
Compliance  
Checklist

© Copyr ight  Sudoku Bookkeep ing 2023



Au
st

ra
li

an
 T

ra
de

 M
ar

k 
Re

gi
st

ra
ti

o
n

Au
st

ra
li

an
 T

ra
de

 M
ar

k 
Re

gi
st

ra
ti

o
n

AH
PR

A 
G

UI
D

EL
IN

ES
 

SU
M

M
AR

Y

We a l l  fee l  the  presence of  ru les ,  both  wr i t ten  and
unwr i t ten .  A t  t imes ,  they  may fee l  oppress ive ,  but
they  are  necessary  to  main ta in  order .

For  example ,  fa i l ing  to  fo l low the  ru les  to  keep the
human body in  t ip- top condi t ion  through d ie t  and
exerc i se  can resu l t  in  i l lness ,  pa in ,  and d i sease .  

Ru les  are  an  essent ia l  aspect  o f  l i fe  to  ensure  a
s tab le  env i ronment  that  resu l t s  in  peace and order .  
The  same appl ies  to  runn ing a  bus iness .  I f  you  don ’ t
look  af ter  your  bus iness  by  fo l lowing the  Aus t ra l ian
Taxat ion  Of f ice ’ s  ru les  (ATO) ,  you  cou ld  f ind
yourse l f  in  hot  water .

The  ATO has  se t  expectat ions  that  they  have se t  up
express ly  to  ensure  order  and compl iance .  Meet ing
these  ob l igat ions  through compl iance  wi l l  pro tec t
you f rom penal t ies  and fees  and ,  in  some cases ,
prosecut ion .

Here  are  check l i s t s  to  he lp  you ensure  compl iance :

Hey  there ,  savvy  ent repreneur !
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WELCOME 

KEEP YOUR BOOKKEEPING
COMPLIANT AND THE ATO HAPPY

C
o

m
p
l
ia

n
c

e
 C

h
e
c

k
l
is

t

https://www.ato.gov.au/
https://www.ato.gov.au/general/interest-and-penalties/penalties/
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t Ensure your  ABN is  act ive;

Ensure  you are  charg ing GST and the
words  Tax  Invo ice  i s  showing on
invo ices  to  your  cus tomers ;  your
suppl iers  ABN’s  inc lud ing so le  t raders ,
sub-contractors ,  companies  are  ac t ive

FOR COMPANIES,  PARTNERSHIPS AND TRUST

Ensure  the  ABN i s  ac t ive ;
check  i f  ABN i s  ac t ive
ht tps ://abr .bus iness .gov .au/
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AUSTRALIAN BUSINESS NUMBER (ABN) &
GOODS & SERVICES TAX (GST) REGISTRATIONS:

Check  i f  they  are  reg is tered for
GST –  i f  not  they  shou ldn ’ t  be
charg ing you GST

FOR SOLE TRADERS

Check  the  GST t reatment/a l locat ion  on
your  t ransact ions  are  correc t  for
example  shou ld  the  t ransact ion  be
marked as  GST ,  GST f ree  or  Not
Repor tab le

IF  YOUR SUPPLIER IS  CHARGING
YOU GST

IF  YOU ARE REGISTERED FOR GST

can be registered for  GST

https://www.abr.gov.au/
https://abr.business.gov.au/
https://www.ato.gov.au/Business/GST/Registering-for-GST/
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t Reconc i le  a l l  bank  accounts  

Reconc i le  &  c lear  Po in t  Of
Sa le  (POS)  accounts
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Reconc i le  c red i t  card
accounts

Reconc i le  the  loan accounts

Reconc i le  in tercompany
loans  –  ensur ing  the  same
balances  for  o ther
companies

Reconc i le  the  pet ty  cash
account

BUSINESS ACTIVITY STATEMENT (BAS)
TO DOS BEFORE LODGING A BAS:

https://www.ato.gov.au/business/business-activity-statements-(bas)/
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t Reconc i le  the  cash
drawer/undepos i ted  funds

Reconc i le  the  e lec t ron ic
c lear ing  account
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Reconc i le  the  ATO
Integrated C l ient  Account
( ICA)

Reconc i le  your  account
payables

Reconc i le  your  account
rece ivab les

BUSINESS ACTIVITY STATEMENT (BAS)
TO DOS BEFORE LODGING A BAS:

https://www.ato.gov.au/business/business-activity-statements-(bas)/
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t Reconc i le  cus tomer
depos i t s

Reconc i le  suppl ier  depos i t s
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BUSINESS ACTIVITY STATEMENT (BAS)
TO DOS BEFORE LODGING A BAS:

Ensure  to  wr i te  o f f  bad
debts  –  i f  requ i red

Ensure  suppl ier  re turns  and
cred i t s  are  checked and
appl ied

Clear  suspense  account
f rom any  outs tand ing
quer ies

https://www.ato.gov.au/business/business-activity-statements-(bas)/
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t Ensure  motor  veh ic le
purchases  are  entered
correc t ly  (check  i f  luxury
car )

Ensure  equ ipment  purchases
are  entered correc t ly
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Ensure  motor  veh ic les
reg is t ra t ions  are  entered
correc t ly

Calcu la te  FTC i f  app l icab le

Ensure  a l l  personal
t ransact ions  a l located
correc t ly

BUSINESS ACTIVITY STATEMENT (BAS)
TO DOS BEFORE LODGING A BAS:

https://www.ato.gov.au/business/business-activity-statements-(bas)/
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t Ensure  a l l  purchases  pa id
for  f rom personal  funds  are
a l located correc t ly

Check  GST repor ts  –  summary
& deta i led  repor ts  and ensure
GST a l locat ions  are  correc t  –
ensure  you are  check ing the
accrua l  or  cash  repor ts
depending on  your
reg is t ra t ion
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Lodge your  BAS on  t ime

BUSINESS ACTIVITY STATEMENT (BAS)
TO DOS BEFORE LODGING A BAS:

Keep a l l  rece ip ts  –  espec ia l l y
anyth ing over  $82 .50

Keep a l l  suppl ier  b i l l s

https://www.ato.gov.au/business/business-activity-statements-(bas)/
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Keep a l l  cheque but t s

Page 8 of 9

© Copyr ight  Sudoku Bookkeep ing 2023

RECORD KEEPING - 
MUST BE KEPT FOR A MINIMUM OF 5 YEARS

Keep cop ies  o f  your  cus tomer
invo ices

Keep cop ies  o f  a l l
agreements/cont racts  w i th
suppl iers  or  cus tomers

Keep cop ies  o f  a l l  leases
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SUDOKU BOOKKEEPING - 
COMPLIANCE  CHECKLIST

I f  you  need a  hand wi th  bookkeeping ,  fee l  f ree
to  get  in  touch  : )  
 
Thank  you for  choos ing Sudoku Bookkeeping!

I f  you  have any  ques t ions  p lease
emai l  us  on
in fo@sudokubookkeeping .com.au

ANY QUESTIONS?  
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THAT'S  IT ,  FOLKS!  

You wi l l  f ind  more  in format ion  on  our  b log
page.

We a lso  encourage you to  read our  ar t i c le  on
‘Why bus iness  owners  need proper  t ra in ing  for
DIY  bookkeeping ’

Katia Chehade


