
Business Activity Statement



What is Business activity statement and purpose of preparing BAS

 The Business Activity Statement (BAS) is a tax reporting requirement for businesses in Australia

 It's used by the Australian Taxation Office (ATO) to collect information about the taxes a business owes/is 
owed.

 Business Activity Statement (BAS) is a government form that all businesses must lodge to the Australian Tax 
Office (ATO). It’s a summary of all the business taxes you have paid/received or will pay/will receive to the 
government during a specific period.

 Most Australian businesses will lodge their BAS in a monthly basis, quarterly or annually.

 Since you need to track your income and expenses to be able to calculate your GST and other liabilities on 
your BAS and track it consistently, preparation of BAS would be a good way.



What to include in a BAS

Goods and services tax (GST)
Total Sales Including GST – For reporting purpose only
Pay as you go (PAYG) income tax instalment
Pay as you go (PAYG) tax withheld
Gross Wages Paid by the entity – For reporting purpose only
Fringe benefits tax (FBT) instalment
Luxury car tax (LCT)
Wine equalisation tax (WET)
Fuel tax credits



Types and Reporting method of GST
The goods and services tax (GST) reporting method you use is based on your business's GST 

turnover and other reporting requirements:

If your GST turnover is less than $10 million
• you generally report GST using the default Simpler BAS reporting method

• if you make input taxed supplies as your main business or enterprise activity, you have the 
option to use either Simpler BAS or the GST full reporting method

• if you pay GST instalments quarterly and report annually, you may use the GST instalment 
method.

If your GST turnover is $10 million or more
you report GST using the full reporting method.



What need to reportBAS’s
G1 Total sales
1A GST on sales
1B GST on purchases.

Simpler BAS

G1 – Total sales
1A – GST on sales
1B – GST on purchases
1H – GST instalment amounts reported in 
your quarterly instalment notices for the 
period shown on the annual GST return.

GST instalment method

G1 – Total sales
G2 – Export sales
G3 – Other GST-free sales
G10 – Capital purchases
G11 – Non-capital purchases
1A – GST on sales
1B – GST on purchases.

Full reporting method



Choosing an accounting method for GST

 There are two methods of accounting for GST (goods and services tax), a cash basis and a non-
cash basis (accruals). The method you use will affect when you must report GST.

 Businesses with an aggregated turnover (your business's turnover and the turnover of closely 
associated entities) of less than $10 million i.e., Small Businesses or who use cash accounting for 
income tax, can use either method

Most larger businesses must use the non-cash accounting method. 



Due dates for BAS

BAS are issued by the ATO either monthly or quarterly. A form needs to be lodged with the ATO and 
payment made to the ATO by the due dates as follows.

• For monthly BAS: within 21 days of the end of the month on the form

• For Quarterly BAS: 

Due Date
28th October
28th February

28th April
28th July

Quarterly
July – September

October – December
January – March

April – June



Sample ATO Form of Business Activity Statement







How to Prepare BAS

Check Bookkeeping have been completed in the client software (check all bank transactions have 
been coded/reconciled)



 If Bookkeeping has not been done/Bank transactions was not reconciled, need to 
complete the bookkeeping by recording the day-to-day transactions with the support of 
provided invoices or details by clients 



 If the Bookkeeping is already completed need to do GL scrutiny to check whether the 
transactions have been recorded correctly along with GST/Tax portion.



 If any transactions have been recorded wrongly need to reallocate and correct the GST/Tax portion for 
that specific transactions.

 The below are some of the examples:
• For some sales or purchase transactions some of the portion will contain GST as per invoice and the 

balance portion will be GST free. But while doing bookkeeping maybe GST have been considered fully or 
wrongly. Hence need to correct the portion as per available details to consider/report correct GST 
amount of the specific transaction.

• Another example, for some GST free expenses transactions like donation or filing fees GST code 
should be mentioned as “GST Free” if not need to report correctly. GST free income transactions like 
Interest earned should be considered as GST free income transaction.

• For some BAS excluded transactions like loan repayments, Drawings or tax payment transactions the 
tax code should be mentioned correctly as “BAS excluded” 



 Raise query with client if you have any transactions/bookkeeping queries which you are not sure.

 Before doing GL scrutiny check whether the payroll has been completed to report wages and PAYG 
withholding. If not check with the client for payroll as most of the client's payroll will be completed by 
bookkeeping or payroll team. 

 If client wishes us to prepare then request the payroll details like Wages or hourly rates (based on the 
entity and employee contract) for employees to prepare payroll in the specific software. With the 
available details the PAYG WH and superannuation will be calculated or recorded as per ATO 
Guidelines (ATO rates and details).

 Also check if your client preparing monthly IAS then you will be need to report only the specific 
month wages in that quarterly BAS. Find the below example snippets for the point:



• The below client is preparing monthly IAS hence reporting monthly wages and PAYG WH to ATO due 
to that the specific month wages will be reported in Quarterly BAS.

• As per the screenshot client preparing Sep quarter BAS. They have reported the Oct and Nov month 
wages and PAYG WH on the respective IAS’s hence in Sep quarter BAS they are only reporting the 
specific month Wages and PAYG WH









 After completing the above points need to do GST reconciliation (how to do GST reconciliation 
steps will be available separately) for that specific quarter.

While preparing BAS we can prepare simple GST reconciliation to check whether previous 
quarter lodged BAS is reconciling with the current books of accounts during that financial year.

 If we are finding any minor variance this can be adjusted with your current preparation of BAS 
after finding the reason why the variance has been raised. If the variance is huge then find out 
the reason and discuss with your client before making any updates.

 Also check the tax payments made during the quarter has been recorded correctly as per 
business activity statement account and Integrated Client Account (ICA).



 You can download the required lodged BAS’s, Activity statement account statement 
and Income tax account statement, BAS prefill through ATO portal if client provided 
access to portal. The below are some snippets for downloading the documents from 
portal

 Refer Process Guide on How to download Documents for Australian Taxation Portal









 After completing the above points start preparing BAS in client tax software. Update the details 
from Accounting software to tax software to lodge the BAS with ATO

 The details will be automatically updated in accounting software BAS report once we 
completed the above points





 After Finalizing in accounting software then we need update in tax software.

 BAS as per Tax software (the below snippets is available as per XPM it might differ based 
on their clients)



















BAS FORMS

Quarterly goods and services tax (GST), pay as you go 
(PAYG) tax withheld and PAYG income tax instalment 
obligations. Typical users include sole traders and 
companies.

BAS A – Quarterly business activity statement

Quarterly GST, PAYG tax withheld and PAYG income tax 
instalment obligations and any one or combination of 
fringe benefit tax instalments, wine equalisation tax or 
luxury car tax.

BAS C – Quarterly business activity statement

Quarterly GST only. Typical users include partnerships 
and charities.

BAS D – Quarterly business activity statement

Quarterly GST and PAYG tax withheld obligations. 
Typical users include partnerships and charities.

BAS F – Quarterly business activity statement

Monthly GST and any other obligations.BAS G – Monthly BAS

GST by instalments and lodge an annual GST return or 
are eligible to report and pay their GST annually.

BAS P – Annual GST return

Taxpayers who have paid and reported GST quarterly 
using GST Option 2.

BAS Q – Annual GST report



PAYG instalment notice is for taxpayers who have 
elected to pay an instalment amount (Option 1) and 
only have a reporting obligation if varying.

BAS R – Quarterly PAYG instalment notice

GST instalment notice is for taxpayers who have 
elected to pay GST instalments quarterly (Option 3) 
and only have a reporting obligation if varying.

BAS S – Quarterly GST instalment notice

Quarterly GST and PAYG instalment notice is for 
taxpayers who pay GST and PAYG instalments 
quarterly and only have a reporting obligation if 
varying one or both of these amounts.

BAS T – Quarterly GST and PAYG instalment notice

Claiming a fuel tax credit with a quarterly GST, PAYG 
tax withheld and PAYG income tax instalment 
obligations. Typical users include sole traders and 
companies.

BAS U – Quarterly business activity statement

Claiming a fuel tax credit with a quarterly GST, PAYG 
tax withheld and PAYG income tax instalment 
obligation and any one or combination of a fringe 
benefit tax instalment, wine equalisation tax or luxury 
car tax.

BAS V – Quarterly business activity statement



Claiming a fuel tax credit with a quarterly GST 
obligation only. Typical users include partnerships and 
charities.

BAS W – Quarterly business activity statement

Claiming a fuel tax credit with a quarterly GST and 
PAYG tax withheld obligations. Typical users include 
partnerships and charities.

BAS X – Quarterly business activity statement

Claiming a fuel tax credit with monthly GST and any 
other obligations.

BAS Y – Monthly business activity statement

Claiming fuel tax credits with an annual GST obligation 
as well as taxpayers with wine equalisation tax or 
luxury car tax obligations. Taxpayers who pay their GST 
by instalments do not use this form as they use BAS P.

BAS Z – Annual GST return

Taxpayers who need to revise an activity statement or 
apply for an amendment.

RBAS – Revised business activity statement


