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How to prepare Collation Package for a Group
Entity?
This guide provides step-by-step instructions on how to prepare a Collation package
for a Group Entity. It includes details on downloading tax returns, organizing and
merging documents, and creating separate PDFs for each Individual/Company/Trust.
The guide also covers creating a Sharefile folder and preparing a reply mail with
attachments. Following this guide will ensure a smooth and organized Collation
process.

1 Check your mailbox>> You will receive a new job mail >> like below from
accounting stakeholder.

The job mail will contain the following:

  1. Financial year for which the Collation package is to be prepared.

  2. Attachments for 'Financial Reports' of the Trusts/Companies, as the case may be along
with 'Signed Cover Letter' and 'Group Summary'.

  3. Instructions on whether it is required to request for Sharefile access (Note: If no
instruction is provided, request for the access!)

  4. Draft Mail to be sent to the client (refer below image).
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Draft Mail to be sent to the client looks like below:
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2 After reading the job mail >> proceed to download Tax Returns for all the
Individuals/Entities in the group from APS Tax Manager.

Go to APS Tax Manager >> Search for the Client name >> open the Tax Return
for the particular FY >> Click on 'Print' >> in the Template select 'Electronic Copy'
>> untick 'Return Review Summary' >> 'Export'.

3 On downloading the Tax Return >> Save the documents attached in the Mail
under the respective job folder and segregate them between Financial
Reports, Tax Returns, Cover Letter and Group Summary.
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4 On saving the documents >> create the collation package by merging the below
listed documents in the below mentioned order.

i) For an Individual:

  1. Front Cover

  2. Income Tax Return

  3. Back Cover

ii) For a Company/Trust:

  1. Front Cover

  2. Financial Statements Divider

  3. Financial Statements

  4. Income Tax Return Divider

  5. Income Tax Return

  6. Back Cover
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5 On merging the documents >> Key in the Name of the
Individual/Company/Trust and enter the year for which the Collation is
prepared on the Front Cover
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6 Check whether the second page of the Collation package is the 'Financial
Statements Divider'.
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7 The third page of the Collation package should be the 'Financial Statements'.

On the 'Director's Declaration' page of the Financial Statements >> attach the
'SIGN HERE' Stamp.
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8 After the Financials Statements >> attach the 'Income Tax Divider' Page.
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9 After the Income Tax Divider >> Attach the 'Income Tax Return'.

On the 'Electronic Lodgment Declaration' Page of the Income Tax Return >>
attach the 'SIGN + DATE' Stamp.

Insert the 'SIGN + DATE' Stamp on the 'Electronic Lodgment Declaration' Page
only!
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10 After the Income Tax Return >> attach the 'Back Cover'.

Prepare a separate PDF as detailed above for each Individual/Company/Trust
in the Group.



11

11 In cases where Sharefile access is provided >> create a folder for the Current
FY (2023 in this case) naming '2023 Completed Tax Compliance'.

On receiving the Sharefile access, only create a folder for the particular FY. Do
not upload any documents into the folder!
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12 Finally >> prepare the Reply Mail for the job mail received by attaching the PDFs
prepared for each Individual/Company/Trust, Cover Letter, Group Summary
and copy paste the draft mail to be sent to the client (insert Hyperlink for
Sharefile Folder in the draft mail if required).


