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National Corporate Training

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


Task: 05_01 Applying for a business name

1. Make up a business name for a new company that you will manage

2. Download an application form to register a business name. 

3. Find a business name (use your company name) and see if anyone else has registered that name or a name similar?
4. Look for a Web Domain Name and screen shot names that you could use for your business
Paste below: 

The following is a guide

Registration of Names
In an increasingly competitive world it is important you select a name for your business that has impact, is memorable and distinguishes your product or service from your competitors.
A name can be a business name, company name, trade mark or domain name.  It is important to understand the differences between each, what each offers in terms of protection or exclusivity and how to register those appropriate to your business venture.
Some important facts
A search of the trade mark databases before you register a business name, company name or domain name can help you to avoid potentially costly errors.

Failure to do so may cost you dearly.  For instance, if you inadvertently infringe someone’s trade mark, you could be sued – and required to change your business name and remove all traces of the name from your business, products, labelling, packaging, vehicles, stationery, advertising material, website and uniforms.
Furthermore, when establishing a business, you should not spend money on any of the above items until the name has been registered in case it is unavailable.
What takes precedence?
Registering a business name, company name or domain name does not give you any proprietary right (ownership) to that name.  Only a trade mark can give you that protection. 
The same word(s) can be registered as a business name, company name, domain name and trade mark by different people, so registering a trade mark will afford you the best protection. 
How does each name differ?
Business Name
Is a name used by a commercial profit seeking enterprise under which it operates.  It is compulsory to register a business name and registration must occur before you start trading. Registration is administered under state and territory legislation so businesses trading in more that one state or   territory must register their name in each one.  If you choose to operate the business under your own personal name only you do not need to register it. 
Company Name
Is a name registered under federal Corporations Law administered by the Australian Securities and Investments Commission (ASIC).  If your company chooses to trade under a name different from its company name, the company must register the trading name as a business name.

Domain Name
Is an address on the Internet for a website.  The organisation that administers domain names is .au Domain Administration Ltd.  Registration of domain names is available through its accredited registrars. A domain name identical to your business name, company name or trade mark may make it easier to find you on the Internet.

Trade Mark
Is a word, phrase, letter, number, logo, picture, sound, smell, shape, aspect of packaging or a combination of any of these that is used to distinguish the products or services of a trader from other traders.  The registered owner of the trademark has a right to exclusive use of the trade mark throughout Australia for products or services for which it is registered.  Trade marks are administered by a Federal Government agency, IP Australia.

Searches
It is always wise to search the trade mark databases before you register a business name, company name or domain name.
IP Australia provides a professional search service for a fee.  Trained staff will perform a skilled search of existing registered or pending trade marks and provide a report indicating if there is an existing trademark the same or similar to your intended business name.  They guarantee to provide you with the report within 24 hours (excluding weekends and public holidays).
You may also conduct your own search at the IP Australia WA state office or by searching the trade marks database (ATMOSS) over the internet at www.ipaustralia.gov.au . You can also engage a patent attorney, trade marks attorney, trade marks agent, legal practitioner or professional search firm to undertake a search on your behalf.
It is also wise to search the National Names Index at www.asic.gov.au before you decide on a business or company name.  It is an extensive index of Australian company names and business names of each state and territory.  The index provides some basic free information on each organisation.  Further information may be obtained for a fee. 
Sources of Information
Business Names
Department of Consumer and Employment Protection
The Forrest Centre
219 St Georges Terrace
PERTH  WA  6000
Tel: 1300 304 014
Website: www.docep.wa.gov.au
Company Names
Australian Securities and Investments Commission
Level 3
66 St Georges Terrace
PERTH  WA  6000
Tel: (08) 9261 4200
ASIC Infoline Advisory Service 1300 300 630
Website: www.asic.gov.au
Domain Names
auDA
107 Faraday Street
CARLTON  VIC  3053
Tel: 1300 732 939
Website: www.auda.org.au
Trade Marks
IP Australia
233 Adelaide Terrace
PERTH  WA  6000
Tel: 1300 651 010
Website: www.ipaustralia.gov.au
For further information and guidance contact:
Small Business Development Corporation
553 Hay Street (Cnr Pier Street)
PERTH  WA  6000
Tel: (08) 9220 0222
Toll Free: 1800 199 125
Fax: (08) 9221 1132
Email: info@sbdc.com.au
Website: www.sbdc.com.au
When should I register a business name?

Business Names legislation requires the registration of a name if a person or persons wish to carry on business under a business name which is not their usual name or involves any addition to their usual name. Therefore, merely carrying on business or forming a partnership does not necessarily mean that the name or names must be registered as a business name.
Each State and Territory has its own Business Names legislation. Names requiring registration must be registered in each State in which business is carried on.

Carrying on business under a name which is not registered is a breach of the Business Names Act and may result in a $200 fine.

http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


What rights or protections are afforded by a business name?

Business Names legislation is concerned with the establishment of a public register of business names and their particulars and is not concerned with conferring rights or protection in respect of such a name. As a consequence you should not assume that the business name you register will be protected in a proprietary sense.
Business names are best protected from exploitation when they are registered trade marks. On the other hand, your new business name may infringe a registered trade mark. Be sure to search the trade mark database before registering a new business name.

Contact IP Australia's Trade Marks Office before you register! Phone 1300 651 010, or have a look at their website: http://www.ipaustralia.gov.au.

http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


How should I choose a business name?

Care should be taken when selecting a name for your business. The name you choose will be examined by the Business Names Branch in accordance with the Business Names Act to ensure that it is not undesirable, is not likely to be confused with other registered business names and does not fall within a range of names that the Minister has directed the Office not to accept for registration without his consent.
To assist with your task of choosing a name for your business, a Computerised List of all names currently registered in Australia is available for inspection at the Business Names Branch. Advice as to the availability of a name can be obtained by completing a "Search as to Availability of Name" Form and paying the prescribed fee. This advice does not constitute a reservation and the name is available on a first to register basis. So if the name is available you should proceed with registration quickly.

You should not incur expense with respect to a business name until such time as you receive the official Certificate of Registration.
http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


How do I register a business name?

You must fully complete an "Application for Registration of a Business Name" form and submit it together with the prescribed fee to the
Department of Consumer and Employment Protection
Locked Bag 14
Cloisters Square
Western Australia 6850

This form can now be viewed or downloaded as a pdf file for you to print out. You will need Acrobat PDF to view these documents. If you do not have the Adobe Acrobat Reader 4.0 or later, please visit the Adobe Site to download the latest program. To save the form to your computer, right-click the link and select 'save target as' (Mac users: click and hold the mouse down and select 'save this link as') . 

View the "Application for Registration of a Business Name form" (83 kb)

Providing the proposed name is available and acceptable it will be registered and a "Certificate of Registration" will be sent to you by post.

http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


Can I appeal against refusal to register a business name?

Under the Business Names Act the Office has a discretion whether or not to register a particular business name. Where an applicant wishes to object to a decision not to register a name, a request in writing to review the decision may be made to the Manager, Business Names Branch. The request should set out all facts relative to the name chosen and the grounds upon which the review of the decision not to register the name is sought.
While the decision will not be debated, an applicant who is still aggrieved by the decision may apply to the Minister (together with the prescribed fee) for his consent to the proposed registration if it is thought that a case for further review exists.

http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


Where do I use and exhibit a business name?

The Certificate of Registration must be exhibited in a conspicuous position at the principal place of business. A sign displaying the business name must also be shown in a conspicuous position on the outside of every place at which business is carried on. The business name must appear in legible characters on all letters, statements of account, invoices, official notices, publications, orders and receipts.
http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


Do I have to renew a business name?

The registration of a business name remains in force for a period of three years. It may be renewed at any time within the period of one (1) month before and one (1) month after the expiration of the registration. A renewal fee of $75.00 will apply to registrations that expire on or after 1 February 2004. 
While the Office will notify the person holding the business name of the need to renew, the responsibility for renewal rests with that person. Failure to renew will result in the name being removed from the register. The name will then become available to any other member of the public wishing to register that Business Name. 

http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


How do I notify changes in particulars?

Where a change occurs to particulars relating to your registered business a "Notice of Change in Certain Particulars" form must be lodged with the Office within one (1) month after the change.
This form can now be viewed or downloaded as a pdf file for you to print out. You will need Acrobat PDF to view these documents. If you do not have the Adobe Acrobat Reader 4.0 or later, please visit the Adobe Site to download the latest program. To save the form to your computer, right-click the link and select 'save target as' (Mac users: click and hold the mouse down and select 'save this link as') . 

Department of Consumer and Employment Protection
Locked Bag 14
Cloisters Square
Western Australia 6850

http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


What happens to business name particulars?

Business name particulars are kept on a public register and made available to any member of the public on payment of a prescribed search fee. The computerised search provides current and some historical details relative to a Business Name.
http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top


How do I notify cessation of a business name?

Where a business ceases to operate under a registered Business name a "Cessation of Business Name" form must be lodged with the Office within one (1) month after the cessation date. No fee is required. You can obtain the form by sending an email to consumer@docep.wa.gov.au.
How much will it cost?

Refer to the schedule of current prescribed fees on the form. Remember to enclose the full fee with your application form.
Opening a bank account

If you intend opening an account in the name of the business it is customary for the financial institution to request confirmation of the persons carrying on business under the name.
You can do this by supplying the financial institution with a Computer Extract.

An additional fee is charged for the computer extract which can be requested at the time of application.

http://www.docep.wa.gov.au/?id=cp/dev_business/ssi/business_names/business_name&menu=cp_business&sub=business_names - top#top
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	Student Name:
	Date submitted:

	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented (include Unit No and section  i.e. 03.05)

:-

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.

	Other evidence (List each piece):

	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher

	Assessor to complete

Student is declared                       Competent    Not Yet Competent 

                                 □         □
Keep a copy of this report with your file for evidence
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