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Introduction

The goal is to help you earn a small living from your cleaning work. You can send clear, professional invoices, get paid for the work you agree to do and stay in control of your business.



It is fair to ask: will this work for me?

This is a significant business decision. You should know what you are buying before you agree to proceed.

“Will this bring me customers?” We do not supply customers or guarantee earnings. We set up the business tools around the cleaning work you already do.

“What if I find the software hard?” Booked coaching hours are included to help you learn. Before you pay, we agree how many hours are included and what we will cover.

“Will there be more bills?” Ask for the ongoing costs as well as the setup price. You need to know both.

“Could I do it myself?” Yes. You are paying for the agreed equipment and for us to organise and set up the parts together.

Your customers want confidence too

Before you spend money with us, you want to know what you will get and who is responsible. Your cleaning clients may have the same questions.

Clear business details, an agreed price and a professional invoice help answer them. Your care, reliability and the quality of your cleaning build trust over time.

You do the work and help your clients. We organise the systems around you, with the accounts in your name and under your control. What you earn depends on your customers, prices, costs and the work you do.



The key things we set up around you


	Your ABN, in your name — so your invoices identify you as the person running the business.

	A separate bank account in your name — so clients pay into an account you control, with work money kept apart from home spending.

	Your email, files and software accounts — set up in your name, so you hold the logins and choose who can help.

	Your details are connected across the systems — so you have a clear way to invoice, track payments and keep records.

	Help from your accountant — with your permission, we can invite them to help online, so fewer visits may be needed.



Below, we explain why each part matters and how it can help you avoid extra work later.

You know how to clean. We help organise the business around it.

This is for cleaners who already do paid work and want a more organised business. You keep doing the work you know. We set up the laptop, email, files and accounts to support it.



What are you paying for?

You get a laptop set up for your work, a business email address and an organised way to manage your records and invoices.

The value is also in how these parts work together. You do not have to choose each part on your own, then work out how to use them together.

It is a fresh setup around your own ABN. An ABN is your Australian Business Number. For this sole trader setup, it needs to be registered to you. We use your details across your invoices and accounts so they identify the same business owner.

Fresh. Simple. Confident.

Two cleaners may be equally good at cleaning.

One business feels scattered. The other feels fresh, simple and confident.

Clear business details. Professional invoices. Separate banking. Organised records. A business email address. Accounts you control.

The cleaning skill has not changed.

The business around it has.

That is the difference Business in a Box is designed to create.

It is not a promise of more customers or more income.

It is a business that feels more professional, is easier to manage and is easier for other people to understand.

Fresh. Simple. Confident.

Coaching to help you take over

The setup includes booked coaching hours to help you learn how to use your systems. The number of hours and what they cover will be listed in your written agreement before you pay.

Once the agreed setup and coaching are complete, our planned work is complete. There is no ongoing management service or required monthly payment to Business in a Box. You manage your own accounts and pay the service providers for what you keep using. Any extra help from us would need a separate agreement.



A note from Allen

Experience helping people get organised

I've helped people working in cleaning, occupational therapy, cooking, support work, outdoor activities and interior design get their business systems running.

The help has varied. For some, I set up their business email. For others, I helped organise more of their systems. Each person needed something different. These were not all full Business in a Box setups.

Business in a Box brings that practical experience into one clear package: a laptop, an organised business setup and booked coaching time to help you use it.

What do I get out of this?

I'm good at setting these systems up, and this package gives me paid work using those skills. The price includes my time to organise your setup and coach you through using it.

I want to help a few people build a living from work they already know how to do. You bring your cleaning skills. I bring the skills to organise the business around them.

I don't receive referral fees or commissions from the providers. I earn my money from the setup and coaching included in your package. Once that agreed work is finished, the systems remain yours and under your control.



What will it cost to keep running?

Some services have ongoing fees separate from the setup. Confirm the chosen plans, renewal terms and whether GST is included before you agree. Provider charges can change.

Your domain name

This is your own name on the internet. It lets you use a business email address linked to that name. The yearly fee keeps the name registered to you.

Your email system

This runs your business email, so you can send and receive work messages using your professional address.

Your accounting package

This helps you create and send invoices and track what is still unpaid. With payments recorded or matched to bank transactions, you can see when you were paid and how the payment came in.

The domain, email and accounting services have their own ongoing charges. Insurance, card payment fees and other business costs are separate. Check the current charges before you agree.

You decide what to keep

We set up the email and accounting services on monthly plans. The domain name renews yearly. The accounts are in your name and under your control.

If you decide after three months that you no longer want to run the business, you can cancel services you no longer need. You do not need our permission. Follow each provider's cancellation steps and check any notice period or final charge. Monthly billing does not always mean cancellation takes effect that day.

You can choose not to renew the domain. Before cancelling email or accounting services, save your records and important messages, and update anyone who needs your contact details. Ask your accountant what records to keep and whether any other closing steps are needed.

Cancelling a subscription stops future charges under that provider's terms. It does not undo the setup work already provided. Insurance has its own terms; check these with the provider.

Public liability insurance — quoted for you

We usually use BizCover to compare and arrange cover. You are free to choose another provider and discuss which insurance suits your cleaning work.

Public liability insurance can help with covered claims if your work causes injury to another person or damage to their property. For example, someone might slip on a floor you have cleaned. Whether a claim is covered depends on the policy and what happened.

Ask about the price, what is covered, what is excluded and any amount you must pay towards a claim. Insurance helps with financial risk; safe cleaning practices still matter.

Taking Visa or Mastercard payments — optional extra

If you want clients to pay invoices by card, a supported payment service can be connected. The provider must approve your account. Processing fees and any other charges are extra, so check them before switching it on.

You can start with bank transfer and decide later whether card payments suit your clients.



Less clutter now. Less to sort out later.

Small problems can build up as you get more work. Here is how a clear setup can help.

Keep work money separate

When work payments mix with food shopping and home bills, they can be hard to sort out.

A separate bank account keeps work money in one place. Later, you and your accountant have less mixed spending to sort through.

For this setup, we ask for a separate bank account in your own name, used for your work. Check with your bank that the account allows business use. You can also ask for a debit card for work purchases.

Keep clear records from the start

Notes, receipts and sums spread across different places can leave gaps.

Your accounts software gives you one place to record money coming in and going out. Keeping it up to date can mean less work fixing old records later.

Use a business email address

Work emails can get lost among personal emails. Changing your email later can also mean telling every client.

A business email address using your own web name gives clients a clear way to contact you. You can use it from the start on your invoices and other business details.

Know where your files go

A client asks for an old invoice. You should not need to search five places.

Clear folders give your work files a home. Use the same places each time so you can find what you need.

Keep control of your accounts

If someone else controls your logins, you may need their help just to get into your own accounts.

Your business accounts are set up in your name and under your control. You hold the logins and ways to get back in. You choose who has access to help you. This helps reduce the risk of being locked out when you change who helps you.

Your accountant can help from their own desk

With your permission, we can use your accountant's email to invite them into your accounting software, where it supports this. They use their own login. You choose their access and can remove it later.

You can both look at the same records while you talk. Your accountant can help you sort out questions without you taking the laptop or a pile of papers to their office. This can mean fewer trips, less travel cost and less time away from your work.

If GST registration or a business activity statement (BAS) becomes part of your business, your accountant can guide you on the help you need. Use a registered tax or BAS agent for BAS services. Their fees are agreed separately.

You keep ownership. Your accountant gets access to help.

Have a laptop ready for work

A personal computer can be full of old files, apps and settings.

Your supplied laptop is set up for your business tasks. This gives you a clear place to work, with the tools you need ready to use.

See which invoices still need payment

When invoices are made in different ways, it can be hard to track what has been sent or paid.

A clear invoicing process helps you send an invoice, check payment and follow up when needed. It cannot make a client pay, but it helps you see what needs your attention.

Keep the software simple

Adding another app can mean another bill, password and thing to learn.

We choose a small set of tools for the work you need to do. This helps avoid paying for two tools that do the same job, or typing the same details twice.



Picture your next job

You finish a clean. You use the same process to send the invoice. You know where the job records go. Later, you can check whether the payment has arrived.

When your accountant asks for records, you know where to look.

These are examples of what the setup is designed to support. You still need to send invoices, save records and check your accounts.



Make it easier for people you know to book you

A friend or family member may need a cleaner and want to support your business. You can say, “I can do that clean for you. Let’s agree what you need and the price, and I’ll send you an invoice.”

They get useful work done and a clear record of what they are paying for. You get paid for your work. It can feel good to support someone you know in this practical way.

Clear prices and invoices help you treat the job as paid work, even when you know the person well. They do not replace doing a good job, and no one is expected to book you as a favour.



Fewer things to work out

You do not need to start from scratch with every choice.

Where does this file go? Which email do I use? How do I send this invoice? The setup gives you a clear way to do these tasks.

Starting with an organised setup can also reduce the work of moving files, changing accounts or fixing a mess after years of trading.



Is this right for you?

This may suit you if you already earn money from cleaning and want the business side set up for you.

You can set these things up yourself. This service is for people who want help choosing and setting up the parts so they work together.



What this service does not include


	Customers, bookings or a promised income. You find and agree the work with your clients.

	Cleaning training or equipment. This setup is for people who already know how to clean.

	Someone to run the business for you. You still do the work, send invoices and keep your records up to date.

	Accounting or tax services. You choose your adviser and agree their fees separately.

	Unlimited support or every future software bill. Check the written list of inclusions and ongoing costs before you pay.



Why keep the service focused?

The fee pays for the agreed laptop and business setup. It tackles scattered records, confusing accounts and unclear invoicing. Keeping that job clear helps you judge whether it is worth paying for.



What to check before you go ahead

Before you go ahead, ask for the written list of what is included in the setup.

Check any ongoing software, email, web name or other service costs. Also check what help is included after setup. The setup price does not mean every service is free forever.

A fresh setup does not, by itself, fix old records. If you need old files or accounts moved or cleaned up, ask whether that work is included.



A note for your accountant

Business in a Box is a setup service for the owner's working systems. The price covers the supplied equipment and agreed setup work. Its value should also be assessed by how the parts support day-to-day record keeping.

Separate banking can reduce the work of separating personal and business transactions. Structured accounts and folders can reduce record reconstruction. A consistent invoice process can make unpaid invoices easier to identify.

Owner-controlled accounts can reduce access and recovery problems. Establishing the business email early can reduce later changeover work. A configured laptop and a small software stack can reduce duplicate tools, repeated setup and manual hand-offs.

A client you can support remotely

With the owner's permission, we can invite you by email to the supported accounting software using your own login. Access can be set for the work you agree to do. You can review the records held there and help the client without being at their kitchen table.

Separate banking, a consistent invoice process and organised files give you a clearer starting point. Shared access can reduce repeated requests for files, emailed copies and trips made just to exchange paperwork. It creates more room for useful conversations about costs, cash flow and the next steps for the business.

You retain your professional role and client relationship. Business in a Box sets up the tools; you agree your services and fees with the client. Software access is separate from any authority needed to act for them with the ATO.

These are potential benefits, not measured savings. Results depend on the owner's starting point, use of the system and ongoing costs. No dollar saving or five-year return is claimed.

To assess the value for this client, compare the written scope with their current setup and credible alternatives. Include ongoing fees and any work still required. Use their actual costs where available, and do not count the same saving twice.

The client still needs accounting and tax advice for their own situation. This setup does not replace those services or guarantee accurate records.



The next step

Tell us what you already use and what is hard to keep on top of. We can check whether the setup suits your cleaning business and explain what is included.

You are welcome to show this guide to your accountant before you decide.

Ask Allen Wade about Business in a Box for Cleaners.

businessinabox.net.au


OEBPS/images/cover.png
Business

inaBox
-, for Cleaners

" Built to Stay Simple

' 4
‘ Organise. Get paid. Stay in control.

=— ALLEN WADE ===





