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Invest capital in your business

Making the right investment in your business 

can help you to increase profitability, improve 

productivity and support product and service 

development. Choosing the right investment 

option will help to maintain a viable and 

sustainable business.

This involves:

1. setting targets for making investments

2. assessing the return and benefits that will 

arise from making investments

3. identifying possible problems in your plan to 

make investments

4. monitoring how investments affect your 

business

What you need to do

• set clear targets for making investments

• identify and use sources of advice to help you make investments

• compare different ways of making investments and work out the costs and benefits of each 

investment accurately

• assess the return your business is likely to get for different investments

• identify and calculate the cost funding for the investments

• work out the effect of taxation, grants and allowances accurately

• assess how the investment will affect revenue, expenses and cash flow over an appropriate period

• include any potential problems that might arise during the period of investment

• monitor how the investment affects your business

What you need to know and understand

Investing capital

• what investment targets might be achieved. (For example return on capital, improved profitability, 

improved productivity, product or service development.)
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• how much investment costs. (For example capital costs, interest rates on loans and their effect on 

your business during the repayment periods, running costs and depreciation.)

• what problems there may be depending on whether or not you invest capital in your business

• what the benefits of investments are. (For example providing revenue, increased profits, increased 

productivity, market position and profile.)

• what uncertainties there may be in different investments. (For example fall in sales or increased 

costs, and the effects of changes in costs or revenues on your profit margins)

• what sources of funding are possible. (For example improving cash flow, getting an overdraft, 

own savings, loans from friends and family, bank loans, government grant or other outside 

investment.)

• how to assess return on capital for different investments. (For example by forecasting the possible 

high and low performance of the investment.)

Information and advice

• where to get reliable information to help you to identify investment targets and costs. (For 

example business associates, banks, financial advisers, business advisers, and business advice 

centres.)
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Keep financial records for your 
business

You need to keep financial records for a variety 

of purposes. They are important in helping you to 

manage your finances and continue to plan your 

business. They are also required to meet legal 

and regulatory requirements in company law and 

for tax purposes.

This involves:

1. researching different systems for recording, 

monitoring and reporting the finances of your 

business

2. deciding which financial records to keep, and 

how and when to keep them

3. selecting an accounting management system 

that is relevant to the legal format of your 

business

What you need to do

• decide what financial records you will keep and how and when you will keep them

• identify the systems and process you will use to control the money coming into and going out of 

your business

• choose an accounting system that will:

 provide accurate financial statements;

 provide statutory returns for reporting to the tax authorities;

 forecast cash flow, profits and losses; and

 accurately identify variances

• make sure all financial transactions are properly recorded in the appropriate place

• make sure the financial system will produce suitable invoicing and purchasing records

• use accounting methods that are relevant to the trading status of your business

• make sure that the appropriate people know about the accounting information

• make sure that the way in which financial records are kept and reported on is in line with the legal 

requirements for businesses
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What you need to know and understand

Financial records

• what financial records may be needed for sales. (For example cash and credit sales transactions, 

purchase transactions and creditors.)

• what financial records may need to be kept about your business assets and funds

• how to produce financial records, including:

 ledgers and journals; and

 invoicing, receipts and payments

• what are the broad principles and procedures in accounting systems

• how to choose manual and computer based accounting systems. (For example ledgers, journals, 

budgets, invoicing, receipts, payments, accounting periods, financial year and tax year.)

• which financial statements and statutory returns are relevant to your business in terms of your 

trading status. (For example, profit and loss, balance sheets, old debts, account journals or tax 

returns.)

• how to choose and use different accounting periods and financial years

• how to use financial records for monitoring the financial state of your business

• how to make sense of cash flow forecast, profit and loss statements, spreadsheets, balance 

sheets, and what they should contain

• how to relate cash flow, profit and loss and balance sheets to each other

• what financial measures and forecasts are needed by your business

• why businesses need financial information such as keeping a check on customer payments (credit 

control), managing the amount of money coming in and going out (cash flow management), 

monitoring the activity in your bank account and the charges made by the bank (bank monitoring)
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Information and advice

• what information on financial record keeping is available and from which organisation (for 

example, accountants, lawyers, advice centres, banks and other financial providers). Advisers may 

be independent or tied to a particular company

• why it is important to use proper technical and professional advice to find out about accounting, 

cash flow, profit and loss, credit control and tax returns
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Manage cash flow in your 
business

Being able to predict and control money going in 

and out of your business at different times and 

its impact on your business is critical to assessing 

the financial health of your business. It can make 

the difference between a business that survives 

and one that fails.

This involves:

1. setting cash flow targets in line with the 

financial plans of your business

2. producing cash flow forecasts on a monthly 

basis

3. identifying any gaps between income and 

expenditure and taking steps to control any 

shortfall that is likely to occur

What you need to do

• work out what costs are involved in your business

• work out when, during each accounting period, different types of costs need to be paid

• calculate when cash will flow into and out of your business during each accounting period

• work out what money is available at any one time

• check the effect that the timing of payments (both inwards and outwards) may have on cash flow

• set cash flow targets that are in line with your financial plans for your business

• identify where cash comes from and monitor how it is used in your business

• control sources and use of cash where appropriate

• produce cash flow forecasts at set times that are suitable for your business

• accurately forecast any cash shortfalls and plan the actions that need to be taken to address them

What you need to know and understand

Cash flow

• what are the methods to use to forecast business income and spending

• how to find out what funds will be spent when starting and/or running a business
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• what are the requirements for forecasting cash flow

• how to prepare and make sense of basic cash flow statements and forecast possible high and low 

cash flow rates (basic sensitivity analysis)

• how to monitor cash flow. (For example by keeping day to day records and making sense of bank 

statements.)

• how to choose the most useful timescales for financial forecasts. (For example every month, three 

months or a year.)

• how to control sources and uses of cash. (For example by moving cash between accounts, buying 

and selling stock, keeping the numbers of creditors and bad debtors to a minimum, managing 

payment to creditors, paying tax, buying and selling assets, and short-term sales and pricing 

policies.)

• how the timing of cash receipts and spending affects cash flow

• how not meeting agreed targets can affect cash flow. (For example, not meeting agreed delivery 

times, not following laws or regulations, terms of payment, penalties for non-completion or breach 

of contract and damages for non-acceptance of goods.)

Information and advice

• who can provide financial advice on a business. (For example accountants, lawyers, advice centres, 

banks and other financial providers). Advisers may be tied to a particular company
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Monitor borrowing for your 
business

Most businesses need finance from outside 

sources. For the success of your business you will 

need to establish good working relationships with 

your financial providers and keep an eye on the 

impact of any borrowing on your business.

This involves:

1. keeping in contact with funders

2. checking the costs and benefits to your 

business of finance provided on a regular 

basis

3. meeting the requirements of finance 

providers

What you need to do

• identify and agree the aims of your relationship with each finance provider

• make the best use of the skills and experience of your finance provider

• keep in regular contact with finance providers and make sure that you understand what they want 

you to do

• agree the costs and benefits of the finance you are borrowing with your finance provider

• regularly monitor the costs and benefits of the finance provided

• assess other financial options to make sure the original ones are still the most appropriate

• set up systems to forecast and monitor the effect of the finance on your business plans

• regularly check that your business can meet the costs, borrowing charges and repayment schedule 

of the finance provider

• assess how effectively the finance meets the needs of your business and identify any potential 

problems

• meet the requirements of finance providers by taking suitable action and asking for help when you 

need it



CHECKLIST

IOEE Checklist  |  Copyright © 2017 IOEE

What you need to know and understand

Relationships with finance providers

• how to keep in contact with finance providers and how often

• the different kinds of information that finance providers need. This could include:

 an up to date business plan (for example including cash flow forecasts, variances against profit  

 forecasts, information about debtors, creditors, stocks and borrowing position);

 what the finances are needed for (for example fixed capital and working capital, business   

 expansion);

 the value of your business (asset worthiness) and the limit funding by the owner;

 information about business progress (for example daily, weekly or monthly); and

 reporting where actual figures do not match those that were forecast (variances)

• what paperwork should be used for recording financial agreements

• what are the requirements of finance providers and how they can be met

Getting finance

• how to assess that the sources of finance being used are still the most appropriate for your 

business needs compared to other finance providers. (For example high street banks, venture 

capital companies, private investors, credit agencies, local and national government agencies.)

• how finance should be monitored. This would include:

 the costs of different kinds of finance (for example interest charges, administration charges,  

 fees, commission, equity and capital gain, insurance, penalties for early termination, penalties  

 for failure to meet interest and principal repayments, security requirements and risk); and

 the benefits of different kinds of finance (for example availability of funds, cash flow,   

 investment and their effect on your business)
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• what choices are available to you in managing the extra finance. (For example faster or lower 

repayment schedules, changing to different types of finance or to another funder.)
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Prepare wages

If and when you employ staff you will need to 

agree with them a salary, how it will be paid and 

when. You will need to ensure you have a system 

in place to meet the obligations you have to your 

employees in paying their wages and their tax 

and National Insurance Contributions. Salaries 

may become increasingly complex with maternity 

pay, statutory sick pay and repayment of loans 

for example.

This involves:

1. preparing wages for your staff

2. asking for professional help when you need it

What you need to do

• seek professional advice on paying wages, employment legislation and pensions

• decide who will undertake the paying of staff (i.e. will you do it personally, or hire somebody to do 

it for you)

• work out how much you need to pay each member of staff and how often, ensuring you practice 

equal pay for equal work and comply with the National Minimum Wage

• work out any variations to pay and statutory or contractual payments, including deductions for 

absence or statutory sick and maternity pay

• work out any additional payments you need to pay to members of staff (i.e. overtime or bonus 

payments)

• work out income tax and National Insurance contributions for each member of staff

• make sure you comply with all government legislation and legal obligations

• contact the Inland Revenue when you need more information

• identify any other deductions you need to make from staff’s salaries or wages (i.e. pensions, 

student loan payments)

• find out if your staff are owed any tax credits

• set up a system to record all payroll information

• make sure you pay wages or salary to your staff as agreed

• pay National Insurance, tax and student loan payments to the Inland Revenue
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What you need to know and understand

• the basic wage or salary of each member of staff

• how to work out National Insurance and income tax

• what deductions or additional payments you need to make for each member of staff (for example, 

pension contributions, loans for training or a uniform, contributions to charities under the payroll 

deduction scheme, or a payment for sickness or maternity pay)

• when and how to pay income tax, National Insurance and student loan deductions to the Inland 

Revenue

• how to find out about and deal with any tax credits your staff are owed

• how and when to contact the Inland Revenue or other specialists for advice

• how to keep records that will be useful to you in the future

• the agreed time and method of paying wages to staff and the disadvantages and advantages of 

each (for example, monthly or weekly, in cash, by cheque or straight into their bank account)
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Set and monitor financial targets 
for your business

If you want to run a successful business you need 

to keep track of the money you use, save and 

spend. Setting financial targets and monitoring 

how well your business does against them will 

help you to do this.

This involves:

1. researching different ways to measure the 

success of your business

2. setting up systems to monitor the financial 

performance of your business

3. deciding what to do if what happens is 

different to what you expect

What you need to do

• make a realistic estimate of the financial state of your business

• research different ways to measure the success of your business

• decide what information you need to prepare a financial forecast to help plan your business and 

measure profit

• produce accurate forecasts for particular accounting periods and present them in an appropriate 

way

• make sure that the financial information you use for forecasting is based on valid and reliable 

information

• use the forecasts in the financial planning and management of your business

• accurately work out business income and spending and regularly check their effect on profit 

targets

• identify differences between forecast profits and actual profits

• investigate what is causing the difference between forecast and actual profits and what effect 

these have on your business

• set financial targets in line with your financial plans for your business

• prepare a clear financial plan and use it to assess and help improve the financial performance of 

your business

• decide what financial management systems to use in your business

• identify ways to keep your tax liabilities to a minimum within the law
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What you need to know and understand

Setting targets

• what financial targets are important to your business. (For example, turnover, cash flow, profit, 

profit margins, borrowing, tax efficiency, investment and cost efficiency.)

• how to assess the impact of financial targets on productivity, sales and non-sales revenue, costs 

and spending

• how to work out the important ratios that measure how successful different parts of your business 

are. (For example, gross and net profit as a percentage of turnover or sales, or the return on 

capital used.)

• how to find out when income will match spending (break even analysis)

Financial forecasting

• what particular financial forecasts need to be done. (For example profit and loss, cash flow, 

income, spending, movements in, assets and liabilities, budgeting and production, sales.)

• what problems are likely to affect business forecasting, such as market changes on products and 

ranges, resources and operating costs

Increasing profitability

• how to work out the difference between gross and net profit, basic profit and loss statements, 

high and low forecasts and simple ratios and how to use this information to analyse the profit 

margins for different products and markets

• what the appropriate profit margins are for your business, how to monitor profitability and how 

often this should be done

• how to decide what range of stock to offer by taking account of:

 product life cycle (the way in which sales rise and fall – introduction, growth, maturity and   

 decline); and

 stock turn (the value of stock held against annual sales).
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• how to compare stock range and volume of sales with:

 production (unit costs);

 finance (stock costs);

 purchase (volume discounts); and

 pricing policy (margins)

Financial plan

• what a financial plan should consist of, including:

 an assessment of the financial state of your business and financial aims, with the important  

 ratios of profit against turnover, sales or capital;

 cash flow, profit and loss statements and forecasts;

 a balance sheet;

 information about the control systems and performance measures to be used; and

 the break-even point

• how to use contingency planning (ways of avoiding any potential problems).

• what basic ways there are of keeping the amount of tax you pay to a minimum.

• what your liabilities are under current laws. (For example for long-term planning and reporting 

duties and insolvency.)

Accounts management

• how to select manual and computer-based systems. (For example ledgers, journals, budgets, 

invoicing, receipts, payments, accounting periods, finance year and tax year

• which financial statements and statutory returns are relevant to your business. (For example, 

profit and lost, balance sheets, old debts, account journals or tax returns) in terms of your trading 

status (for example, sole trader, partnership, limited company.)
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• how to use different accounting periods for planning

• why your business needs financial information, such as keeping a check on customer payments 

(credit control), managing the amount of the money coming in and going out (cash flow 

management), monitoring the activity in your bank account and the charges made by the bank 

(bank monitoring)
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Carry out the banking for your 
business

Money is the lifeblood of any business. Spending 

time at the outset organising finances, and 

gaining professional help, especially where other 

people are investing in your business, is vital. One 

of the first steps is to open a bank account. Not 

all banks offer the same services and support, so 

it is important that you spend time to research 

which is the best bank account for you and which 

financial products meet your business needs. 

Banking can be expensive so it is an important 

decision to make.

These issues can be complex and the use of 

professional expert advisers can in the long term 

save time, money and wasted energy.

This involves:

1. choosing a suitable bank and account

2. doing the banking

3. asking for professional help when you need it

What you need to do

• decide what banking facilities are important for your business, i.e.:

 how you will pay money in

 how you will make payments, including whether you need a debit or credit card

 how and when you want to be able to access account information

 whether you need banking advice

• research the different banks, types of banking, accounts, and financial products available to your 

business, the services they offer and all the associated costs

• choose a bank and an account(s) that meets the needs of your business

• decide who is responsible for dealing with account administration

• decide who will have access and be signatories to the account

• provide a bank with the documents and information required to open an account

• record the amount of income received and in what format (i.e. cash, cheques or credit and debit 

card receipts)

• if you need to retain cash for a float decide how much income you will bank and how much cash 

you will retain
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• fill in the banks forms for paying in receipts, cash and cheques and get appropriate receipts from 

the bank

• regularly check bank statements for errors or irregularities

• if you take regular cash deposits to the bank identify how to improve your personal security

• review your bank accounts and how you are operating them

What you need to know and understand

• what banking facilities are important for your business

• the different banks and different types of banking that are available to you. (i.e. online, telephone, 

or branch banking)

• the different types of accounts your business will need (i.e. a cheque account, savings account or 

loan account)

• what the benefits and disadvantages are of the different accounts

• the legal requirements required to open and operate a business account

• who is responsible for administration of the account and who will have access to it

• the process by which you deposit money in the bank

• how to reconcile bank statements with your records to check for errors

• how to increase security (for example, keeping PIN numbers, cheque books and bank cards 

secure)
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Decide on the financial needs of 
your business

In order for your business to be successful 

you will need to establish that your business is 

financially sound. You must think about what 

you need to start up your business and what you 

need to keep it running well.

This involves:

1. working out how much money you need for 

all parts of your business

2. comparing it with the money you put into 

your business and the money your business 

might generate

3. deciding if you need to get any additional 

money

What you need to do

• decide what income you will need

• research how much any premises and insurance will cost

• research how much any equipment you need will cost

• research how much any supplies you need will cost

• research how much any market research and advertising you are planning will cost

• research what the cost to your business will be of any staff you need to recruit and employ

• estimate what it will cost to carry out all the activities needed to run your business properly

• compare your figures with what money you expect your business to make and any money you 

have available yourself

• decide whether you need to get any extra money for your business and if so how much

• use advice from experts to help you check that your estimates are realistic
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What you need to know and understand

Financial needs

• how to work out how much money you need to live on taking into account any working tax credit 

and benefits

• what gross income your business needs to make to give you the money you need to live on

• how to research and estimate the costs of the main items of expenditure, such as premises, 

equipment, supplies, and any staff you need to employ

• how to estimate the cost of any market research

• how to work out the right price for your products or services

• how to work out your expenditure

• how to produce and use forecasts, estimates and projections of finance in your business. (For 

example cash flow forecasts, breaking even, profit and loss, income and spending and budgets for 

specific areas like marketing.)

• how to judge which information is reliable enough to base financial targets on

• how to set clear business and financial objectives which are realistic, achievable and can be 

measured

Profit and loss

• what the appropriate profit margins for your business and its products or services are

• how to calculate the difference between gross and net profit

• what is contained in and how to make sense of cash flow forecasts, profit and loss statements, and 

balance sheets
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Information and advice

• who can provide financial advice on a business. (For example, accountants, lawyers, advice 

centres, banks and other finance providers.) Advisers may be independent or tied to a particular 

company

• what sources of information are available. (For example, business associates, business advice 

centres, business advisers, mentors or counsellors, consultants, non-executive directors, tax 

authorities, trade and professional journals.)
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Get customers to pay 
on time

If your business does not have a system to check 

on payments from customers, it can cost many 

thousands of pounds. Many businesses have 

problems with debts from customers. Bad debts 

can even lead to the failure of your business. If 

you develop a way to control debts and collect 

payments from customers, you will keep the 

effect of debts on your business to a minimum.

This involves:

1. setting up a system to get customers to pay 

on time

2. putting the credit control system into practice

3. reviewing the effects of credit control system 

on your business

What you need to do

• accurately work out the amount of debts owing to your business

• confirm aims and targets for controlling credit

• set terms and conditions for controlling credit that are in line with your credit control targets and 

the law

• develop a system and process, including paperwork, for keeping debts to a minimum and 

encourage customers to pay early

• identify different ways to collect debts and assess their costs and benefits

• choose the most cost efficient way to collect debts in line with your credit control terms and 

conditions

• keep in regular contact with debtors to identify any problems they may have in paying

• use suitable debt collection options for clients

• assess credit risks in advance for all new accounts, and at regular intervals for current accounts

• regularly monitor the costs and benefits of your systems and processes to control credit

• regularly measure the effects of debts on business effectiveness

• monitor the credit control systems and identify problems with controlling credit

• change credit control targets to meet any new business needs

• explain the details of how you control credit, including any changes that are made to it, to relevant 

people
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What you need to know and understand

Setting up credit control

• how to work out the effect of debts on your business in terms of costs and cash flow

• how to work out:

 the costs of debt-collecting options (for example, loss of client business, administrative   

 expenses and professional fees); and

 the benefits of good credit control (for example, improved cash flow and interest receipts from  

 faster payments, reduced bad debts, write-offs and lower long term administration costs).

• what targets to set for controlling credit. (For example, collecting payments, improving cash flow, 

reducing the number of bad debts and for debt write-offs.)

• how the following laws affect your credit control:

 Consumer Credit Act 1974 (for credit arrangements up to £15,000);

 the Late Payments of Commercial Debts (Interest) Act 1998;

 and Data Protection Act

Implementing credit control

• what types of documents and methods are suitable for use in credit control

• what credit control systems will keep bad debts to a minimum, including:

 keeping track of the differing lengths of time debts are left owing (aged debtor analysis);

 offering discounts to clients for paying quickly (settlement accounts);

 working out if clients are likely to pay their debts (individual client risk analysis);

 credit references and ratings; and

 assigning general and individual credit limits.
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• what options there are for collecting debts. (For example speaking to the debtor by phone, 

sending written reminders, legal action, using debt-collecting agencies or a factoring agency to 

advance funds against debts)

• how to decide the costs and benefits of meeting credit control targets and business targets:

 costs (for example, losing customers, administration costs, legal fees and agency    

 commissions); and

 benefits (for example, reducing bad debts, getting higher interest payments, healthy cash flow,  

 keeping recovery costs down and keeping customer loyalty)

• what the legal and ethical limits are on credit control

• how to keep in contact with debtors and creditors and how often to communicate

Monitoring credit control

• how to assess risk in relation to volume of business expected from the customer. (For example, 

through their credit references, credit rating, bank and trade references, accounts and financial 

statements and other known creditors.)

• what problems there could be from putting credit control systems into practice. (For example, 

the overall proportion of customers who are in debt to business, customers who go bankrupt or 

go into liquidation, unusually large orders, breakdown in customer service, failure by business to 

keep delivery promises, changes in staff or making promises.)

• how to get accurate feedback from clients about credit control

• who needs to be informed about credit control systems. (For example staff and clients)

Information and advice

• where to find help about credit control. (For example business associates, business advice 

centres, business advisors, mentors, counsellors, specialist consultants, non-executive directors, 

accountants, banks, tax authorities, credit agencies and debt factors.)
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Get finance for your 
business

Your business may need to raise money to start 

up, change or to get through a difficult time. 

Being able to get finance at the right terms when 

it is needed is important for the long term goals 

and survival of your business.

This involves:

1. reviewing different types of finance

2. deciding where and on what terms and 

conditions the finance will be obtained

3. monitoring the effects on your business of 

getting and servicing finance

What you need to do

• decide how much extra money your business needs in line with business’s plans

• identify the types of financial help available from different providers and the costs and benefits of 

each

• assess any risks to your business or to you in getting finance, including tax and capital allowances 

in your assessment

• assess any developments in the financial market that may influence your decision

• gather information about the cost of borrowing and use it to assess the costs and benefits offered 

by each provider

• decide the targets and limits of financial borrowing that you can accept

• present the financial needs of your business to potential providers in terms they can understand.

• assess the costs and benefits of getting and servicing the finance on your business

• identify the most appropriate types of finance and financial providers to meet the financial needs 

of your business

• make sure your plans for finance can be met within the agreed timescale

• confirm the terms and conditions of the finance in writing, making sure that you fully understand 

what they are

• check that the contracts for the finance are drawn up in line with legal requirements
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What you need to know and understand

Getting finance

• how to identify different needs of your business for finance. (For example to set up a business, 

to keep trading (liquidity), profitability, receiving the most interest, keeping interest costs and 

borrowing charges down, making investments, paying for insurance and making sure you have 

enough assets to meet the terms of finance.)

• how to identify different types of financial help. (For example, secured loans, overdrafts, sale or 

lease back of assets, employee share ownership plans, insurance policies, use of pension funds, 

loan guarantee schemes, external funding for equity capital or debt financing and venture capital 

from business ‘angels’.)

• how to work out:

 the costs of different kinds of finance (for example, interest charges, administration charges,  

 fees, commission, equity and capital gain, insurance, penalties for early termination, penalties  

 for failure to meet interest and principal repayments, security requirements and risk); and

 the benefits of different kinds of finance (for example, availability of funds, cash flow,   

 investment and the effect on business)

• what are the likely risks to a business or owner manager and how these should be assessed. (For 

example risks that your business cannot repay the loan and other debts, possible loss of control or 

even ownership of your business.)

• how to assess the financial state of your business. (For example in terms of profit, cash flow, 

current assets and liabilities.)

• what the main indicators of the financial market are. (For example movement in interest rates, 

inflation figures and move to medium term and long term loans.)

Information and advice

• who can provide financial advice on a business. (For example accountants, lawyers, advice centres, 

banks and other finance providers.)
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• what sources of free and paid for information are available. (For example tax authorities, trade 

and professional journals, customers, suppliers, your own staff and competitors.)

Finance providers

• how to identify different financial providers or funders (For example through directories, business 

advice services, through websites, trade journals, trade associations, venture capital associations, 

press, brokers, banks and accountants.)

• how to choose the appropriate finance providers

• how to work out the cost of borrowing in terms of:

 interest cover (operating profit against interest costs); and

 how the costs vary with any changes in the interest rates

• how financial needs should be presented to providers and what they want from your business

• what are the targets and limits for agreeing terms with providers and how flexible these should be. 

(For example about the amount of finance, schedule of capital and interest repayments, discounts 

available, additional benefits, interest rates, keeping security to a minimum, interest rate capping, 

facility fees and charges.)

• what security you might need to provide the differences between secured and unsecured loans 

and the effect of making a personal guarantee

• how to agree terms and conditions

• what paperwork should be used for recording financial agreements

• why it is important to seek expert legal and financial advice before signing contracts


