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Payroll and Activity Statement - Assessment Task 1

	[bookmark: OLE_LINK20]Details of Assessment

	Term and Year
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	Project
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	720
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	FNS40615 Certificate IV in Accounting

	Subject Name
	Payroll and Activity statement

	Details of Unit(s) of competency

	Unit Code and Title
	FNSBKG404 Carry out business activity and instalment activity statement tasks
FNSBKG405 Establish and maintain a payroll system



	Details of Student

	Student Name
	

	Student ID
	
	College
	

	Student Declaration:  I declare that the work submitted is my own, and has not been copied or plagiarised from any person or source.
	Signature: ___________________________
Date: _______/________/_______________

	Details of Assessor
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	Assessment Outcome
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	FEEDBACK TO STUDENT
Progressive feedback to students, identifying gaps in competency and comments on positive improvements:

	____________________________________________________________________________________________________________________________________________________________________________________________________

	Student Declaration:  I declare that I have been assessed in this unit, and I have been advised of my result.  I also am aware of my appeal rights and reassessment procedure.




Signature: 	____________________________

Date: 	____/_____/_____
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         Student did not attend the feedback session.   
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	The purpose of this assessment is to assess the student in the following learning outcomes:
	Assessment task 2: Assignment 
	Competent
(C)
	Not yet Competent
(NYC)

	Element 1: [Identify individual compliance and other requirements]
	
	
	

	1.1 Research and document legislative, regulatory, industry and organisational requirements relating to activity statements and seek expert advice to clarify issues where applicable

	1, 2, 3, 4
	
	

	1.2 Review, interpret and apply legislation related to taxes reported on activity statements, using relevant materials when required and other resources supporting legislation

	1, 2, 3, 4
	
	

	1.3 Identify and document policies in relation to compliance with Code of Professional Conduct as stipulated in relevant legislation

	
	
	

	1.4 Identify and access information, advice or services outside individual’s scope of operation and establish and use networks where necessary

	
	
	

	1.5 Identify and document lodgement schedule requirements 

	8, 9, 11
	
	

	1.6 Assess entity’s cash flow and payment options and initiate discussion with management to ensure sufficient funds are available

	7
	
	

	Element 2:[Recognise and apply GST implications and code transactions]
	
	
	

	2.1 Identify, apply and record goods and services tax (GST) principles 

	4, 5, 6
	
	

	2.2 Identify and code purchases and/or payments as per GST classifications

	4, 5, 6
	
	

	2.3 Identify and code sales and/or receipts as per GST classifications

	4, 5, 6
	
	

	2.4 Process accounting data to comply with tax reporting requirements

	4, 5, 6
	
	

	Element 3: [Report on payroll activities and amounts withheld]
	
	
	

	3.1 Identify and reconcile total salaries, wages and other payments for accounting period

	5, 6
	
	

	3.2 Identify and reconcile amounts withheld from salaries and wages for accounting period in conjunction with payroll department if applicable

	5, 6
	
	

	3.3 Identify and reconcile amounts withheld from other payments for accounting period in conjunction with other departments if applicable
	5, 6
	
	

	3.4 Verify or calculate pay as you go (PAYG) instalment amount where applicable, or calculate for other payments where applicable
	7, 8, 9
	
	

	Element 4: [Complete and reconcile activity statement]
	
	
	

	4.1 Generate, review and validate activity statement reports, identify any errors and correct bookkeeping entries where required
	10, 13
	
	

	4.2 Make adjustments for previous quarters, months or year-end where necessary
	10
	
	

	4.3 Complete BAS and/or IAS return in accordance with current statutory, legislative, regulatory and organisational schedule
	1, 2, 3, 4
	
	

	4.4 Reconcile figures completed on BAS and/or IAS form with journal entries, financial statements, GST and other control accounts
	5, 6
	
	

	Element 5: [Lodge activity statement]
	
	
	

	5.1 Check activity statement and ensure sign off by appropriate person as identified by statutory, legislative and regulatory requirements
	13
	
	

	5.2 Lodge activity statement in accordance with statutory, legislative and regulatory requirements
	6
	
	

	5.3 Process and record payments and refunds as required
	6
	
	














	The purpose of this assessment is to assess the student in the following learning outcomes:
	Assessment task 1: Portfolio of Activities
	Competent
(C)
	Not yet Competent
(NYC)

	Element 1: Establish payroll requirements
	
	
	

	1.3.	Establish payroll set-up for salary packaging
	Task 05, 06
	
	

	1.4.	Assess scope of payroll services BAS agent can provide and identify need for independent expert advice providers
	Task 05, 06
	
	

	Element 2:Record payroll data
	
	
	

	2.1.	Ensure payroll system includes complete and accurate employee data
	Task 05, 06
	
	

	2.2.		Review payroll data and clarify discrepancies with designated persons
	Task 05, 06
	
	

	2.3.	Enter employee pay period details, deductions and allowances in payroll system in accordance with source data
	Task 05, 06
	
	

	2.4.	Calculate payment due to individual employees to reflect standard pay and variations in accordance with employee source data
	
Task 05, 06
	
	

	Element 3: Prepare and process payroll
	
	
	

	3.1.	Conduct payroll preparation within designated timelines in accordance with organisational policy and procedures
	Task 05, 06
	
	

	3.2.	Calculate, record and reconcile employee in accordance with legislative requirements
	Task 7
	
	

	3.3.	Reconcile total payments for pay period, and review and correct irregularities or refer them to designated persons for resolution
	Task 05, 06
	
	

	3.4.	Obtain authorisation of payroll and individual pay advice in accordance with organisational requirements
	Task 05, 06
	
	

	3.5.	Make arrangements for payments in accordance with organisational and legislative requirements
	
	
	

	3.6.	Produce, review and store payroll records in accordance with organisational policy and security procedures
	Task 05, 06
	
	

	Element 4: Handle payroll enquiries
	
	
	

	4.1.	Respond to payroll enquiries in accordance with organisational and legislative requirements
	Task 8
	
	






	4.2.	Provide information in accordance with organisational and legislative requirements
	Task 8
	
	

	4.3.	Refer enquiries outside area of responsibility or knowledge to designated persons for resolution
	Task 8
	
	

	4.4.	Provide additional information or complete follow-up action within designated timelines in accordance with organisational policy and procedures
	Task 8
	
	

	
Element 5: Maintain payroll
	
	
	

	5.1.		Maintain all information and record keeping relating to payroll function in accordance with relevant legislation and regulations
	Task 05, 06
	
	

	
5.2.	Produce and reconcile month-end and year-end checklists to ensure compliance with relevant legislative and management deadlines
	Task 05, 06
	
	

	5.3.	Update records and systems in line with salary reviews and other changes in employment status
	Task 05, 06
	
	

	5.4.	Establish back-up and disaster recovery systems
	Task 05, 06
	
	

	5.5.	Generate and distribute payroll reports in line with organisational policy
	Task 05, 06
	
	

	5.6.	Extract and apply business activity statement (BAS) and instalment activity statement (IAS) data in accordance with relevant legislation and regulations
	Task 9
	
	

	Assessment/evidence gathering conditions

	Each assessment component is recorded as either Competent (C) or Not Yet Competent (NYC). A student can only achieve competence when all assessment components listed under “Purpose of the assessment” section are recorded as competent. Your trainer will give you feedback after the completion of each assessment. A student who is assessed as NYC (Not Yet Competent) is eligible for re-assessment.

	Resources required for this Assessment

	1. Computer with relevant software applications and access to internet
1. Weekly eLearning notes relevant to the tasks/questions

	Instructions for Students

	Please read the following instructions carefully
· [bookmark: Check9]This assessment has to be completed     |X| In class   |X| At home
· The assessment is to be completed according to the instructions given by your assessor.
· Feedback on each task will be provided to enable you to determine how your work could be improved. You will be provided with feedback on your work within two weeks of the assessment due date. All other feedback will be provided by the end of the term.
· Should you not answer the questions correctly, you will be given feedback on the results and your gaps in knowledge. You will be given another opportunity to demonstrate your knowledge and skills to be deemed competent for this unit of competency. 
· If you are not sure about any aspects of this assessment, please ask for clarification from your assessor.
· Please refer to the College re-assessment for more information (Student Handbook).







Assessment 2: Assignment (30%)						       Total Marks 100
	Part A: Business Activity Statement (50%)



Task 1 – GST Registration     					  (5 marks)

Required:
1. List the annual GST registration turnover threshold levels applicable to businesses/enterprises. 
· General businesses
· Not for profits
· Taxi drivers
1. Advise the annual turnover threshold rule to be allowed to account for GST on a cash basis. 
1. Advise the annual turnover threshold rule to be allowed to account for GST on an accrual basis. 

Answers:

	

	

	

	

	

	

	






Task 2 – GST Calculation(s)					   (10 marks)

Glen’s Manufacturing Pty Ltd, a panel beating business reports and pays GST quarterly. The following tables summarise its sales and purchases over time. 

Sales:
	Invoice date
	Payment received
	Customer
	Amount (GST Inclusive)

	13 July 2015
	16 August 2015
	P Lang
	$4,400

	23 Mar 20126
	30 March 2016
	J Kennedy
	$7,700

	15 June 2016
	30 June 2016
	D Jay
	$9,900



Purchases:

	Invoice date
	Payment date
	Supplier
	Amount (GST inclusive)

	12 Sept 2015
	10 Nov 2015
	Coloured Metal P/L
	$2,200

	23 Jan 2016
	11 March 2016
	Oxy Supplies Pty Ltd
	$3,300

	25 June 2016
	30 June 2016
	Tools Pty Ltd
	$8,800


Required:
1. Using the tables provided, determine which quarterly BAS period each of the following transactions would be reported in using:
1. Cash method of reporting for GST (3 marks) and
1. Accrual method of reporting for GST (3 marks)

1. Calculate the net GST payable / (refundable) for the quarter ending 30th June 2016 if the entity reports GST on:
1. Cash basis (2 marks); and
1. Accrual basis (2 marks).



Answers:
a) Sales:
	Invoice date
	Payment received
	Customer
	Amount (GST Inclusive)

	13 May 2016
	16 July 2016
	P Lang
	$3,300

	23 June 2016
	30 June 2016
	J Kennedy
	$6,600

	30 June 2016
	14 July 2016
	D Jay
	$9,900



b) Purchases:
	Invoice date
	Payment date
	Supplier
	Amount  (GST inclusive)

	12 Nov 2016
	10 Jan 2017
	Coloured Metal P/L
	$1,100

	23 Mar 2016
	11 April 2016
	Oxy Supplies Pty Ltd
	$5,500

	25 June 2016
	30 June 2016
	Tools Pty Ltd
	$8,800



c) 
	Cash Basis -      


	Accrual Basis  -      

















Task 3 – BAS Case Study – Accounts Method (Accruals)	(15 marks)
[bookmark: _Toc134800153][bookmark: _Toc509325815][bookmark: _Toc509313366][bookmark: _Toc509313280][bookmark: _Toc509313174][bookmark: _Toc509299702][bookmark: _Toc509299456]You are the accountant of Accurate Accounting Pty Ltd. Nice Scent Shoppe is one of your clients of which you prepare BAS on quarterly basis. You have received the following P & L and Balance Sheet information from Nice Scent Shoppe for the current quarter. 

Required:

Prepare BAS for Nice Scent Shoppe for the current quarter.





The Nice Scent Shoppe
	GST-inclusive quarter 2 information
	Current Quarter
	

	Ordinary income/expense
	
	

	Income
	
	
	

	
	
	Export sales
	
	770.00

	
	Taxable supplies
	
	

	
	
	Delivery of sales
	60.00
	

	
	
	Dried arrangements
	2 660.00
	

	
	
	Flower arrangements
	
	

	
	
	
	Baskets
	5 280.00
	

	
	
	
	Large arrangements
	14 250.00
	

	
	
	
	Medium arrangements
	14 025.00
	

	
	
	
	Posies
	2 910.00
	

	
	
	
	Small arrangements
	10 406.00
	

	
	
	
	Sprays
	1 170.00
	

	
	
	
	Wedding bouquets
	4 500.00
	55 261.00

	
	
	Sales of accessories
	4 700.25
	4 700.25

	
	Total taxable supplies
	
	59 961.25

	
	Interest received
	
	500.00

	Total income
	
	61 231.25

	Purchases of goods sold
	
	

	
	
	Fresh flowers
	9 768.00
	

	
	
	Sundry items
	738.00
	

	
	
	Other stock items
	2 805.59
	13 311.59

	
Expenses
	
	
	

	
	Creditable acquisitions
	
	

	
	
	Advertising
	1 109.00
	

	
	
	Commercial rent paid
	7 440.00
	

	
	
	Delivery expenses
	286.00
	

	
	
	Gas and electricity
	520.00
	

	
	
	Insurance
	
	

	
	
	
	Business
	412.50
	

	
	
	Motor vehicle running costs
	4 069.35
	

	
	
	Printing postage stationery
	763.00
	

	
	
	Professional fees
	
	

	
	
	
	Accounting
	2 200.00
	

	
	
	Repairs
	
	

	
	
	
	Equipment repairs
	1 045.00
	

	
	
	Replacement tools
	186.70
	

	
	
	Software expense
	110.00
	

	
	
	Subscriptions
	110.00
	

	
	
	Sundry office expenses
	45.00
	

	
	
	Telephone
	
	

	
	
	
	Internet
	125.00
	

	
	
	
	Telephone—other
	375.60
	18 797.15

	
	GST- free
	
	

	
	
	Staff amenities
	231.30
	

	
	
	Water rates
	231.25
	462.55

	
	No GST in the price
	
	

	
	
	Bank service charges
	82.88
	

	
	
	Interest expense
	502.85
	585.73

	
	Payroll expenses
	
	

	
	
	Leave accrued (not yet paid)
	1 868.44
	

	
	
	PAYG tax withheld (not yet paid)
	2 899.00
	

	
	
	Superannuation
	1 608.32
	

	
	
	Wages
	17 104.00
	23 479.76

	Total expenses
	
	43 325.19





Capital supplies and acquisitions information:
1. The firm sold an old refrigerator for $990
2. Purchased a new refrigerator for $2200
Additional information:
1. The FBT instalment is $3000 for the quarter 
2. The firm used 150 litres of petrol in business operations (generators). The fuel tax credit rate for retail activities is 32.623 cents per litre (rate from 1st of July 2012 to 30th June 2013) 
3. Commissioner's rate is 4.69% 



	
	
	
	Blank
	
	

	
	
	
	ABN XX XXX XXXXXX
	
	

	Choose No.1 option
	Summary
	
	

	Option 1 Quarterly GST report and pay
	Amounts you owe the ATO
	 
	 

	Total sales and income and other supplies including capital (GST inclusive)
	G1
	 
	GST on sales or GST instalment
	1A
	 

	 
	
	 
	Wine equalisation tax
	1C
	 

	Does this amount at G1 include GST? Mark with X
	
	 
	Luxury car tax
	1E
	 

	Exports
	G2
	 
	PAYG tax withheld
	4
	 

	Other GST-free supplies
	G3
	 
	PAYG income tax instalment
	5A
	 

	Capital acquisitions (GST inclusive)
	G10
	 
	FBT instalment
	6A
	 

	All other acquisitions (GST inclusive)
	G11
	 
	Fuel tax over claim
	7C
	 

	
	
	
	1A + 4 + 5A + 6A + 7C
	8A
	 

	
	
	
	
	
	

	
	
	
	Amounts the ATO owes you
	 
	 

	
	
	
	GST on purchases
	1B
	 

	
	
	
	Wine equalisation tax refundable
	1D
	 

	
	
	
	Luxury car tax refundable
	1F
	 

	These boxes represent the various boxes on the BAS form
	
	
	Credit from PAYG income tax variation
	5B
	 

	
	
	
	Credit from FBT variation
	6B
	 

	
	
	
	Fuel tax credits
	7D
	 

	
	
	
	1B + 5B + 6B + 7D
	8B
	 

	
	
	
	
	
	

	
	
	
	Payment or refund?
	 
	 

	
	
	
	Is 8A more than 8B? (indicate with an X)

	
	
	
	Yes, then write the result of 8A minus 8B at 9. This is the amount payable to the ATO.
	 
	 

	
	
	
	 
	
	 

	
	
	
	No, then write the result of 8B minus 8A at 9. This amount is refundable to you (or offset against any other tax debt you have).
	 
	 

	
	
	
	 
	
	Payment due

	
	
	
	 
	9
	 




Tax Codes:									          (5 Mark)
Complete the tax code, description and rate (%) of Rinaan’s Lawn Mowing & Garden Care Services Chart of Accounts: 

	
	Tax Code
	Rate (%)
	Description of the tax codes

	Income:
	
	
	

	Interest Income
	
	
	

	Expenses:
	
	
	

	Bank Fees
	
	
	

	Depreciation	
	
	
	

	Fuel (unleaded)
	
	
	

	Gardening Tools < $300
	
	
	

	Gas & Electricity
	
	
	

	Insurance
	
	
	

	Superannuation
	
	
	

	Wages – casual (gross)
	
	
	

	Non-Current Assets:
	
	
	

	Plant and Equipment
	
	
	







Task 4 – BAS Case Study - Accounts method (Cash Book)(15 marks)

Ms Justyna Jason operates two related businesses; a fruit shop and a cake shop. The two related businesses have applied to form a GST group and have satisfied certain membership requirements. Damon trades under the business names: ‘Jason the Fruiter’ and ‘Dillinger’s Cakes’ respectively.  The GST group are treated as a single entity. The Cake business, ‘Justyna’s Cakes’ is known as the ‘representative member’, managing the group’s GST affairs. The group accounts for GST on a cash basis and have chosen to report GST monthly. PAYG income tax instalment and PAYG tax withheld are reported quarterly.

The following page(s) are the extracts of April’s monthly Cash Receipts Book and Cash Payment’s Book.

Required: 
Complete the Business Activity Statement for the month on September 2012 by extracting the data from the Cash Receipts and Cash Payments Book.  

Note 1: PAYG withholding amount from Tom Win’s salary is $1,236
Note 2: The business has got ATO given PAYG Instalment Payment which pre-printed in T7. The amount is $2,322
Note3: Use the Spreadsheet template to complete this task.
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Business Activity Statement, Assessment 2, v1.0		Page 17
Cash Receipts Book
	Date
	Details
	Inv/ Rec #
	Total Receipts
	Total Sales (including any GST)
	Amount of GST collected
	Non-capital amount (excluding GST)
	Capital amount (ie asset sales excluding GST)
	GST-Free
Sales
	Input Taxed Sales
	Other Receipts
	Banking

	02/04
	Fruit Sales
	
	32,500.00
	32,500.00
	
	
	
	32,500.00
	
	
	32,500.00

	09/04
	Cake Sales
	
	22,000.00
	22,000.00
	2000.00
	
	
	
	
	
	22,000.00

	15/04
	Fruit Sales
	
	4,200.00
	4,200.00
	
	
	
	4,200.00
	
	
	4,200.00

	24/04
	Cake Sales
	
	109,450.00
	109,450.00
	9,950.00
	
	
	
	
	
	109,450.00

	30/04
	Bank Interest
	
	2,190.00
	2,190.00
	
	
	
	
	2,190.00
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	170,430.00
	170,430.00
	11,950.00
	
	
	36,700.00
	2,190.00
	
	168,150.00





Cash Payment’s Book
	Date
	Detail
	Chq #
	Total Payments
	Non-Capital
	Capital
	GST
Claim
	Materials / stock
	Bank Fees
	Wages
	Super
	Capital incl P&E
	Private Use  %
	Drawing

	04/04
	Fruit Mkt
	103
	38,885.00
	31,108.00
	
	
	31,108
	
	
	
	
	20%
	7,777.00

	08/04
	Cake Supplies
	104
	14,095.00
	11,276.00
	
	1,025
	10,251
	
	
	
	
	20%
	2,819.00

	12/04
	Tom.Wins
	105
	4,695.00
	
	
	
	
	
	4,695.00
	
	
	
	

	18/04
	Cash Register
	106
	15,400.00
	
	15,400
	1,400
	
	
	
	
	14,000.00
	
	

	26/04
	Superannuation
	107
	
	
	
	
	
	
	
	422.00
	
	
	

	30/04
	Bank Fees
	DD
	300.00
	300.00
	
	
	
	300.00
	
	
	
	
	

	Total
	
	
	73,375.00
	42,684.00
	15,400
	2,425
	41,359
	300.00
	4,695.00
	422.00
	14,000.00
	
	10,596.00



	
	
	
	Blank
	
	

	
	
	
	ABN XX XXX XXXXXX
	
	

	Choose No.1 option
	Summary
	
	

	Option 1 Quarterly GST report and pay
	Amounts you owe the ATO
	 
	 

	Total sales and income and other supplies including capital (GST inclusive)
	G1
	 
	GST on sales or GST instalment
	1A
	 

	 
	
	 
	Wine equalisation tax
	1C
	 

	Does this amount at G1 include GST? Mark with X
	
	 
	Luxury car tax
	1E
	 

	Exports
	G2
	 
	PAYG tax withheld
	4
	 

	Other GST-free supplies
	G3
	 
	PAYG income tax instalment
	5A
	 

	Capital acquisitions (GST inclusive)
	G10
	 
	FBT instalment
	6A
	 

	All other acquisitions (GST inclusive)
	G11
	 
	Fuel tax over claim
	7C
	 

	
	
	
	1A + 4 + 5A + 6A + 7C
	8A
	 

	
	
	
	
	
	

	
	
	
	Amounts the ATO owes you
	 
	 

	
	
	
	GST on purchases
	1B
	 

	
	
	
	Wine equalisation tax refundable
	1D
	 

	
	
	
	Luxury car tax refundable
	1F
	 

	These boxes represent the various boxes on the BAS form
	
	
	Credit from PAYG income tax variation
	5B
	 

	
	
	
	Credit from FBT variation
	6B
	 

	
	
	
	Fuel tax credits
	7D
	 

	
	
	
	1B + 5B + 6B + 7D
	8B
	 

	
	
	
	
	
	

	
	
	
	Payment or refund?
	 
	 

	
	
	
	Is 8A more than 8B? (indicate with an X)

	
	
	
	Yes, then write the result of 8A minus 8B at 9. This is the amount payable to the ATO.
	 
	 

	
	
	
	 
	
	 

	
	
	
	No, then write the result of 8B minus 8A at 9. This amount is refundable to you (or offset against any other tax debt you have).
	 
	 

	
	
	
	 
	
	Payment due

	
	
	
	 
	9
	 





	Part B: Establish and Maintain a Payroll System (50 Marks)



Instruction for student: 
This is an individual task. You need to create a company file in MYOB using the given information and enter employee details and their payroll details applying relevant legislation and standards. Send your MYOB file at your teacher’s email address.

Task 5:Create a company using the following information in MYOB and Process Payroll

Set up a company with your name- Your First Name-Last Name-Your Student ID Mount Isa Cleaners Pty Ltd with ABN 99 999 999 999. Use current year (you don’t need to change any details, like conversion month, current year). Select Retail industry with business type- Garden Centre/ Nursery. Load tax level. Load payroll tax. Use 9.50% for all super rate. Set up the opening Balance:
	Account Name
	General Ledger Number
	Account Balance                  Debit ($)
	Account Balance                  Credit ($)

	Cheque Account
	1-1110
	120000.00
	

	Petty Cash
	1-1140
	500.00
	

	Undeposited Fund
	1-1180
	1500.00
	

	Accounts Receivable
	1-1200
	3000.00
	

	Inventory
	1-1300
	20000.00
	

	Accounts Payable
	2-1200
	
	35000.00

	Payroll Accruals payable
	2-1410
	
	1400.00



Set up the following employees:

(Refer to eLearning for employee Time Sheets)











Employe employment details
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Task 6 Process Weekly payroll using MYOB
Instruction for student: 

This is an individual task. You need to create a company file in MYOB using the given information and enter employee details, their payroll details and process Weekly payroll. You need to print 2 payslips and 2 paycheques and send your MYOB file at your teacher’s email address.

Process Weekly payroll using MYOB
Set up a company with your name- ABC LTD with ABN 99 999 999 999. Use current year (you don’t need to change any details, like conversion month, current year). Select Retail industry with business type- Garden Centre/ Nursery. Load tax level. Starting day of the week is Monday and the following Monday is the pay day. Current super rate is 9.50%.

I. Set up the opening Balance
	Account Name
	General Ledger Number
	Account Balance                  Debit ($)
	Account Balance                  Credit ($)

	Cheque Account
	1-1110
	120000.00
	

	Petty Cash
	1-1140
	500.00
	

	Undeposited Fund
	1-1180
	1500.00
	

	Accounts Receivable
	1-1200
	3000.00
	

	Inventory
	1-1300
	20000.00
	

	Accounts Payable
	2-1200
	
	35000.00

	Payroll Accruals payable
	2-1410
	
	1400.00



Load payroll tax. Tick timesheet to process payroll.

II. Create the following Employee
	Name
	John Carr
	Tony Mills

	Address
	43 Williams Street Rosebay NSW 2167
	333 Kent St
Sydney NSW 2000

	Employee ID
	EMP003
	EMP001

	Date of Birth
	01/11/1968
	30/05/1972

	Pay Basis
	Salary ($ 45000/ Year)
	Hourly ($ 25/ Hour)

	Pay Frequency 
	Weekly
	Weekly

	Start Date
	01/12/2012
	05/07/2011

	Tax File Number
	111 111 111
	222 222 222

	Weekly Hours
	40
	

	Tax Free Threshold Claimed
	Yes
	No

	Superannuation Guarantee
	· 
	· 

	Super Fund
	Use default fund # MN: 122345
	Use default fund # MN: 122346

	Wages:
	
	

	Base Salary
	· 
	

	Base Hourly
	
	· 

	Holiday Pay
	· 
	· 

	Overtime 1.5X
	· 
	· 

	Overtime 2X
	· 
	· 

	Sick pay
	· 
	· 

	Entitlements:
	
	

	Holiday Leave Accrual
	· 
	· 

	Sick Leave Accruals
	· 
	· 

	
	
	

	Deductions:
	
	

	Union Fee ($40/year)
	· 
	· 



III. Time Sheets (Last 2 week)
You have found the following information after looking their time sheets,
Tony Mills worked 8 hours in each week days and he was sick on Friday. None employee worked during weekends.

Required: 
a. Process weekly payroll for the last week ended on June and first week ended on July this year. (8 mark)
b. Print and attach Pay Cheque for all employees. (8 mark)
c. Print and attach Payslips for all employees. (8 mark)
d. Print payroll liability by category, payroll tax, payroll journal. (8 mark)
e. Email your MYO file to your supervisor’s email (Your teacher’s email). (8 mark)

	
Checklist for Trainer:
· Student emailed MYOB file
· Correctly entered company name and details
· Correct financial year and payroll year
· Starting day of the week is Monday
· Payroll was processed on Monday
· Check Standard Pay details for all correctly entered data
· Attached 2 payslips & 2 pay cheques printed from MYOB file
· Printed and attached payroll liability report
· Printed and attached payroll tax report if applicable
· Printed and attached payroll journal




· Student met all requirements of Task 06
· Student did not meet all requirements of Task 06






Task 7: Reconciliation (6 mark):
Reconcile the payroll for the month
To reconcile the payroll, you will need to do the following:
· Print a Payroll Register Report for the month
· Print a Profit & Loss Statement for the month
· Print a Balance Sheet for the month
· Using an appropriate format given below, reconcile your monthly payroll and submit the completed reconciliation as part of your Assessment.

Reconciliation: 
	Blood & Bone Medical Fund

	
	
	
	
	
	

	General Ledger Balance as per - see BS
	

	
	
	
	
	
	

	Payroll Summary Report
	
	
	

	
	
	
	
	
	

	Difference
	
	
	
	                -   

	F&C Union Fees

	
	
	
	
	
	

	General Ledger Balance as per see BS
	

	
	
	
	
	
	

	Payroll Summary Report
	
	
	

	
	
	
	
	
	

	Difference
	
	
	
	                -   

	Superannuation Deduction

	
	
	
	
	
	

	General Ledger Balance as per  - BS
	

	
	
	
	
	
	

	Payroll Summary Report - Super Deductions
	

	Payroll Summary Report - Super Expense
	
	

	
	
	
	
	
	

	Difference
	
	
	
	                -   

	PAYG

	
	
	
	
	
	

	General Ledger Balance as per  - BS
	

	
	
	
	
	
	

	Payroll Summary Report - Tax
	
	

	Difference
	
	
	
	


Task 8: Handle payroll (2 marks):
You are required to answer the following questions in short written answer form. Dot point is also acceptable as long as all parts of each question are answered.
1. The Manager is checking the cash flow for the period and can’t find the figures for the payroll to date this month. He asks you to provide him with the following information:
•	The superannuation payable on the staff wages for the two weeks
•	The PAYG tax payable for the two weeks
 What figures would you provide to the Manager? 
2. An employee has contacted you requesting details of his total superannuation payments.  He also requested, on behalf of his wife (Also works in the same organisation), details of her total superannuation payments. He would like a total year to date figure for him and his wife.
 What advice would you provide?
3. An employee has advised that she may need to take some additional personal leave for a hospital stay in the next few weeks. She thinks she might need to take about two days for the hospital stay and maybe another day or two after that at home. She asks you to check that she will have enough personal leave. 
 What advice would you give her?
4. One employee has a query regarding his superannuation. He is concerned that no superannuation has been calculated on his Pay Slip for the week.
 What advice would you give him?








Task 9: BAS and IAS (2 marks):
Complete PAYG Tax withheld portion of the Business’s Activity Statement from the following information:

Information 1:

	Payroll Reconciliation for the month ending 30 June
	

	
	

	Wages and Salaries
	

	
	

	"Wages and Salaries" as per Profit and Loss
	70,104.15

	Payroll Register Summary Reports - Wages
	70,104.15

	Difference
	Nil

	
	

	
	

	PAYG
	

	
	

	"PAYG Withholding Payable" as per Balance Sheet
	 18,087.00

	Payroll Summary Report - Taxes
	 18,087.00

	Difference
	Nil

	
	

	
	

	Superannuation
	

	
	

	Superannuation Guarantee - Payroll Register Detail Report
	 6,309.38

	Salary Sacrifice - Payroll Register Detail Report
	3,100.00

	Employee Additional - Payroll Register Detail Report
	 2,400.00

	Total Superannuation
	11,809.38

	Less Payments - Superannuation Payments by Fund
	 
2,053.84

	Superannuation to be paid
	9,755.54

	Superannuation Payable as per Balance Sheet
	 9,755.54

	Difference
	Nil































Complete PAYG Tax withheld portion of  the Business’s Activity Statement from the following information (5 marks):

Information 2:
The company has also paid $5,243 to a contractor where no ABN was quoted in the invoice. 
Requirement:
It is the 21st July and you are preparing your monthly Business Activity Statement (BAS). From the above information please complete the following section from the company’s Business Activity Statement (BAS):
	PAYGTaxwithheld
	
	

	Totalsalary,wages&otherpayments
	W1
	

	Amountwithheld from payments
shownatW1
	W2
	

	Amountwithheldwhere noABNis
quoted
	W4
	

	Otheramountswithheld
	W3
	

	Totalamountswithheld
	W5
	












You must submit:
· All tasks provided in the assignment must be submitted.
· The assignment must be submitted on due date.

Your assessor will be looking for:
· Successfully completion of each task.
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EMPLOYEE DETAILS:
Name: Erkan Muthan

Card ID: EM
First Address: 5 Sunbird Close

City: HINCHINBROOK
State: NSW
Postcode: 2168
Country: Australia
Tax File Number: 803 651 911

Employment Classification: Retal Clasification Level 1
Employment Basis: Individual
Employment Category: Temporary.
Employment Status: Casual
Pay Basis: Hourly
Tax Scale: Tax Free Threshold
Total Rebates: $0.00

Superannuation Fund: Australian Super
Employee Membership # 711749748

Inactive

Gender: Male
Date of Birth: 1/10/1885
Phone #1: 296082927
Phone #2: 421542802
Phone #3:
FAX#:
‘Salutation: Sales Consultan
Start Date: 11/01/2010

888 162127
Acoount Number 265676912
Payment Method: Electronic
Pay Froquency: Weekly
Hours in pay period: 38
Houry Rate: $17.18
Annual Saary: 35,946 69
Extra Tax:$0.00

Super Rate 14%
‘Meal Allowance $11.68 Per Shift
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EMPLOYEE DETAILS:
Name: Mary Jones.

Card ID: EMP000O1
First Address: 43 Terrace Drive

City: Box Bay
State: NSW
Postcode: 2167
Country: Australia
Email: Jones@aol.com
WWWW wwiw.myob.com.au

Tax File Number: 111 111 111

Employment Classifcation: Retail Clasification Level 2
Employment Basis: Individual
Employment Category: Temporary.
Employment Status: Casual
Pay Basis: Salary
Tax Scale: Tax Free Threshold
Total Rebates: $0.00

Superannuation Fund: AMIP Life
Employee Membership #: 234243234

Acive.

Gender: Female
Date of Birth: 1/01/1966
Phone #1: 02 9894 2484
Phone #2: 02 9674 2349
Phone #3: 02 9567 3489
FAX #: 02 9526 4578
Salutation:

Start Date: 510112001

888 162127

Acoount Number 265676912

Payment Method: Electronic
Pay Froquency: Weekly

Hours in pay period: 38

Houry Rate: $24.04

‘Annual Saery:$47,500.08

Extra Tax: $0.00

Super Rate 12%
Meal Allowance $11.68 Per Shift
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EMPLOYEE DETAILS:
Name: Alan Long

Card ID: EMP00002
First Address: 555 Lester Street

City: Longeville
State: NSW.
Postcode: 2447
Country: Australia
Email: A@aol.com.au
WWWW: wwiw.myob.com.au

Tax File Number: 222 222 222

Employment Classification: Retal Clasification Level 7
‘Employment Basis: Individual
Employment Category: Permanent
Employment Status: Fullime
Pay Basis: Salary
Tax Scale: Tax Free Threshold
Total Rebates: $0.00

Superannuation Fund: ARF - Australian Retirement Fund
Employee Membership #: 34563453453

Active

Gender: Male
Date of Birth: 5/04/1875
Phone #1: 02 9895 6455
Phone #2: 02 9456 4567
Phone #3: 02 9434 4523
FAX #: 02 0453 2535
Salutation:

Start Date: 310112003

858 192129
Account Number 8787676912
Payment Method: Electronic
Pay Frequency: Weskly
Hours in pay period: 38
Hourly Rate: $28.85
Annual Salary:$57,00009
Extra Tax:$0.00

Super Rate 12%
‘Meal Allowance $11.68 Per Shift
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