[image: image1.png]WAGGING TONG(jES

Marketing « Communication < Training

Wagging Tongues 218 Adderley Street, West Melbourne t 6139326 3196
ABN 66 373 717 144 Victoria 3003 Australia www.waggingtongues.com.au





TIP SHEET
24 April 2007

5 TOP TIPS TO PREPARE FOR TAX TIME

Award Bookkeeping Company CEO Deb Shugg said she believed the key to avoiding a “tangle with the tax man” this year is to follow these five basic steps:  

1. Prepare your ‘real’ paperwork 

Get your paperwork in order. Collate your receipts and any other paperwork you have that helps substantiate your expenditure.  And keep it real. (You can avoid a lot of stress by making sure you only claim expenses that were legitimately related to your earnings.)
2. ‘Type in’ your records

Avoid hand-written records. Enter your business information in an accounting package or Microsoft Excel spreadsheet to allow easy verification of expenditure types. 
3. List the ‘big ticket’ items
Prepare a list of capital equipment you’ve purchased in the last nine months and have copies of any finance agreements on hand. This information is important to record for the purposes of depreciation. 
4. Balance, balance, balance

Reconcile your accounts and financial facilities. Start with bank accounts, then move on to debtors and creditors and loans.  By reconciling your accounts, you’ll identify any errors that might have occurred in your data entries and can rectify them early. 
5. Hand it over to your accountant
Make an appointment with your accountant well in advance of 30 June. S/he will be able to tell you up front if you have a tax problem while you can still do something about it. Just because the due date for lodgement of returns is long after 30 June, you can out your mind at ease by lodging your return whenever you like.  

“And if you’re not keen on doing this yourself, employ a good bookkeeper to do it for you.
“By following these five basic steps, not only will you be better prepared come 30 June, you’ll also: 

· reduce your stress

· reduce accounting fees

· improve your cash flow; and 

· minimise your tax liabilities (legally).
“It’s that simple,” Ms Shugg said.
Award Bookkeeping Company provides franchise businesses to small business operators with accounting experience and/or qualifications who are interesting in becoming bookkeepers. 
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