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KEEP YOUR BOOKKEEPING
COMPLIANT AND THE ATO HAPPY

WELCOME

Hey there, savvy entrepreneur!

We all feel the presence of rules, both written and
unwritften. At times, they may feel oppressive, but
they are necessary to maintain order.

For example, failing to follow the rules to keep the
human body in tip-top condition through diet and
exercise can result in illness, pain, and disease.

Rules are an essential aspect of life to ensure a
stable environment that results in peace and order.
The same applies to running a business. If you don’t
look after your business by following the Australian
Taxation Office’s rules (ATO), you could find
yourself in hot water.

The ATO has set expectations that they have set up
expressly to ensure order and compliance. Meeting
these obligations through compliance will protect
you from penalties and fees and, in some cases,

prosecution.

Here are checklists to help you ensure compliance:

COMPLIANCE CHECKLIST
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https://www.ato.gov.au/
https://www.ato.gov.au/general/interest-and-penalties/penalties/

COMPLIANCE CHECKLIST

SUDOKU BOOKKEEPING

FOR SOLE TRADERS

AUSTRALIAN BUSINESS NUMBER (ABN) &
GOODS & SERVICES TAX (GST) REGISTRATIONS:

Ensure your ABN is active;
can be registered for GST

FOR COMPANIES, PARTNERSHIPS AND TRUST

Ensure the ABN is active;
check if ABN is active
https://abr.business.gov.au/

IF YOU ARE REGISTERED FOR GST

Ensure you are charging GST and the

words Tax Invoice is showing on
invoices fo your customers; your

suppliers ABN’s including sole traders,

sub-contractors, companies are active

IF YOUR SUPPLIER IS CHARGING
YOU GST

Check if they are registered for
GST - if not they shouldn’t be

charging you GST

Check the GST treatment/allocation on

your tfransactions are correct for

example should the transaction be

marked as GST, GST free or Not
Reportable

© Copyright Sudoku Bookkeeping 2023
Page 2 of 9


https://www.abr.gov.au/
https://abr.business.gov.au/
https://www.ato.gov.au/Business/GST/Registering-for-GST/

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

Reconcile all bank accounts %

Reconcile & clear Point Of
Sale (POS) accounts

Reconcile credit card
accounts

Reconcile the loan accounts

4

Reconcile infercompany
loans - ensuring the same

balances for other

companies

COMPLIANCE CHECKLIST

Reconcile the petty cash

account
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https://www.ato.gov.au/business/business-activity-statements-(bas)/

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

Reconcile the cash

drawer/undeposited funds

O—
O—

O \_/ Reconcile the electronic
O—/_ clearing account

Reconcile the ATO
Integrated Client Account
(ICA)

Reconcile your account

payables

Reconcile your account

receivables

COMPLIANCE CHECKLIST
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https://www.ato.gov.au/business/business-activity-statements-(bas)/

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

Reconcile customer

deposits

Reconcile supplier deposits

Ensure to write off bad
debts - if required

@ Ensure supplier returns and
credits are checked and

applied

Clear suspense account

from any outstanding
queries

COMPLIANCE CHECKLIST
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https://www.ato.gov.au/business/business-activity-statements-(bas)/

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

Ensure motor vehicle

purchases are entered

correctly (check if luxury
car)

Ensure equipment purchases

)

are entered correctly

Ensure motor vehicles
registrations are entered

correctly
LI
u[u]= Calculate FTC if applicable

Ensure all personal
tfransactions allocated

COMPLIANCE CHECKLIST

correctly
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https://www.ato.gov.au/business/business-activity-statements-(bas)/

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

Ensure all purchases paid
for from personal funds are
allocated correctly

Check GST reports — summary

& detailed reports and ensure

GST allocations are correct —

ensure you are checking the

accrual or cash reports

depending on your
registration

Lodge your BAS on time

Keep all receipts - especially
anything over $82.50

COMPLIANCE CHECKLIST

Keep all supplier bills
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https://www.ato.gov.au/business/business-activity-statements-(bas)/

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

-

Keep all cheque butts

INVOICE

Keep copies of your customer @

invoices e

Keep copies of all
agreements/contracts with

suppliers or customers

Keep copies of all leases

COMPLIANCE CHECKLIST
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SUDOKU BOOKKEEPING -
COMPLIANCE CHECKLIST

THAT'S IT, FOLKS!

If you have any questions please
email us on
info@sudokubookkeeping.com.au

You will find more information on our blog
page.

We also encourage you to read our article on
‘Why business owners need proper training for
DIY bookkeeping’

ANY QUESTIONS?

If you need a hand with bookkeeping, feel free
to get in touch :)

Thank you for choosing Sudoku Bookkeeping!

COMPLIANCE CHECKLIST
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