Topic 1 - Nature of Business 
The importance of business 

1. Business 

2. Profit 

3. Finished product 

4. Production 

5. Intermediate product 

6. Value adding 

7. Value of production 

8. Value added 

9. Operating expenses 

10. Innovation 

11. Research & development 

12. Quality of life 

13. Entrepreneur 

14. Stakeholder 

Coordinating the business 

15. Coordinating 

16. Synergy 

17. Interdependence 

18. Business environment 

19. Internal environment 

20. External environment 

Business life cycle 

21. Business life cycle

22. Unlimited liability 

23. Merger 

24. Takeover 

25. Vertical integration 

26. Horizontal integration 

27. Diversification (conglomerate integration)

28. Undercapitalisation 

29. Voluntary cessation 

30. Involuntary cessation 

31. Creditors

32. Bankruptcy 

33. Realisation 

34. Voluntary administration 

35. Liquidation 

Types of business entity 

36. Business entity 

37. Classify

38. Incorporated 

39. Sole trader 

40. Partnership 

41. Incorporation 

42. Limited Liability 

43. Proprietary (private) company 

44. Cooperative 

45. Trust 

46. Franchise 

47. Industry 

48. Primary industry 

49. Secondary industry 

50. Tertiary industry 

51. Quaternary industry 

52. Quinary industry 

53. Public business enterprises 

54. Privatisation 

55. Private business enterprises 

56. International businesses 

57. Transnational (multinational) corporation (TNC)

58. Float 

59. Venture capital 

60. Seed capital 

Small-medium enterprises (smes) in Australia

61. Small business 

62. Turnover 

63. Asset value 

64. Micro business 

65. Balance of payments 

66. Research and development 

67. Undercapitalisation 

68. High technology (hi-tech)

69. Outsourcing 

The business environment and its impact on business 

70. Economic cycles 

71. Niche market 

72. Sustainable competitive advantage 

73. Market concentration 

74. Monopoly 

75. Oligopoly 

76. Monopolistic competition 

77. Perfect competition 

78. Deregulation 

79. Enterprise bargaining 

80. Marketing 

81. Product differentiation 

Ethical and social responsibilities of business 

82. Business ethics 

83. Corporate code of conduct 

84. Social responsibility 

85. Enlightened self-interest 

86. Social audit 

87. Consumerism 

Topic 2- Key Business Functions 
Interdependence of business functions

1. Outsourcing 

2. Operations 

3. Employment relations 

4. Marketing 

5. Interdependence 

6. Value chain 

7. Mission statement 

8. Division 

9. Strategic plan 

10. Operational plan 

11. Functional structures 

12. Market structures 

13. Division of labour 

14. Span of control 

15. Downsizing 

16. Synergy 

Operations – manufacturing/services

17. Just in Time (JIT)

18. Elaborately transformed manufactures (ETMs)

19. Simply transformed manufactures (STMs)

20.  Supply chain 

21. Lead time 

22. Supplier rationalisation 

23. Rostering 

24. Multiskilling 

25. Task design 

26. Mass production 

27. Work stations 

28. Warehousing 

29. Telecommute 

30. Robotics 

31. Computer aided design (CAD)

32. Computer aided manufacture (CAM) 

33. Downsizing 

34. Stocktake 

35. Records management 

Employment relations

36. Employment (human) relations 

37. Human resource manager 

38. Human resource management (HRM)

39. Human resource planning 

40. Natural attrition 

41. Replacement chart 

42. Job analysis 

43. Job description 

44. Job specification 

45. Employment process 

46. Recruiting 

47. Employee selection 

48. Orientation 

49. Employee training 

50. Development 

51. Performance appraisal 

52. Skills inventory 

53. Maintenance 

54. Compensation 

55. Remuneration package 

56. Motivation 

57. Separation 

58. Voluntary separation 

59. Retirement 

60. Resignation 

61. Redundancy 

62. Involuntary separation 

63. Retrenchment 

64. Dismissal 

65. Employment contract 

Marketing

66. Marketing 

67. Target market 

68. Market segmentation 

69. Marketing mix 

Accounting and finance

70. Accounting 

71. Accountability 

72. Audit 

73. Finance 

74. Debt finance 

75. Equity finance 

76. Default 

77. Lessor 

78. Revenue statement 

79. Profit 

80. Revenue 

81. Opening stock 

82. Closing stock 

83. Expenses 

84. Assets 

85. Liabilities 

86. Liquidity 

87. Budgets 

Topic 3- Establishing a Business  

Key personal features in establishing a business

1. Entrepreneur

Identifying business opportunities

2. Business opportunity 
3. Finance 

4. Assets 

5. Liabilities 

6. Competition 

Identifying the target market

7. Target market 
8. Mass market 

9. Micro market 

10. Niche market 

11. Potential markets 

12. Competitive advantage 

Key considerations in setting up a business

13. Franchise 
14. Support services 

15. Capital 

16. Fixed capital 

17. Working capital 

18. Interest 

19. Creditor 

20. Shareholder 

21. Dividend 

22. Gearing 

23. Deregulation 

24. Regulation 

25. Zoning 

26. Trade Practices Act 

27. Patent 

28. Prime function 

29. Supply network 

30. Distribution network

31. Outsourcing 

32. Marketing 

33. Taxation 

34. On-costs 

35. Remuneration package 

36. Superannuation 

Critical issues in business success and failure

37. Business plan 
38. Competitive advantage 

39. Cash flow 

Topic 4- Developing a Business Plan  

The role of the business plan

1. Business plan 

The business planning process

2. Planning 

3. Market analysis 

4. Vision statement 

5. Mission statement 

6. Goal 

7. Profit 

8. Return 

9. Sales objectives 

10. Unit sales 

11. Dollar sales 

12. Market share 

13. Social justice 

14. Function structure 

15. Projections (forecasts)
16. Break-even analysis 

17. Decision tree 

18. Budget 

19. Monitoring 

20. Performance standard 

21. Evaluating 

22. Controlling 

23. Modifying 

Elements of a Business Plan

24. Executive summary 
25. Situational analysis 

26. Strategy 

27. Skills audit 

28. Skills inventory 

29. Sales forecast 

30. Marketing strategy 

31. Financial controls 

