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MEMORY JOGGERS FOR FILLING IN THE BAS
The following points are provided to assist in the completion of your Business Activity Statement (BAS).  The ATO’s BAS Guide (NAT 3030) provides detailed information and is located at www.taxreform.ato.gov.au/busihome/index.htm.  Other relevant information can be obtained from our publications located at www.gststartup.gov.au or by calling the GST Assist Helpline on 13 30 88.

There are two options to help you complete the GST section of your BAS; the calculation sheet option and the GST derived from accounts option.  These options are expanded on pages 30-31 of the ATO BAS Guide.

The BAS form can be completed using the simpler accounts method if records are kept separately for supplies (sales) and acquisitions (purchases and expenses).  This may be as simple as having a GST column in the cashbook or spreadsheet.  The accounts method requires only 7 boxes to be completed, rather than all 20 boxes on the back page of the BAS form.
Remember

· For most small enterprises, the due date for submission of the second quarterly BAS is 4 February (the printed instructions often state 21 January but a 2 week extension was granted by the ATO).  As 4 February is a Sunday, the BAS must be received at the ATO on the working day before, that is Friday 2 February.

· If you intend to post the BAS, it must be mailed before close of business on 31 January.

· Any payment due to the ATO must also be received before the due date of 4 February.  Lodgement of the BAS form and payment can be done separately, eg you could lodge the BAS form with the ATO and process the payment at the local Post Office.

· Where GST Payable has been collected 1A, 2A, 8A & 9 MUST be completed, and where you are entitled to Credit for GST Paid, 1B, 2B, 8B MUST also be filled out.

· Complete the totals at items 3 and 9 of the BAS.  Check that ALL additions and subtractions are correct before signing and dating the document.

· For Pay As You Go instalment variations, read carefully the ATO BAS guide before completing box T4.

· For Fringe Benefits Tax instalment variations, read carefully the ATO BAS guide before completing box F4.

· If you are a branch of a larger organisation, eg a church, you may need to complete the second box at A2 of the BAS form.

· If you are registered for GST you can claim a credit for Wholesale Sales Tax paid on eligible stock on hand at the start of 1 July 2000. You must claim the credit on any one activity statement lodged for a tax period that ends before 7 January 2001. This means that if you have quarterly tax periods you must claim the credit on one of your first two activity statements or, if you have monthly tax periods you must claim the credit on one of your first six activity statements.

The BAS is a valuable document

· The ATO will only accept the original of the BAS form sent to you.  This form has been barcoded with your details.

· If you lose your BAS form, you must call 13 24 78 to arrange a replacement.  It will take up to three weeks for you to get a replacement form.

· Check your pre-printed details at the top of the front of your BAS.  If your details are incorrect, phone 13 24 78.  Also check the period you are reporting on.

· Practice filling out your BAS: take a photocopy of the original, enter and edit the information required and only transfer it to the original of the BAS form when you have completed the job

· Start filling out your BAS by completing the back page first - these items form the basis for the amounts at the items on the front page.  In some cases items are being completed on the front with no corresponding information items on the back. 

· If a change needs to be made to your BAS for a particular period, you cannot submit the change in a later BAS.  You have to obtain another BAS from the ATO and resubmit it.

Remember paper BAS are scanned by the ATO

Processing of your BAS can be delayed if you do something that interferes with the scanning machinery:

· Always use a pen with black ink.

· If you crumple or tear the BAS form, it may not be capable of scanning.

· Attaching documents to the statements or writing messages across them means that they cannot be scanned immediately or, that the scanners pick up information that creates errors requiring staff intervention. 

· Only numeric symbols should be used on the statements, as any other symbols cause errors which need staff intervention.  Please do not write across the fields, or enter such symbols as $, + - / etc. 

· Only whole dollar values should be entered into the items on statements.  Values with cents attached are sometimes misread as whole dollars which creates arithmetic errors. 

· Items which do not need to be filled out should be left blank.  Please do not write zero, 0 or N/A.

Pay As You Go (PAYG)

PAYG has been designed to streamline the tax system by replacing eleven different systems with one.  On 1 July 2000 it replaced Pay As You Earn (PAYE), Prescribed Payments System (PPS), Reported Payments Systems (RPS), Provisional Tax, Company Tax Instalments and Superannuation Fund Instalments.

The two keys to the PAYG Instalments System are your instalment income and your instalment rate.  Instalment Income is your gross ordinary income for the period in which you are reporting while the Instalment Rate is a percentage figure worked out by the ATO based on information in your previous income tax assessment.  If you do not specifically elect to pay PAYG annually, the system will assume you have elected to pay quarterly.

Further advice on PAYG can be obtained by ringing the ATO on 13 24 78.

Locked Bag 23
KINGSTON ACT 2604
Telephone: (02) 6263 4490
Fax: (02) 6263 4422
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