INSERT NAME OF FIRM


Superannuation Fund Workflow Sheet
CLIENT:  ___________________________________________   FINANCIAL YEAR ENDED:  ______/______/______

	Step
	
	Job
	Initial
	Date
	Reason for Delay

	1
	
	COLLECTION OF INFORMATION, INTERVIEW RECORD SHEET
	
	
	

	
	A
	Are all members Trustees or Directors of the Trustee Company?
	
	
	

	
	B
	Have minutes been prepared?
	
	
	

	
	C
	Have we requested a copy of the fund’s current investment strategy?
	
	
	

	
	D
	Have we checked fund compliance with mandatory requirements imposed on funds (e.g. sole purpose test, in-house assets test and prohibitions on borrowings and related party acquisitions or loans)?      
	
	
	

	

	2
	
	BANK STATEMENTS
	
	
	

	
	A
	Copy of full set of statements for year, including the page showing closing balance at year end.
	
	
	

	
	B
	Bank reconciliation (if not done by client).
	
	
	

	
	C
	Reconcile cash book (if required).
	
	
	

	

	3
	
	DIVIDEND SLIPS, INTEREST / TERM DEPOSIT STATEMENTS, MANAGED FUND ANNUAL TAX STATEMENTS                        Copy for file/audit (standard work papers to be used)
	
	
	

	
	A
	Is there any non-arm’s length income?
	
	
	

	
	B
	Were any non-arm’s length expenses incurred in deriving fund income?
	
	
	

	
	C
	Have all dividends received and related imputation credits been included in assessable income?  
	
	
	

	

	4
	
	PURCHASE / DISPOSAL OF ASSETS
	
	
	

	
	A
	Copy of contract notes for file/audit.
	
	
	

	
	B
	CGT calculation prepared.
	
	
	

	
	C
	Copy of supporting documents for cost base and acquisition date details of all fund investments.
	
	
	


	Step
	
	Job
	Initial
	Date
	Reason for Delay

	5
	
	CONTRIBUTIONS AND PENSIONS DETAILS
	
	
	

	
	A
	Confirming the type of contribution (i.e. concessional or non-concessional) and which member the contribution belong to.
	
	
	

	
	B
	Confirming which members the pensions were paid to.
	
	
	

	
	C
	Confirming the date the contribution was made or pension was paid.
	
	
	

	
	D
	Check each member’s transfer balance cap (and identify any commutation or other transactions that may affect that balance).
	
	
	

	

	6
	
	OTHER SUPPORTING DOCUMENTATION                                 Copy for file/audit
	
	
	

	

	7
	
	QUERIES WITH CLIENT
	
	
	

	

	8
	
	FINANCIAL ACCOUNTS
	
	
	

	
	A
	Journal preparation and coding.
	
	
	

	
	B
	Data entry to computer.
	
	
	

	
	C
	Print first draft trial balance.
	
	
	

	
	D
	Application of Actuarial Certificate, if required.
	
	
	

	
	E
	Income tax calculation and general journal entry.
	
	
	

	
	F
	Key in members’ earnings for the year.
	
	
	

	
	G
	Final check trial balance. Print final trial balance.
	
	
	

	

	9
	
	INCOME TAX RETURNS
	
	
	

	
	A
	Ensure taxable income reconciles with income tax calculation.
	
	
	

	
	B
	Ensure current year PAYG instalments paid/tax credits & offsets entered into return (including all foreign tax and imputation offsets).
	
	
	

	
	C
	Ensure prior year income tax per financial accounts and tax return has been cleared (i.e. paid to, or refunded from, the ATO).
	
	
	

	
	D
	File copy of all ATO Online reports in relation to income tax, PAYGI, etc.
	
	
	

	
	E
	Ensure correct details are obtained for the nominated bank account if a refund is due.
	
	
	


	Step
	
	Job
	Initial
	Date
	Reason for Delay

	10
	
	PRINT FINANCIAL REPORTS
	
	
	

	
	A
	Copy for client’s bound set.
	
	
	

	
	B
	Copy for file/signature.
	
	
	

	

	11
	
	FINALISE CHECKLISTS
	
	
	

	

	12
	
	APRA ANNUAL RETURN (IF RELEVANT)
	
	
	

	

	13
	
	TIDY UP FILE
	
	
	

	
	A
	File working papers.
	
	
	

	
	B
	Return client’s information.
	
	
	

	
	C
	Clean up files.
	
	
	

	

	14
	
	OBTAIN AUDIT CERTIFICATE
	
	
	

	

	15
	
	RETURNS LODGED
	
	
	

	
	A
	Income tax.
	
	
	

	

	16
	
	ISSUE INVOICE, BIND REPORTS, COVERING LETTER
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