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2014 - 2015 
Tax Return Checklist

This checklist can be used for email, postal, face-to-face appointments and phone 

interviews – it will allow you to collate your relevant information. Once completed 

please save and email to service@affinitasaccounting.com.au fax to 07 3359 5879 or post

to Affinitas Accounting, PO Box 377 Aspley QLD 4034.


Previous Client: Yes New Client: Yes Referred By:


Surname:


First Name:


Address:


State: Post Code:

Has your name changed throughout the year (marriage/ separation etc)? If yes, please provide maiden name.


No Yes


Is this a change of address since lodging your last return? Yes No


Daytime Phone: Evening Phone:


Mobile: E-mail:


Occupation: Date of Birth:


Tax File Number:


Are you an Australian Resident: Yes No


If no, did you live in Aust for the full year: Yes No


Do you have a HECS Debt?: Yes No If yes, how much $


Do you have a Sup Loan?: Yes No If yes, how much $


Do you have any outstanding Child Support or ATO debts?: Yes No If yes, $


Do you have a spouse (married or de facto): Yes No Name:


If not married/de facto for the full year please specify the date change:


Spouse Date of Birth Spouse’s income $


Bank Acct Details: BSB: Acct:


Name on Account:


Affinitas Accounting (ABN: 50 441 659 369) 
PO Box 377, Aspley QLD 4034 
E: Service@affinitasaccounting.com.au

Income

1. Group Certificates/PAYG Summaries 

Please attach all certificates, termination statements and other documents received from your employer/s, 

including Centrelink payments.

2. Pensions / Superannuation / Centrelink Payments

Please attach certificates etc

3. Interest received 

Banks, Building Societies, Cash Management Trusts, etc 

Institution Acc No Total Interest Your Share (eg 50% if joint)


4. Did you receive BOS income? Yes No 

(Flight Centre only)
Please supply annual statements issued from BOS and interest paid on the loan if you have taken out a loan against the BOS. 

5. Dividends, Trust Partnership Distributions received 

Please include copies of Distribution Statement 

Share Dividends 

Company Unfranked Dividend Franked Dividend Imputation Credit 


(has TFN tax been deducted?) Yes No If so, how much? 

Dividends reported in this return are ones PAID to you in this financial year

6. Capital Gains (eg Sale of Investment Property or Shares)


Date Purchased: Cost $ 


Additions – Date: Cost $


Date Sold: Sale Price $


Other Associated Costs : Stamp Duty, legal fees etc $

Attach documentation of purchase date and price, and subsequent capital expenditure incurred and 

sale date and price.

7. Share Demerger Schemes?
Did you own any shares subject to demerger? Yes No 

If so, we will need details of your shareholdings and the demerger documentation received to 

calculate capital gains. 

8. Any other income or capital received?


Expenses – any expenses paid by ledger, rewards pass or salary sacrifice cannot be claimed as they are 

made from pre-tax dollars eg 

1. Motor Vehicle – includes Driving to Buzz Nights / Conferences / Product Nights/ Expos, shop visits, 

training at Head Office etc


Written evidence kept? Yes No Cents per km - No. of kms travelled for work: 


Make and Engine Size Vehicle:

You must be able to explain why you used your motor vehicle for work purposes and, if using cents/km method, 

how you calculated kms. (For other claims including log book, 1/3 of actual expenses or 12% of original 

value please discuss with your tax consultant)

2. Other work related Travel expenses (Not Educational Travel, but includes travel to seminars, conferences etc)

Amount claimed Written evidence kept? 


Fares $ Yes No


Taxis/Parking/Tolls $ Yes No 


Meals (alcohol is not deductible) $ Yes No

Please explain why you incurred these expenses for work purposes.


3. Uniform, Clothing and Laundry Expenses 

Amount claimed Written evidence kept? 


Dry cleaning $ Yes No


Alterations/Mending $ Yes No


Additional Purchases (from your own money) $ Yes No


Laundry (we use an ATO formula to calculate this) $ Yes No

(Please note that shoes & stockings are not deductible). Deductions are only allowable for: Registered logoed uniforms; occupation specific or protective clothing including high visibility.

4. Self Education Expenses– study must be directly related to your employment

Amount claimed Written evidence kept? 


Self Education Expenses $ Yes No


Please explain how these expenses relate to your income.



Name of course: Institution: 


Date you commenced the course? Fees: Travel/Accommodation: 


Books, stationery etc: Other (please specify)
5. Additions to depreciable assets used in earning your income 

Item Amount Business Use (%) Purchase Date Receipt 


Computer: $ Yes No


Other: $ Yes No

6. Income Protection Insurance

(Not health or life insurance and it is not part of your superanuation account – rather it is a free standing policy with a company such as AMP etc) 


Company that the policy is held with $

7. Seminars, Conferences (Educationals) 


Destination 


Expenses: (eg Participation fees, meals, transfers, taxes etc)


Destination


Expenses: (eg Participation fees, meals, transfers, taxes etc)


Destination


Expenses: (eg Participation fees, meals, transfers, taxes etc)

8. Business / Work use of Home Office - Please list all relevant expenses

Running costs of home Office – (Please keep a diary for one month to substantiate claim)
How many hours spent on average each week working from the home Office?

9. Interest & Dividend deductions
Do you have a margin loan or investment loan Yes No


If so, how much interest did you pay throughout the year?


Did you prepay any interest? Yes No $

10. Other work expenses (Please note that Travel Insurance, Immunisations, Passport Photos & Film Processing are not deductible)

   Total 
         Percentage

  Amount         Claimed  Written evidence kept? 


Subscriptions/Memberships $ 

Yes No


Journals/Lonely Planets (Newspapers are no longer deductible) $ 

Yes No


Mobile Phone                                                         $ 
Yes No


Document Carriers/Lap top Bags $ 

Yes No


Internet Connection                                                                  $ 
Yes No


Other (please specify) $ 

Yes No


11. Donations (eg World Vision, Red Cross etc) Have you kept receipts 
Yes No


Charity Name: $


Charity Name: $


School Building Levy: $

If you buy lottery tickets & tickets in raffles, these are not a donation. To be deductible you must not get anything in return for your donation. 

12. Other Deductions
Tax Agent Fees (previous year) $


Travel to tax agent (previous year) km – size of motor 


Any other expenses related to income that is not shown elsewhere? 

Rental Property Schedule
For the period 1 July to 30 June


Address of property 


Date property first became available for rent: 


Number of week’s property was rented for: 

Income:


Rental Income (a) $ 


Other Rental Related Income (b) $ 


Total Rent: (a + b) (c) $ 

Expenses:


Advertising for Tenants $ 


Body Corporate $ 


Borrowing Expenses $ 


Cleaning $ 


Council Rates $ 


Depreciation on Plant $ 


Gardening/Lawn Mowing $ 


Insurance $ 


Interest on Loan(s) $ 


Land Tax $ 


Legal Fees $ 


Pest Control $ 


Property Agent Fees/Commissi $ 


Repairs & Maintenance $ 


Special Building Write Off $ 


Stationery, Telephone & Postage $ 


Travel Expenses $ 


Water Charges $ 


Sundry Rental Expenses $ 


Total Expenses w) $ 


Net Rent (c-w) $ 

Private Health Insurance / Medical Surcharge

Were you and all your dependants, including spouse/partner, covered by Private Hospital Cover


For the whole year Yes No

If no, you may be liable to pay the medicare levy exemption from the date you became a couple ie full or part year. 


Your tax consultant will discuss this further with you. 


If not for the full year, date from which policy started:


ie. Please indicate Family Cover Yes No Single Cover. Only Yes No


Name of Fund Policy Number 


Level of Cover: Hospital only Ancillary Only(extras) Combined Cover(Hospital & Extras)


Number of Dependant Children 




Your share of Premiums paid in this year


Your share of rebate received this year
Please provide a copy of your health fund statement for each individual completing their tax return. 
Have you arranged for the Government 30% contribution on membership fees, to be paid direct to the Health Fund 


Yes No ( If unsure please include copy of Fund annual statement.)
Medical Expenses Rebate (only applicable if net out-of-pocket expenses exceed $2,218 and if claimed in the 2014 year)
Please record the out of pocket fees paid for eligible medical expenses after refunds from Medicare and Private 

Health Insurer. Description (please note cosmetic surgery generally is not deductible) (Families can combine their 

expenses on the one claim)



Gross fee $
 Medicare benefit paid $ Refund from Private Health $ 

Declaration


I 

declare that I have appropriate records and documentation to support all income and deduction amounts 

included on this checklist. I duly authorise Affinitas Accounting, to prepare 

my 2014/2015 Income Tax Return from the information provided in this checklist. I acknowledge that the 

information provided may be checked or further clarified before the return is finalised and an estimate provided. 

I have been advised of Affinitas Accounting privacy policy (see attached) and I 

authorise the company to hold my personal taxation documents and to pass them on to any future purchaser 

of the business. I also acknowledge that the fees for the return are payable prior to lodgement and that legal 

action could be taken to recover any unpaid fees.


Signature Date
AFFINITAS ACCOUNTING  – TERMS & CONDITIONS OF ENGAGEMENT

Full Name…………………………………………………………………………………… Signature……………………………………………Date…………………….

1. DEFINITIONS
1.1 “Affinitas Accounting” means Debdrew Pty Ltd ACN 135 691 011 ATF Bradton Unit Trust ABN 50 441 659 369 trading as Affinitas Accounting and its successors and assigns or any person acting on behalf of and with the authority of Affinitas Accounting.

1.2 “Client” means the individual or business entity to whom or to which accounting, financial and business services are provided by Affinitas Accounting 

pursuant to these terms of engagement.

1.3 “ATO” means the Australian Tax Office.

1.4 “ASIC” means the Australian Securities and Investment Commission.

2. SCOPE OF THE ENGAGEMENT
2.1 Affinitas Accounting will perform the following services on behalf of and for the Client as required based on the financial information which the Client 
provides:

(a) Preparation and lodgement of tax returns;

(b) preparation and lodgement of financial statements and other statutory documents;

(c) advice on taxation, accounting and business matters;

(d) completing special assignments in relation to such matters as the purchase and sale of assets, tax planning, assisting with finance applications and 

other such matters when requested;

(e) acting as the Client’s contact with the ATO regarding matters relating to the Client’s taxation affairs;

(f) attending to ASIC compliance matters; and

(g) other accounting and financial services as described in Affinitas Accounting’s Letter of Engagement and agreed to by both parties.

3. CLIENT RESPONSIBILITIES
3.1 While Affinitas Accounting will exercise due care and skill in preparing documents and returns, the Client acknowledges that under Australian tax laws 
the Client as taxpayer is responsible for declaring all assessable income and only claiming deductions and/or rebates to which it is entitled.

3.2 The Client accepts responsibility for the maintenance of adequate accounting records. Affinitas Accounting may need to verify income and expense information against bank account and credit card accounts. Should the Client find it difficult to provide such statements every quarter then Affinitas 

Accounting can organise to receive the information via its Banklink service at the current fee which is available on request from Affinitas Accounting during 
normal office hours Monday to Friday.

3.3 The Client agrees to Affinitas Accounting relying on and processing the financial information received from the Client without any review of the primary 
source documents and therefore the Client certifies that it:

(a) has the necessary supporting documentation to satisfy the ATO; and

(b) understands that this supporting documentation must be retained for five (5) years.

3.4 The Client agrees to respond to all requests for information within seven (7) days of a request from Affinitas Accounting subject to clauses 3.5 and 3.6 
and understands that failure to do so will result in an interim bill to cover all work done and expenses incurred up to that date.

3.5 To guarantee returns are finalised and lodged on time, the Client must ensure Affinitas Accounting receives all the information and documentation as requested  by Affinitas Accounting by the following times prior to ATO deadlines:

(a) fourteen (14) days for monthly BAS;

(b) twenty one (21) days for quarterly BAS; and

(c) twenty eight (28) days for all other returns.

3.6 In the event that Affinitas Accounting requires additional information to complete the Client’s return, then this additional information must be provided by 
the Client within twenty four (24) hours of the request.

3.7 The Client understands and accepts that returns will NOT be lodged until payment of any outstanding invoices has been received in full.

4. AFFINITAS ACCOUNTING’S RESPONSIBILITIES
4.1 Affinitas Accounting will conduct its services in accordance with the relevant professional and ethical standards issued by the Accounting Professional & Ethical Standards Board Limited (APESB).

4.2 Affinitas Accounting will endeavour to ensure that documents and returns are lodged with the relevant department by due dates provided all requested information

 and documentation is received from the Client in a timely manner to allow Affinitas Accounting adequate time for the preparation and lodgement of such documents 

and returns.

4.3 Affinitas Accounting will NOT be responsible for:

(a) verifying that the information the Client provided Affinitas Accounting is true and correct; and

(b) any late lodgement and interest penalties if the Client’s information is incomplete or received outside the times mentioned in clause 3.5.

5. DISCLAIMER
5.1 Affinitas Accounting disclaims any assumption of responsibility for any reliance on its professional services to any party other than as specified or 
agreed, and for the purpose which it was prepared.

6. LIMIT OF LIABILITY
6.1 The liability of Affinitas Accounting is limited by a scheme approved under Professional Standards Legislation. Further information on the scheme is 
available from The Professional Standards Council’s website: http://www.professional standardscouncil.gov.au

7. OWNERSHIP OF DOCUMENTS
7.1 The parties to this agreement agree that the final financial statements, accounts, returns and any other document that Affinitas Accounting is specifically 

engaged to prepare, together with any original documents given to Affinitas Accounting by the Client shall be the property of the Client. Any other documents brought

 into existence by Affinitas Accounting including but not limited to general journals, working papers, the general ledger, draft financial statements and/or tax 
returns will remain the property of Affinitas Accounting at all times.

8. LIEN ON DOCUMENTS
8.1 Affinitas Accounting may invoke a lien over certain documents held until such time as an outstanding fee has been paid or other satisfactory 
arrangements are reached.

9. FEES, PAYMENT AND OVERDUE ACCOUNTS
9.1 The basis of Affinitas Accounting’s fee is made on a time scale required to fulfil a typical engagement of the type offered to the Client. Additional costs 
may be incurred by the Client as a result of information not being available or complete.

9.2 Affinitas Accounting’s current fees will be outlined in the Affinitas Accounting’s Letter of Engagement to be duly signed by both parties. Affinitas 

Accounting reserves the right to amend its fees from time to time with thirty (30) days written notice to the Client.

9.3 Accounts are due on receipt of Affinitas Accounting’s tax invoice and/or prior to lodgement of any returns unless otherwise agreed in

 writing.

9.4 Affinitas Accounting reserves the right to charge the Client interest at a rate of two percent (2%) above the commercial lending rate of the 
Commonwealth Bank of Australia (CBA) calculated on a daily basis on amounts not paid within the time specified in 9.3 or otherwise specified in Affinitas Accounting’s Letter of Engagement. Affinitas Accounting also reserves the right to charge an account keeping fee of ten dollars ($10) for every month 
Affinitas Accounting fees remain unpaid.

9.5 Affinitas Accounting may retain custody of any of the Client’s papers, documents or files until all unpaid accounts are paid in full.

9.6 The Client must pay to Affinitas Accounting any costs, expenses or losses incurred by Affinitas Accounting as a result of the Client’s failure to pay to 
Affinitas Accounting all sums 

outstanding as owed by the Client to Affinitas Accounting including without limiting the generality of the forgoing any debt collection and legal costs 
incurred in 

enforcing payment on a solicitor and own client basis.

10. CONFIDENTIALITY
10.1 Affinitas Accounting will conduct its services in a strictly confidential manner and will not disclose the Client’s confidential information or knowledge to 
anyone else unless instructed to do so by the Client or unless compelled by law to do so.

11. PRIVACY
11.1 The Client hereby authorises Affinitas Accounting to collect, retain, record, use and disclose consumer and/or commercial information about the Client, 

in accordance with the Privacy Act 1988 and subsequent amendments, to persons and/or legal entities who are a solicitor or any other professional 

consultant engaged by Affinitas Accounting, a debt collector, credit reporting agency and/or any other individual or organisation which maintains credit 
references and/or default listings.

11.2 Affinitas Accounting may give information about the Client to a credit reporting agency for the purposes of obtaining consumer and commercial credit 
reports and /or lodging consumer and commercial defaults on the Client’s credit file. This information may be given before, during or after the provision of 
credit to the Client and will be in accordance with the Privacy Act 1988 and subsequent amendments.

12. TERMINATION
12.1 These terms and engagement will remain in place until terminated in writing by either party.

12.2 These terms of engagement survive that termination and the Client must pay Affinitas Accounting for all work done and expenses incurred up to the date 
of termination.

13. GOVERNING LAW AND JURISDICTION
13.1 These terms and conditions are governed by the laws of the State of Queensland and all disputes arising between the Client and Affinitas Accounting 
will be submitted to the Brisbane Registry of any Court as is competent to hear the matter.

I have read and understood these Terms & Conditions of Engagement
Full Name: ……………………………………………………..Signature:……………………………………..Date:……………………………………...
ENGAGEMENT LETTER

RE: Taxation Requirements

Thank you for your instructions to attend to your taxation requirements. This letter is to confirm our understanding of the terms of 

our engagement and the nature and limitations of the services we provide.  This letter will be effective for future years unless we 

advise you of any change and should be read in conjunction with our Terms & Conditions of Engagement.

Purpose, Scope and Output of the Engagement

We have agreed to perform the following services - preparation and lodgment of income tax returns as required by Australian 

Taxation Office. We will also provide sundry advice and assistance in relation to various other accounting and taxation matters, as 

advised by you.  The purpose of these services is to assist you to in complying with all taxation and other regulatory requirements 

at the minimum expense and effort to you.  The procedures we will perform will be limited exclusively to those related to this purpose. 

 As a result:

· no audit or review will be performed and, accordingly, no assurance will be expressed; and

· our engagement cannot be relied upon to disclose irregularities including fraud, other illegal acts and errors that may 


  exist.  


However, we will inform you of any such matters that may come to our attention.

This engagement will be conducted in accordance with the relevant standards and ethical requirements of CPA Australia. Our reports

 will be prepared for distribution solely for you and for the purpose noted above.  We disclaim any assumption of responsibility for

 any reliance on our reports to any person other than yourself, and for any purpose other than for which they are prepared.  

Relative Responsibilities

The conduct of this engagement in accordance with the standards and ethical requirements of CPA Australia means that 

information acquired by us in the course of the engagement is subject to strict confidentiality requirements.  That information will 

not be disclosed by us to other parties except as required by law,  professional standards, or with your express consent.

Our files may, however, be subject to review as part of the quality control review program of CPA Australia which monitors 

compliance with professional standards by its members.  We advise you that by signing this letter you acknowledge that, if requested,

 our files relating to this engagement will be made available under this program.  Should this occur, we will advise you.

In relation to the preparation of income tax returns, a taxpayer is responsible under self assessment to keep full and proper records in
 order to facilitate the preparation of a correct return. Whilst the Commissioner of Taxation will accept claims made by a taxpayer 
in an income tax return and issue a notice of assessment, usually without adjustment, the return may be subject to later review. 
Under the taxation law such a review may take place within a period of up to 5  years after tax becomes due and payable under 
the assessment. Furthermore, where there is fraud or evasion there is no time limit on amending the assessment. Accordingly, you 
should check the return before it is signed to ensure that the information in the return is accurate.
Where the application of a taxation law to your particular circumstances is uncertain you also have the right to request a private 
ruling which will set out the Commissioner’s opinion about the way a taxation law applies, or would apply, to you in those 
circumstances. You must provide a description of all of the facts (with supporting documentation) that are relevant to your 
scheme or circumstances in your private ruling application. If there is any material difference between the facts set out in the 
ruling and what you actually do the private ruling is ineffective.

If you rely on a private ruling you have received, the Commissioner must administer the law in the way set out in the ruling, unless
 it is found to be incorrect and applying the law correctly would lead to a better outcome for you. Where you disagree with the 
decision in the private ruling, or the Commissioner fails to issue such a ruling, you can lodge an objection against the ruling if it 
relates to income tax, fuel tax credit or fringe benefits tax. Your time limits in lodging an objection will depend on whether you are
 issued an assessment for the matter (or period) covered by the private ruling.

Fees
Our fees will either be based on the time required by the individuals assigned to the engagement plus out-of-pocket expenses or a
 set fee for service and may include a reimbursement of debt collection expenses incurred as a result of the engagement.. 
Further, we advise that if fees remain unpaid we will withhold lodgement and maintain a lien on any records in our possession. 

Please refer to our terms and conditions clause 9 for fee and payment of overdue account conditions.

Other

You agree to allow us to contact any previous accountant/s for the purpose of ensuring there are no ethical or other reasons 
that may impact on our decision to accept this engagement. You give permission for us to discuss any and all issues that arose, out 
of your engagement of any prior accountant, relating to the conduct of, recovery from, or, any other technical issues relating to,
 the engagement. In the future, should you seek to engage another accountant you provide us similar permission to discuss the same 
issues with any subsequent accountant that may contact us.

Yours sincerely

Affinitas Accounting
Client Name: ___________________________________________________________________________   

Signature: ____________________________________________ Date: ____________________________

Time to ponder some important questions ……….

At Affinitas Accounting, we can help you with a lot more than just a tax return. While we are completing the paperwork for this year’s lodgement, take a few moments to consider the following important questions:

Superannuation

Do you have more than one super fund?

Y/N

Do you think you may have “lost” super

Y/N

When was the last time your super was reviewed?                 _____________

How much do you have in Super?


$ ____________       $ ____________       



Insurance

Do you have insurance cover inside super?


Y/N

If yes, what levels: 

Death ______________
TPD _____________ Salary Cont: ______________

Do you have insurance policies outside super?


Y/N

If yes, what levels:

Death ______________ TPD _____________ Trauma __________________




Income Protection ________________

Has your insurance been reviewed in the past three years?

Y/N

Wills






Home Loan
Do you have a Will in place?



Y/N
Current home loan lender? ____________________

If yes, has it been updated in the past three years?
Y/N
How long have you been with current lender?_____

Do you have an enduring power of attorney?

Y/N
Has the loan been reviewed in past 12-18mths?  Y/N

Do you have an advanced medical directive?  

Y/N
Are you on a fixed or variable rate?       Fixed/Variable








If fixed to when ________ at what rate__________








Are you concerned about interest rate rises?       Y/N








Are you planning to move or upgrade your home?

Financial Goals (which of the following are priorities)



Purchasing an investment property?


Y/N
Family Budget

Planning for retirement?



Y/N           Do you have a family budget?                                   Y/N

Education costs for children?



Y/N
Has your budget been reviewed in past 12mths
Y/N

Starting a Business?



Y/N
Do you track your spending against a budget
Y/N

Planning for a period of low or no Income?

Y/N
Have you taken out a debt consolidation loan?
Y/N

Setting & sticking to a budget?


Y/N
Do you pay off your credit cards each month?
Y/N

Financially assisting aged parents/disabled children?
Y/N
If no, do you pay only the minimum?      
Y/N

Buying a holiday home?



Y/N
Has your level of credit card / personal debt
Y/N








increased in the last 12 months                                 Y/N

We would love to help you achieve your goals and financial security!!
If you would like one of our experienced advisors to contact you about any of the above issues, please complete the following:
Name:__________________________
Contact Number: ______________________  Best Time to Call:___________
 Issues I wish to discuss: 
__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________
     







































































































































































































































































| P: (07) 3359 5244 | F: (07) 3359 5879 |
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