INSERT NAME OF FIRM

Tax Job Sheet for [INSERT YEAR]
	Client:
	Date:

	Prepared by:
	Billing client code:

	Job manager:
	Budget:


Job Description
	

	


Checklist (Insert Yes/No/NA)
	Check the front cover details (especially address and residency status)
	
	Have the carried forward revenue / capital losses from prior years been utilised?
	

	Has the client’s communication list and accounts been checked on ATO online?
	
	Have the deferred non-commercial losses been utilised or disclosed? 
	

	Have spouse details been included?
	
	Is the taxpayer eligible for the Senior Australian and Pensioner tax offset?
	

	Review prior year ATO assessment and tax return
	
	Is the taxpayer eligible for a franking credit tax offset?
	

	Is the ATO pre-filling report on file or has it been downloaded?
	
	Is the taxpayer eligible for a small business tax offset?
	

	Have the amounts provided by the client been reconciled to the pre-filling report? 
	
	Is the taxpayer eligible for any other tax offsets (e.g. low and middle-income tax offset)? 
	

	Have all income statements or payment summaries been received? 
	
	Have the private health insurance details been included?
	

	Have the PAYG withholding / instalments been included?
	
	Has the Medicare Levy Surcharge/ Family Reduction/Exemption been considered?
	

	Has any rental income (or rental expenses) been identified and reviewed?  
	
	Is the taxpayer eligible for Family Tax Benefits?
	

	Have the dividends / interest / trusts/ partnerships details been included? 
	
	Was there any HECS / HELP debt?
	

	Has any other assessable income (e.g. net capital gains) been derived? 
	
	Are the work papers in order?
	

	Has the client substantiated all claims for work-related expenses?  
	
	Have you confirmed that the client’s bank account details are correct?
	

	Have all other deductions (e.g. donations) been identified?
	
	Check if there are any PLS errors preventing electronic lodgment
	


Tax Job Sheet for [INSERT YEAR]
	Amendments completed this year:



	Due dates: (Tax Return / Client Specific etc.)



Notes for next year:
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