


2011 Tax Return Checklist

“We aim to provide you with a quality tax return at a competitive price that will withstand ATO scrutiny and maximise the tax benefits available to you.”

We have provided this checklist and a number of supporting schedules that can be downloaded from the Resource section of our website, www.tpag.com.au/resources to assist you in compiling your records.

We ask that you carefully consider each of the items on the checklist and answer them appropriately because your responses, summaries and the source documents that you provide will form the basis upon which your tax return is prepared. Whilst we will prompt you for any information that we believe is missing we cannot take responsibility for any omitted information.

If you are unsure about a particular item please make notes in the space provided at the end of the checklist or contact us to discuss.

Once you have completed, signed & returned your checklist, supporting schedules & source documents (receipts, bank statements, etc) we will issue an Engagement Letter / Fee Agreement for your approval. We will commence work when we have received your signed acknowledgement of our engagement terms.
We aim to complete your tax return within 4 weeks of receiving your signed Engagement Agreement and all of the required information.

Delivering your information

Please deliver your complete checklist and related documents by email, post (to our PO Box), personally or by courier.
Part A – Your personal details
	Personal Details
	

	Surname:
	

	First Name:
	

	Work Phone:
	

	Home Phone:
	

	Mobile Phone:
	

	Occupation:
	

	Residential Address:
	

	Postal Address:
	

	Email:
	

	How would you like your tax return packaged and delivered? Please circle
	Mail    OR   Email

	Do you want to use Electronic Funds Transfer?

If YES, provide bank details    BSB:__ __ __ __ __ __     Account No __ __ __ __ __ __ __ __ __

Account Name:__________________________________________________________________
	YES / NO

	If we identify opportunities to improve your financial position during the preparation of your tax return, would you like us to help you take advantage of these opportunities?
	YES / NO


Part B – Your income details 
	Salary or wages – if yes please supply PAYG Payment Summaries
	YES / NO

	Allowances, earnings, tips, director’s fees etc
	YES / NO

	Employer lump sum payments
	YES / NO

	Employment termination payments
	YES / NO

	Australian Government allowances and payments like newstart, youth allowance and Austudy payments
	YES / NO

	Australian Government pensions and allowances
	YES / NO

	Australian annuities and superannuation income streams
	YES / NO

	Australian superannuation lump sum payments
	YES / NO

	Attributed personal services income
	YES / NO

	Interest (a summary worksheet is available on our website)
	YES / NO

	Dividends (a summary worksheet is available on our website)
	YES / NO

	Employee share schemes 
(a) Did you receive any employee shares or options in the current or prior years? (please specify)
	YES / NO
YES / NO

	Distributions from partnerships and/or trusts (managed funds and investment trusts) – if yes, please supply annual tax statements
	YES / NO

	Personal Services Income (PSI)
	YES / NO

	Business income and expenses (a summary worksheet is available on our website)
	YES / NO

	Net farm management deposits or withdrawals
	YES / NO

	 Capital gains (a summary worksheet is available on our website). Please supply information on any assets sold during the year such as shares or property (other than your main residence).
	YES / NO

	Foreign source income (including foreign pensions) and foreign assets or property
	YES / NO

	Do you own assets overseas worth $50,000 or more? Foreign assets include shares, real property, investments in trust and bank accounts.
	YES / NO

	Rent (a summary worksheet is available on our website)
	YES / NO

	Bonuses from a life insurance company or friendly society policy 
	YES / NO

	Forestry managed investment scheme income
	YES / NO

	Other income (please specify)
	YES / NO


Part C – Your deduction details

	Work-related car expenses

	(a) Did your employer provide you with a car through salary sacrifice or otherwise?
	YES => go to Other work-related travel expenses
NO   => go to (b)

	(b) Did you use a car in any of the following circumstances?

- work related travel and have no usual place of employment

- work before leaving home (e.g. doctor giving instructions over phone from home)

- transporting bulky equipment

- travel from home to alternate work place (for work-related purposes) and return to normal work place (or directly home)

- travel between normal work place and alternate place of employment (or place of business) and return (or directly home)

- travel between two work places

- travel in course of employment
	YES => go to (c)
NO   => go to Other work-related travel expenses

	(c) Are you supplying us with details of your car acquisition and running costs?

         (a worksheet is available on our website)
	YES => got to (d)
 NO  => go to (g)

	(d) Have you kept a logbook for 12 consecutive weeks within the last 5 years?

(provide us with the logbook if you want us to check it)
	YES => got to (e)

 NO  => go to (g)

	(e) Was the percentage of work travel during 2011 similar to when the logbook was kept?
	YES => got to (f)

 NO  => go to (g)
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(f) If your work use did not change from when the logbook was prepared, write down the percentage of work related travel from your logbook  here    [image: image1.png]


                                                    

	(g) Did you travel less than 5,000 km for work or business?


	YES => go to (h)
 NO  => go to (i)

	(h) Write down a reasonable estimate of the kilometres you travelled for work and the car’s motor size here             [image: image2.png]


                                                                        and here  [image: image3.png]



Example – You travel 100 km per week for work and worked 46 weeks each year, therefore your claim is for 4,600 km of work related travel.  Your car was a Mazda with a 2.5 litre engine.

	
(i) Write down the original cost of your car here               [image: image4.png]





	Other work-related travel expenses?

	(a) Employee domestic travel with reasonable allowance
	YES / NO

	(b) Overseas travel with reasonable allowance
	YES / NO

	(i) Do you have receipts for accommodation expenses
	YES / NO

	(ii) If travel is for 6 or more nights in a row, do you have travel records (e.g. a travel diary)
	YES / NO

	(c) Employee without a reasonable travel allowance
	YES / NO

	(i) Did you incur and have receipts for airfares, accommodation, hire cars, meals, incidental expenses
	YES / NO

	(ii) Do you have any other travel expenses
	YES / NO

	(d) Other work-related travel expenses (e.g. borrowed car)
	YES / NO

	Work-related uniform and other clothing expenses?

	Protective or occupation-specific clothing, compulsory uniform, laundry, dry cleaning, mending
	YES / NO

	Work related self-education expenses?

	Course taken at educational institution and associated union fees, course fees, books, stationery, computers, seminars, travel and etc
	YES / NO

	Other work related expenses?

	(a)Home office use (i.e. lighting and heating) 
	YES / NO

	(b) Computer equipment and software 
	YES / NO

	(c) Telephone/mobile phone 
	YES / NO

	(d) Tools and equipment
	YES / NO

	(e) Subscriptions and union fees 
	YES / NO

	(f) Journals/periodicals 
	YES / NO

	(g) Sun protection products (i.e. sunscreen, sunglasses and hats) 
	YES / NO

	(h) Seminars and courses (i.e. course fees, travel etc)
	YES / NO

	(i) Any other work related expenses (e.g. income protection insurance)
	YES / NO

	Other types of expenses?

	Costs related to interest income (e.g. bank fees, borrowing costs)
	YES / NO

	Costs related to or dividend (e.g. bank fees, borrowing costs)
	

	Gifts or donations to registered charities etc
	YES / NO

	Tax agent fees and travel attending to tax affairs
	YES / NO

	Australian film industry incentives
	YES / NO

	Deductible amount of undeducted purchase price of a foreign pension or annuity
	YES / NO

	Personal superannuation contributions (not by your employer)

        Full name of fund:…………………………………………  Account no: ………………….

        Fund ABN: …………………………….   Fund TFN: ……………………
Please note that superannuation contributions made by you are only deductible where your income from employment is less than 10% of your assessable income.
	YES / NO

	Deduction for project pool
	YES / NO

	Forestry managed investment scheme deduction
	YES / NO

	Other deductions (please specify), such as:

(i) Borrowing costs to finance investment assets (managed funds, trust assets, CGT assets)

(ii) Income protection insurance
	YES / NO

	Tax losses of earlier income years – If we did not prepare your previous year’s return please supply us a copy of the return and the tax assessment.
	YES / NO


Part D – Your tax offsets/rebates

	Did you have a dependent spouse (without dependent child or student), housekeeper or a child-housekeeper?
	YES / NO

	Are you a senior Australian?
	YES / NO

	Are you a pensioner? 
	YES / NO

	Did you receive a superannuation income stream?
	YES / NO

	Did you have private health insurance in 2011 that covers you and all of your family dependants (spouse & all children) – if yes, please provide your fund’s annual tax statement.
(i)  (b) If you are a family is your health insurance annual excess payable $1000 or less?

      (c) If you are a single is your health insurance annual excess payable $500 or less?
	YES / NO
YES / NO

YES / NO

	Did you make superannuation contributions on behalf of your spouse?
	YES / NO

	Did you live in a remote area of Australia or serve overseas with the Australian defence force or the UN armed forces in 2011?
	YES / NO

	Did you, your spouse and dependents have net medical expenses over $2,000?

            If you think yes, please supply the following:

(ii) Medicare annual tax statement

(iii) Your private health fund’s annual benefit statement

(iv) Annual list of prescribed pharmaceuticals from your local pharmacy

(v) A summary of out-of-pocket medical costs not claimed back from Medicare or your private

(vi) health fund

             A summary worksheet is also available on our website.
	YES / NO



	Did you maintain a parent, spouse’s parent or invalid relative?
	YES / NO

	Are you entitled to claim the landcare and/or water facility tax offset?
	YES / NO

	Are you a matured age worker with ‘net income from working’ less than $63,000?
	YES / NO

	Are you a ‘small business entity’ with an annual turnover of $75,000 or less?
	YES / NO

	Other tax offsets (please specify)
	YES / NO


Part E – Other relevant information

	Are you entitled to the Medicare levy exemption or reduction in 2011?
	YES / NO

	Did you become an Australian tax resident at any time during the 2011 tax year?
	YES / NO

	Did you cease to be an Australian tax resident at any time during the 2011 tax year?
	YES / NO

	Do you have a HECS/HELP liability or a student supplement loan (e.g., SFSS) debt?
	YES / NO

	Did a trust/company distribute anything to you for which family trust distribution tax has been paid?
	YES / NO

	Do you have a loan with a private company or have such a loan amount forgiven?
	YES / NO

	H. Were you a participant in an employee share acquisition scheme?

     If yes, please make sure you provide documentation you have received.
	YES / NO

	Education Tax Refund

(a) Did you care for a child or children enrolled in primary, secondary or home school?
(b) Did you incur any of the following expenses for any children in your care attending primary, secondary or home school?

Laptop or home computer expenses including equipment, repairs, home internet connections and software. School textbooks, study guides and stationery or prescribed trade tools for secondary school trade courses
To be eligible for the educational tax rebate, you or your spouse must receive the Family Tax Benefit part A. If you are unsure if you are entitled to the Family Tax Benefit, please contact the Family Assistance Office.
	YES / NO
YES / NO

	Did you receive any tax-free government pensions in 2011?
	YES / NO

	Did you pay child support in 2011?
	YES / NO

	Spouse details (if applicable)

(a) Did you have a spouse for the full year from 1 July 2010 to 30 June 2011? 

If you had a spouse for only part of the income year, please specify the dates between 1 July 2010 to 30 June 2011 when you had a spouse:

From _____ / _____ / _________ to _____ / _____ / _________
(b) What was your spouse’s taxable income for the 2011 income year?

If we do not prepare your spouse’s tax return, please supply a copy of their tax return.
	YES / NO



Top 10 Forgotten Item:

Depreciation of income producing buildings

Depreciation of fittings for rental properties

Income protection insurance
Business diary

Parking fees and tolls

Batteries for calculators or electronic organisers

Borrowing costs for negative gearing

Travel between work and study place

Travel to investment seminars for investors

Sun protection expenses for outdoor workers

Fees for preparation and lodgement of your tax return
We will provide a fee agreement for your approval prior to commencement of your return.

Payment Terms
Our payment terms will be outlined in our Engagement Letter / Fee Agreement. As an overview our payment options are:

(1) Full payment in advance for engagements where the fee is less than $550 (incl GST).

(2) 50% deposit upon commencement & 50% upon completion where the fee is greater than $550 (incl GST)
(3) Fee from refund*** where it is able to be ascertained prior to commencement that a refund will be received.

(4) Fee Funding options are available for clients where their fee is greater than $1,250 (incl GST)
*** An administration fee of $27.50 (incl GST) applies.
Lodgement of your Tax Return
Your tax return will be electronically lodged with the ATO once we have received your signed Electronic Lodgement Declaration and Payment of our fee by one of the above methods. The ATO generally issues a Tax Assessment within 7-14 days of lodgement, subject to ATO delays.
Tips for minimising our fee
· Please deliver complete information in one bundle. Drip feeding of information results in us having to stop, start & refocus on your tax return. This adds significantly to the time taken to prepare your tax return.

· Use the summary worksheets provided for rental properties, interest & dividend income, motor vehicle expenses, capital gains acquisition & disposal information, medical expenses. These can be downloaded from the “Resource Centre” on our website or emailed to you.

If we need to contact you for additional information please respond with complete & accurate information as soon as possible.  

Please make sure you include all your supporting documentation! 
For questions that are left unanswered we will assume the answer is NO.
	Date:
	

	Your signature:
	


Thank you for completing the Tax Return Checklist.

Any other information you would like to provide?
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