements to accommodate individual 
needs and promote work-life balance. Additionally, we provided access to mental health resources and offered 
wellness programs such as yoga classes and nutrition workshops. Regular team-building activities and open 
communication channels further nurtured a supportive and inclusive environment where employees feel valued 
and cared for. 
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7. Quality (10 points)
7.1 Do you have a quality standard of work or product you seek to meet, either formal or 

informal, and how do you ensure this standard is achieved? 

We set a standard to respond to customer enquiries within 24 hours of receipt. We confirm stock orders and 
supply a ready date within 24 hours, we have despatched orders ready for shipping within 2 days of 
receiving the order. Our product quality standards are highly governed and audited regularly through our 
product specific certification. 

7.2 How have you established that the quality standard you seek to meet is that required by 
your target market?  

Forward planning and historical data along with budget planning. We have the capability of warehousing 
good levels of required stock. Working closely with distributors and retailers gives us the insight into their 
ordering patterns and we warehouse according to their needs. 

7.3 How do you ensure consistency between the quality standards you seek to meet and the 
pricing of your product? 

We benchmark our products against our competitor pricing on a yearly basis. We also set out to 
differentiate our business and product from the start, therefore giving us the opportunity in the marketplace 
to set benchmark prices for our products. We rely heavily on feedback from our customers, retailers and 
distributors to gather feedback on quality of product and pricing. We have an incredible opportunity to 
supply quality product from a smaller option all the way up to a wholesale load, thus ensuring all levels of 
pricing is available to suit a wide range of customers. 

7.4 How do you ensure efficiency in your business and have you implemented any automated 
systems or processes to improve productivity? 

We ensure efficiency in our business through a combination of streamlined processes and the 
implementation of automated systems. By regularly reviewing and optimizing workflows, we identify areas 
for improvement and implement changes accordingly. Additionally, we have integrated various automated 
systems and tools to enhance productivity, such as customer relationship management (CRM) software, 
project management platforms, and automated reporting systems. 

8. Community Engagement (10 points)
8.1 How does your business involve itself and or support the broader Ballarat community? 

This year we have committed to supporting a major community project within each state along with localised 
community support as needed and requested. The major community project will receive a [removed for 
privacy]% of sales of our products for that state which will go toward items that are needed for that group. We 
are involved in a number of local sporting groups specific to our product and community with donations of goods 
and services. We also assist in fundraising ventures in local kindergartens and schools. We donate our time as 
guest speakers in a range of clubs and groups. Over the past 12 months we have presented at over 20 
community groups or events. 

8.2 What policies do you have in place to ensure you support local suppliers whenever 
appropriate?  

We strongly support B2B, and where applicable we preference local suppliers. Our products are available 
nationally; we use local transport companies to get our products to their final destination. We use a local 
Ballarat packing agency to pack our product. Our graphic designers and marketers are local businesses, our 
vehicles are purchased and serviced locally. 

8.3 Do you monitor your business spend to ensure that any policies you might have with 
respect to local suppliers are complied with? 

Our policy is to always seek local providers first. This is controlled and monitored monthly through our business 
manager.   

8.4 During 2023, how did you engage with other local businesses/organisations and/or find 
opportunities to collaborate?  

In 2023, we engaged with local businesses through networking events and joint marketing campaigns. These 
collaborations allowed us to leverage each other's strengths, strengthen community ties, and discover new 
growth opportunities. 
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8.5 Detail the ways in which your business demonstrates a commitment to diversity and 
inclusion for your staff and customers? 

We demonstrate our commitment to diversity and inclusion through various initiatives for both staff and 
customers. Internally, we prioritize diversity in recruitment, offer diversity training, and foster an inclusive 
workplace culture through open communication and support networks. Externally, we ensure our marketing 
materials and customer interactions reflect diversity, and we actively support diverse community organizations 
and causes. 

8.6 What is your understanding of what it means to be an inclusive organisation? 

Being an inclusive organization means creating an environment where every individual feels valued, respected, 
and supported regardless of their background, identity, or differences. It involves actively fostering a culture of 
belonging where diverse perspectives are welcomed, and everyone has equal opportunities to contribute, grow, 
and succeed. 

9. Environmental Sustainability (10 points)
9.1 In what ways do your business activities impact on the natural environment? What 

initiatives do you have to reduce these impacts? 

Our products contribute directly to improving the environment. From a production point, we recycle all 
packaging for repacking. We reuse and recycle pallets. We encourage all retailers and distributors to maximise 
orders and therefore cut down on the number of freight transactions occurring. Product postcards are printed 
with food dye; our small packaged product is in biodegradable packaging. We purchase local goods which 
reduces our carbon footprint. Our raw product is packaged completely on site or in Ballarat. 

CATEGORY SPECIFIC QUESTIONS
Power FM - SME Business Award

a) Does your business have a point of difference or a competitive edge to other businesses? If so,
explain.

There are only 4 major suppliers in Australia of the same product, and we are the only certified company with 
distribution on a national basis. With over 30 years’ experience in the industry our management team know and 
understand the needs of producer. Our team is passionate and knowledgeable about what we want to achieve. 

b) What use do you make of the support organisations available to you?
We value support and leadership opportunities which we receive from Commerce Ballarat. [removed for 
privacy] gives our company an international presence and the opportunity to educate others. [removed for 
privacy] assists us with quality control and networking to other local organic businesses and customers. 
[removed for privacy] assists us with packaging but we also take great pride in supporting workers. [removed for 
privacy]is a local agribusiness organisation which keeps us at the forefront of local agribusiness, issues, 
innovations and concerns which helps us understand and help. 

c) What procedures and policies do you have in place to retain and attract staff?
To retain and attract staff, we offer competitive compensation, professional development opportunities, and 
flexible work arrangements. Our culture of recognition, open communication, and support fosters a positive 
work environment. We prioritize diversity and inclusion and provide employee assistance programs for well-
being. These efforts ensure our team feels valued and motivated, contributing to our organization's success. 

d) Do you have formal customer/client service policies? If so, how do you monitor compliance with
these policies?

We have policies in place for staff presentation, manners, phone etiquette, dealing with customers, complaints, 
action times for enquires. Operating in an open office, we are able to monitor customer interaction first hand for 
meeting compliance needs. 

e) How do you measure the success or the impact of your customer/client service policies on your
business or your stakeholders?

To measure the success or impact of our customer/client service policies, we employ various metrics including 
customer satisfaction surveys, feedback mechanisms, and performance indicators such as retention rates and 
referral rates. Additionally, we analyze the correlation between adherence to our policies and key business 
outcomes, ensuring alignment with stakeholder expectations and strategic objectives. 
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Business Mentoring Program 

Participants from 2014, 2015, 2016 & 2017 
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Commerce Ballarat have participated in the 

Uniting Ballarat Pancake Day from 2016—2018 
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