How to prepare IAS? CCW Clients

This guide provides step-by-step instructions on how to prepare IAS (Instalment
Activity Statement). It covers important tasks such as checking emails for job details,
accessing the iManage work app, downloading and understanding previous IAS files,
and renaming files for the current quarter/month. This guide is useful for individuals
who need to prepare IAS and want a clear and organized process to follow.

Check your mailbox>> You will receive a new job mail >> like below from
accounting stakeholder.
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You replied to this message on 5/12/2023 7:25 PM.

monday.com
External Caution: Your daily... Tue %:21 AM a
Tue, Dec 5, 2023 Good :‘151":;23
4 Monday
Elevate by monday.c... Hi Team
External Caution: Experienc.. Mon 10:11 .., :
Avirtual event unlike any
Please find attached new work in fo November 2023 IAS (Non-
Sandy Huang @ v
Mew work in - Oct 2023 [AS... Mon 5:50 AM Please note the standard budget for IAS is 3-5 units.
Hi Team, Please find below
Sandy Huang I &1 + Please let us know promptly if the BAS turnaround time will be outside of the standard
MEW |AS work in November... Mon 2:48 AM
Hi Team, Please find Thank',rou
Sandy Huang & v

Mew BAS work in - Novemb... Maon 9:40 AM

HiTeam, Please find Sandy Huang

4 |ast Week
Hall Chadwick Melbourne Chartered Accountants
monday.com Level 14 440 Collins Street Melbourne Vic Australia
External Caution: Your daily... Sun 9:18 AM Postal Address Locked Bag 777 Collins Street West Post Office Vic 8007 Australia
sun, Dec 3, 2023 Good T:+61 3 9820 6400 M: W: www hallchadwickmelb.com.au
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@ Read the mail and note down the following:
1. Period of work - BAS/IAS belongs to which month/Quarter.
2. Type of Client - Whether it is a CCW or Non-CCW Client.

3. Instruction/details about the client.

4. Download attachment and check iManage before uploading document for duplication.



CCW Client - You have to prepare BAS/IAS on Australian tax portal and create a
blank activity form in APS.

Non-CCW Client - You have to prepare BAS/IAS on APS.

Go to "Google Chrome" and click on "iManage work App"

Google

Q. Search Google or type a URL

o o 4

iManage Waork iManage Work Login Merge PDF fil... m

. o D

Australian Ta... Dashboard — ... iManage Work Home Add



3 Inputthe User ID and Password>> Then Click "Login"

o iManage
Work
‘ hemicarismal ‘
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4  Click "Clients" and search the client file you are going to work on.

hallchadts-02.hcm.local

ames of Documents within Clients Q

= W

Emails Matters Clients My Favorites

nents

Loading...




5 Search the client here

» iManage Work x +
c 25 workhallchadwickmelb.com.au/work/web/r/recent-custom 17exclude_emails=true&scope=Personal,Library,Clients_Archive,|
Search Clients

\LL CHADWICK &

3 =

Documents Emails Matters Clients

Recent Clients

abases A~ LastUpdated 6:32 PM
ersonal

48 items
ibrary

lients_Archive

1ternal [ﬁ

lients

Yesterday

6 "Input the name of the client here"

¥ @ iManage Work X r

&« & 25 workhallchadwickmelb.com.au/work/web/r/recent-custom 1?exclude_emails=truefscope=Personal Library.Clients,

b{no|
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7  "Select the client from list"

|-f| " 1BOOHOO.CI

8 Go to the relevant Folder >>> IAS BAS 20XX. In this case IAS BAS 2024

| 4

Documents Emails Matters Clients My Favorites

5 | x

Last Updated 6:32 PM  a_J

45 items
— 2] Employee Share Plan 2023 54622
BOQOHOO.C! D [AS BAS 2024
[ 1AS BAS 2024 55609



9  Click the Folder >>>> Then IAS/BAS Folder

Filters

v IEWS

Doo

v @l Folders

[} Latest Documents

E4 Latest Emails

D All Latest Files

10  Click IAS/BAS Folder>>> Then Workpapers folder

[§ File Type

All

N Author/Operator
All

8= Class (Top5
All

8= Client/Entity/5taff
(Top 5)
All

Matter/Detail (Top

o
o
o

All

(Top 5)
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Last Updated 6:32 PM

L

I
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-
B
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IAS BAS 2024

Ownec DMSADMIMN

Correspondence and Notes

E |AS/BAS

Owner Db
Dwner D

5C AYRATE
viSADMIN

E Searches

e TS AP

1-30f3
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L

1 IAS/BAS
Last Updated 6:32 PM

=

Ty
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E ATO Notices

Owner DMSADMIMN

] LodgedReturns

Owner DMSADMIN

] Workpapers

1-30f3



11 Search for the last Quarter/Month Workpapers file>>> Select the relevant file>>>
Then download.

Documents Emails Matters Clients
Filters P
Date v |t [ workpapers
All Last Updated 6:32 PM O
[§ File Type b 13 items
A'| | PO F | I"\J}"UII."‘-\UUIL REUUTL = SUTl III<.'1'J."I\JLM.II I_ULJ.PLII
1 | #£2.477.087 | CARISMAT | Sunday | 11.7 KB

) Author/Operator (Top3) W
= EE8 23 10 October 2023 - IAS Workpapers - Boohoo.!

All vl | #2,462,975 | ATRAN | 11/3/2023 | 247.8 KB

2025 | 2

g= Class (Top 5) b m
All
1 L EL
8= Client/Entity/5taff b
(Top 5)
All
(PO
8= Matter/Detail (Top 5) e
All EE

12  Click "Download" option to download the file. >>Save the file under Downloads.
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13

Understand the last Quarter/Month Workpapers File

Rename the File as appropriate for current Quarter /Month

Renaming must follow the below naming convention.

"Month/Quarter 20XX - BAS/IAS Workpaper - Entity Name"

Workpaper generally consists of the following tabs:

1. Client's data (Ex: Sales details, Purchase details, GST details, etc) - Tabs should
be coloured in Red.

2. ATO Forms and Account (Ex: BAS Report, ICA Account, PAYGW report, etc) -
Tabs should be coloured in Purple.

3. HCM Workings and Summary - Tabs should be coloured in Yellow.

14 Update the period >> on Every tab>> of excel workpapers file.

oy e CondibonallEammar s Heek Mot dDoet et o

aste — | Gpnes o vl === == & 5 0 00 onditional Format as el nse elete Forma

= iy || W Db R DA EEF S5 EMeages Center $-% WS Formatting = Table~ Styles~ |~ - . & Cle
Clipboard () Font [F] Alignment ]} Number r} Styles Cells

G36 >, I

4 A B D [ e | ¢ |[INGEN] H 1 Jl | K L M

i

1

2|

3 Nov23

4

5

6

71 4, 1A -GST On Sales

8 4 - PAYG tax withheld

16 |

18 61

5A - PAYG Income tax instalment A
6A - FBT Instalment

1B - GST on Purchases
5B - PAYG Credit

6B - FBT Credit

Total Payable

Total Payable 3,007

il Net GST

REVIEWED Initials Date |




15 Go to Summary Tab>> on the workpapers file

12 |GT - 1B - GST on Purchases
13 |G8 - 5B - PAYG Credit
e 68 - FBT Credit
15]
16 |
17 |G10 -
18 |G11 - Warking
19 [G12 - PriorPayments
20 |G13
21 |G14
22 |G15 : ]
23 [G16 =
24 [GIT -
25 G18 - i
G19
REVIEWED
32 Wi Y 1Z116 PAYGIIAL
33 W2 g 3,007
| Summary ||Werking | REV | BAS15 | ICA | PAYGW ®

16  Rename file as required per Quarter/Month

o
L X, Cut =
ER Copy ~
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- % Format Painter -
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Hr - ¢ Wrap Text General - -
e = Wrap :
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Formatting= T

Clipboard ra Font ra Alignment F} Mumber N Sty

Al h Fe

1 |Boohoo

Nov-23
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10 fPAYG Instalment rate 0.00%
11

12 |PAYGI Instalment amount 3 -
13 |

14 |PAYGI Instalment amount $ -




17 Go to Rev Tab>> on the workpapers file

IU:I"HTUIIIZLGIIIICIILIGLC U
1

12 |PAYGI Instalment amount 5 .
13

14 |PAYGI Instalment amount $ -
15 |

16|

17|

18|

19 |

20|

21 |

22|

23 |

24 |

25 |

26 |

27 |

28 |
29|

Summary | Working | REV | BAS15 | ICA | PAYGW @

Ready

18 Rename file as required per Quarter/Month

Home Insert Page Layout Farmulas Data Review View Add-ins Reckon DocsCorp iManage
=l —
db Cut Calibri == & - %Wrap Text General -
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aste . = e — e L o 0 .00 onditional Fo
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19 Go to BAS15 Tab>> on the workpapers file

=
w
[=- RN R T R S VRN X

27
28 |Reviewer

summary | Working | REV |\BAS15 | ica | pavow | @

20 Get BAS/IAS Pre-filled report from Tax agent portal>>> Then Paste it >> on

BAS15 WP
g Account Pariod Document ID
10 Activity statement— 002 - Naw 2023
11
12 | Payment due date 21 December 2023
13 Statement summary
14 Reported Owed to  Owed by
15 Description Value ATO ATO
16 PAYG tax withheld
17 4 4 Income tax withhald amount $£3,007.00
:3' ‘W1 Total satary, wages and other payments $12,116.00
20 1 W2 Amount withhald from tolal salary, wages and £3,007.00

other payments

;; W3 Other amounts withhald $0.00
23 W4 Amount withheld where ABN not quoted $0.00
24
25 Amount owing to ATO
26 $3,007 .00
27 |
28 Declaration
29|
20

+)

.

Summary I Working | REV | BAS 15 | ICA PAYGW | [

Ready
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1

Refer "How to download reports from ATO guide?"

Get Integrated Client account report as CSV from Tax agent portal>>> Then
Paste it >> on ICA Work Paper tab.

In the current case, Client is having a credit balance in ICA, however it was to pay
extra PAYG-W for a different period and should not be counted into this BAS.

TYLTD
ective Date Description Debit{DR) Credit{CR) Running Balance
30-Oct-23 * PAYGW Liability Form - PAYG Withholding for the period from 21 0ct 23 to 24 Oct 23 §57,714.00
30-0ct-23 "Payment received $97,714.00 $126,245.76 CR
20-5ep-23 "General interest charge (GIC) remission adjustment due to GIC amendment $0.01 $28,531.76 CR
20-5ep-23 "Amended general interest charge calculated from 01 Sep 23 to 19 Sep 23 $0.01 $28,531.77 CR
28-5ep-23 ' PAYGW Liability Form - PAYG Withholding for the period from 20 Sep 23 to 22 Sep 23 $56,111.24 $28,531.76 CR
28-Sep-23 "Payment received 5$56,111.24 $84,643.00 CR
20-5ep-23 "Payment received $13,544.00 528,531.76 CR
20-5ep-23 "Remission of general interest charge $56.85 514,987.76 CR
20-5ep-23 "General interest charge calculated from 01 Sep 23 to 19 5ep 23 $56.85 514,930.91 CR
19-Sep-23 "Payment received 525,537.00 $14,987.76 CR
01-52p-23 "General interest charge (GIC) remission adjustment due to GIC amendment $8.52 $10,549.24 DR
01-5ep-23 "Amended general interest charge calculated from 31 Aug 23 to 31 Aug 23 $8.52 $10,530.72 DR
30-Aug-23 'Payment received $28,531.76 510,549.24 OR | Partial payment for Sep23 PAYG-W - need to notify client to amend
01-5ep-23 "Remission of general interest charge $11.67 $39,081.000R | $84,643.00
01-5ep-23 "General interest charge calculated from 31 Aug 23 to 31 Aug 23 $11.67 $39,092.67 DR | SH's notes: Client probably used the wrong payment reference
31-Aug-23 " PAYGW Liability Form - PAYG Withholding for the period from 23 Aug 23 to 25 Aug 23 $92,245.00 $39,081.00 0R | number when paying PAYG $28,531.76 - large withholder
31-Aug-23 "Remission of general interest charge $58.38 $53,164.00 CR
31-Aug-23 "General interest charge calculated from 24 Aug 23 to 30 Aug 23 $58.38 $53,105.62 CR
30-Aug-23 "Payment received $92,245.00 553,164.00 CR
25-AUg-23 'Original Activity Statement for the period ending 30 Jun 23 5$39,081.00 DR
25-Aug-23 " PAYG Instalments $23,066.00 $39,081.00 DR
25-Aug-23 - Fringe Benefits Tax Instalments $25,537.00 516,015.00 DR
24-Aug-23 - GST $9,522.00 $9,522.00 CR $39,081.00 $0.00

01-Jun-23

>

"Transfer out of payment received on 01 Jun 23 $38,315.00 $0.00

GST Return- Jul 2 Sale invorce S SIECTINE S |

Summary Working REV  STP [EIAJ ICA.

Read ICA and update notes accordingly.
This should clearly specify what forms the credits in ICA. Mark payments against
relevant activity of BAS/IAS. Notes in ICA basically serve reconciliation purpose.

12
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Go to PAYGW Tab>> on the workpapers file

9-Oct-23 6-Oct-23 'Payment received
10-Aug-23 9-Aug-23 'Payment received
9-Aug-23 21-Aug-23 'Original Activity Statement for the period ending 31 Jul 23
9-Aug-23 21-Aug-23 '- PAYG Withholding
1-Aug-23 25-Aug-23 'Original Activity Statement for the period ending 30 Jun 23
1-Aug-23 25-Aug-23 '- PAYG Withholding
1-Aug-23 1-Aug-23 - GST
1-Aug-23 4-Aug-23 ' EFT refund for GST for the period from 01 Apr 23 to 30 Jun 23
19-Jun-23 16-Jun-23 'Payment received
14-Jun-23 26-Jul-23 'Original Activity Statement for the period ending 31 May 23
14-Jun-23 26-Jul-23 - PAYG Instalments
14-Jun-23 26-Jul-23 '- PAYG Withholding
15-May-23 12-May-23 'Payment received
12-May-23 26-May-23 "Original Activity Statement for the period ending 31 Mar 23
12-May-23 26-May-23 - PAYG Withholding
12-May-23 12-May-23 '- GST
12-hAaw.22 2Bz 22 "Original Artivita Statamant for tha narind anding 20 Anr 22
Summary | Working | REV | BAS15 | ICA | PAYGW )

23

Clipboard ] Font [ Alignment [ Number s Styles
P25 ®: fo
A B G D E F G H | J K E M N
1 *
2| PAYG Withholding Payments Report
3
4 Paid From: 1-Nov-2023 Financial Year: 2024 Week Number: 18 Month of: November Processed: 8-Nov-2023
5 Paid To: 30-Nov-2023 Payrun Status: Update ploy in Payrun: 2 Payrun Run #: 39
6 Payment Date:  17-Nov-2023 Pay Cycle: Monthly
7 Payrun Description: November OnCycle 2023
8
o Gross E.T.P. _ P.AY.G. Total
Income Withholding Withholding Withholding
:? Individual Non Business $12,116.08 $0.00 $3,007.00 $3,007.00
5 $12,116.08 $0.00 $3.007.00 $3,007.00
13 «
arameters
14 | 3 sin
15
16
17
18 w1 $12,116.08
19 w2 $ 3,007.00
20 reporting monthly
21
22
23
24
25
26
27
28
29
20 L )
Summary Working REV BAS 15 ICA PAYGW ()]
Daan

Get Payroll report/PAYGW payment/Pay run report>> From client attachment
>>>Then Paste it >> on PAYGW WP

Cells

13



@ If the Client has PAYG Instalment>> Then you will get details of Gross revenue (for
month/Quarter) or P&L or Income statement which needs to be updated on the
working papers file and apply ATO percentage from IAS/BAS pre-fill report.

@ Go through the Checklist and ensure all Instructions and checkpoints are taken
care off.

24 Self-review workpapers file and ensure all links are fine and relevant
documents are posted in the Workpapers.

u

M | -] az u 1 % 1 F: &) n ' | > I n = " ™ I
Review Points

4 1A-GST On Sales -
[, 4-PAYG tax withheld m
/7' 5A-PAYG Income tax instalment -

BA - FBT Instalment -

1B - GST on Purchases =
5B - PAYG Credit B
6B - FBT Credit
Total Payable

G10 -
Ll

e , PricrPayments [ ]
‘ Input any prior payment or ICA credit here

i =
] T Initials Date |

/ Check links are working fine

Working
§

@ Once the WP is finalized>>> Go to Australian tax portal>> Update the figures

14



25 Go to ATO Portal >> Update Figures (if need be)>> Then print the file>>>
Save it as "Month/Quarter 20XX - IAS/BAS Signing Copy - Client Name".

Agent

Client
ABN
Print instalment
Account Period Document ID
Activity statement — 001 — Aug 2023 - Oct 2023
Payment due date 27 December 2023

Statement summary

Reported Owedto  Owed by

Description Value ATO ATO
PAYG income tax instalment

5A Owed to ATO $80,639.00

T1 PAYG instalment income $2,344,174,00

T2 Multiplied by rate —Based on the notional tax $ 3.44%

257,226.00 from the 2023 assessment.

Amount owing to ATO
$80,639.00

Dedaration

> ldeclare that the information provided for the lion of this activity is true and
correct.
> lam authorised to make this declaration.

Signed: Date:,

26 Drag and drop the workpapers file and Signing file in iManage.

&4 =] T

Emails Matters Clients My Favorites

~ Workpapers

it Updated 6:32 PM e

3items selected Deselect 4

w L R

Gl
]
—
b 4
X

November 2023 - IAS Workpapers

#2,477,083 | SBHUANG | 11:4BAM | 1815 KB

2023 - Nov IAS Signing Copy -
v1 | 2,477,084 | SHUANG | Yesterday st 6:53 PM | 72.1 KB

PAYG Withholding Payments Report - Nov 2023.pdf

#2,477,088 | CARISM unday | 83 KB

Payrun Audit Report - Summary - Nov 2023.pdf

#2 477.087 | CARISMA 11.7 KB




27 Create a Blank Activity form in APS Tax Manager and leave the status as "Started."
This is for billing purpose.

o | =
™ AL EdaMode 4 *, | Besign ek on Tak Retums...
AR L G it <
¢ Client =18
L i User Settings Hear ~ | Baich Printing | Lodgement Frogress
s
ks |Type Stauz Due Date Pey/Uipdate Date ATO Progiess Status Detais
[E]'Year: 2024
Hibikes [ Matin:
e Aty Stabstment ¢ Stated ) 211202023 Noverber 2023 )
etally Sisteinea g A e
Actiiy Statement Stated
Activity Statensnt Lodged Tz July to Septesnbes 2023
s Ackivity Stabement Lodged ®ALA2I i b August 2023
s Activity Stabement Lodged 217082023 Julp 2023
aoiting
ental
2] vear: 2019
5] Year : 2018
) eer: 2017
5] Year: 2016
[E]'Yoar: 2015
i[Retum Defuts]  fietum Atirbutes. | Retum Cetais | Distriations | Shared Rentst | [
i Adin -
TFN
ABN
ACN
Tile
Entiy Name / Sumame
First Name:
Mdde Name
Postal Address Type Agent - Hall Chadwick Melboume Pty Lid
Postal Address
Emal Address
e Home Address Type
igir Home Address.
=———] FPhone Preference Agent
Wonr - AT Turws - &t Shabeen | Parind - Mebohar 7177

28  Select the Workpapers File >> Click 3 Dots>> Share>>> Then Share link

Documents Matters Clients My Favorites

= Workpapers
o I Uploadt
Last Updated 6:32 PM &
O Preview
13 items Properties
) & Edir L
r 2 2 Titla ™
g November 2023 - IAS Workpapers [ Open In Protected View Title
#2477 083 | SHUANG | 11:48 AM | 1915 k5 s ] November 2

+, Download

@@ 2023 - Nov IAS Signing Copy - {7 Take Offline
vi | #2,477,084 | SHUANG | Yesterday au v i | seot i 5
= Print
@@ PAYG Withholding Payments Report - Nov 2023.pdf 1 Upload New Version
vl | #2 88 | CARISMAT | Sunday | 33 K8
17 Add to My Favorites
@@ Payrun Audit Report - Summary - Nov 2023.pdf o CopyLink tal ol
v1 | #2,477,087 | CAl ay | 11.7 KB e "
B Share » Send Link
[® Copy {E@-5end Documnent
> Move £ Send Both
X Move to Trash .
8= More Actions » Type*
El, Openin pdfDocs B EXCEL 2007

=) I .
L5 Importinto Project

—. if | f Timeline - Class™

R TR SHUANG T O



29 Once you share link>> a pop-up will open on your outlook with file attached

______vJoxosos S

mber 2023 - |AS Workpapers

.nrl

Hall Chadwick Melbourne

Carismal has shared a document with you

November 2023 - IAS Workpapers - 91.5 KB)

See attached file, plus link in body

30 Select the Signing File >> Click 3 Dots>> Share>>> Then Share link.

3 = i

Documents Emails Matters Clients My Favorites

v |1 [ workpapers F—
L loa:
Last Updated 6:32PM O &
R 3 items 4 Properties
e Novernber 2023 - IAS Workpapers - xlsx i
rator TapS) 3 #2,477,083 | SHUANG | 11:4B AM | 191.5 KB
om 2023 - Nov IAS Signing Copy - pdf
vl | #2,477 HUANG | Yesterday 721KB =
5 v - Prine £2 477,084
@@ PAYG Withholding Payments Report - Nov 2023.pdf T, Upload New Version
e e e ir Add to My Favorites
v " .
gm  Payrun Audit Report - Summary - Nov 2023.pdf
1| #2,477,087 | CARISMAT | Sunday | 11.7KB o
¥ | =2 sendlink
il (Top - <3-5€nd Document
» Move 2 Send Both
L4 Type™
B | Adobe Acrol
& iManage =y
dwickmelb.com.aufinde: b Timeline - Class®

17



31 Once you share link>> a pop-up will open on your outlook with file attached

Dia

T

st [Carismat has shared a document with you : 2023 - Nov IAS Signing Capy -
“hed — 2023 - Nov |AS Signing Copy - ol
=P 137 bytes

[

Hall Chadwick Melbourne

Carisma1 has shared a document with you

2023 - Nov IAS Signing Copy - (72.1 KB)

See attached file, plus link in body

32 Drag and drop >>The iManage linked file on to the mail>> on the Draft mail
(pg1)

iManage Work

Tue 5/12/2023 7:25 PM
Prasath Chokkalingam
RE: NEW IAS work in November 2023 Monthly IAS -

To SandyHuang

Cc ‘bhagyashree. anand @carisma-solutions.com.au'; ‘sounderapandian. selvaraj@carisma-solutions. com.au’; Tracy Su; Anh Tran

2023 - Now IAS Signing Copy - Lol E_h November 2023 - IAS Workpapers il
P 611 bytes =P 651 bytes

Hi Sandy,

| have completed the IAS and saved in iManage.

Please note | haven't considered the credit of $4,650.00 under ICA because there was a note in last quarter that “Leave it for the time being as this might change in the future”.
If credit is to considered then client will nothing to pay in Nov 2023 IAS.

Please have a look and share your feedback.

Thanks!

Regards,
PC

18



33 Update the mail per workpaper summary and ensure due dates are matching
ATO.

Read thoroughly the entire mail and double check numbers before sending for
review.

Prasath Chokkalingam
RE: NEW IAS work in November 2023 Monthly IAS -

To Sandy Huang

Ce 'bhagyashree.anand@carisma-solutions.com.au’; 'sounderapandian. selvaraj@carisma-solutions.com.au'; Tracy Su; Anh Tran

P 2023 - Nov IAS Signing Copy - il E_% November 2023 - |AS Workpapers - nrl =
=& 671 bytes = 651 bytes
Hi,

Thank you for providing us with the information to prepare November 2023 1AS.
We have uploaded the activity statement to Egress for your attention: November 2023 |1AS
Please note the following:

» Kindly sign and upload the IAS for lodgement at the earliest, the lodgement is due on 21" December.
« The IAS has resulted in an amount payable of $3,007.00 due on 21* December.

The breakdown is as below:

Summary
1A - GST On Sales -
4 - PAYG tax withheld 3,007.00
5A - PAYG Income tax instalment | -
6A — FBT Instalment -
7A - Deferred GST -
1B - GST on Purchases -
IAS Payable 3,007.00




