
BK & OSS

ATO Letters

PORTAL NAVIGATIONS

MYGOV HANDLINGS



Table of Contents:

A magazine is a periodical publication, 
which can either be printed or 
published electronically. 

Carisma Solutions confidential. Please do not distribute. ​

➢ Introduction of ATO

➢ Portal Navigation

➢ Types of ATO Documents

➢ Ways of Drafting ATO Documents

➢ Drafts for the ATO Documents

➢ ATO Mate 



The Australian Taxation Office (ATO) is the principal revenue collection agency of the 
Australian Government
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ATO – Australian Taxation Office 

Roles & Responsibilities

➢      Collecting revenue

➢     Administering the goods and services tax (GST) on behalf  of  the Australian states and territories

➢     Administering a range of  programs that provide transfers and benefits to the community

➢    Administering the major aspects of  Australia’s superannuation system

➢    Being custodian of  the Australian Business Register.
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➢  Collection, management and analysis of data including master data and metadata

➢  Web content management and social media

➢  Document management

➢  Digital asset management and learning content management

➢  Management of digital and hard-copy (legacy) records and information assets

➢  Email, e-Messaging and online collaboration

➢  Enterprise search

➢  Researching and resourcing information sources and reference material

➢  Management of shared drive content

➢  Information governance

➢  Information security and risk management

➢  Intellectual Property (IP)

➢  Managing Freedom of Information (FOI) requests

➢  Design, graphics and publishing.



IMPORTANCE THINGS TO NOTE ON ATO DOCUMENT DRAFTING:
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➢ Have a documented, standardized process in place for handling different types of 
ATO correspondence and which is involved.

➢ While sending ATO documents we must make sure with the Clients Mail ID and 
addressing name.

➢ Make sure that the Mail content pertains to the attached document.

➢ While mentioning Amount, ABN & ACN numbers in the mail content, it should be 
accurate.

➢ Needs to hide TFN number in the mail attachment for the security reason.

➢ Keep eye on the time-sensitive ATO documents that require action immediately, to 
make payment with in the stipulated due date.
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Steps involved in navigating to ATO portal ( MYGOV )
Login to Any Desk ID based on the respective Any desk ID provided  for each 
client.
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1.Login to ATO Portal

2.Login with respective MyGov mail ID
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3.Login Code will appear in the Portal

4.Accept OTP from Anydesk MyGov
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Online services agents of ATO will appear, Select Agent
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Home page will appear
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Home Page          My Practice Tab 
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Home Page         Reports & Forms Tab
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Home Page     Communication Tab
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In this we can select the options according to which 
documents we prefer
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Download the documents by just clicking the subject column to work on 
ATO letters 
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Save the downloaded document in respective client folder, 
and rename the file according to the type of the document

For E.g.   If this file contains an Overdue Tax debt document and this document should be 
renamed  as “Client name – MyGov - You have an overdue tax debt”.
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TYPES OF ATO 
DOCUMENTS

LAND TAX ASSESSMENT 
NOTICE

ACTIVITY STATEMENT

INCOME TAX

OTHERS

PAYG
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  Notice of 
Withholding

Offset ICA 
creditsNil return

Refund – Cheque/ 
bank a/cPayable

Payable Notice on Private Health 
Insurance Rebate revision

Nil return
Refund – 

Cheque/ bank 
a/c

INCOME TAX

Income tax 
statement of 

Account

Lodgment 
reminder to 

avoid penalty

Notice of 
Amended 

Assessment

Notice of 
Assessment
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ACTIVITY STATEMENT

Business Activity Statement  Instalment Activity Statement
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PAYG INSTALLMENT 
SYSTEM

PAYG INSTALLMENTS 
HAVE CHANGED

NO LONGER NEED TO PAY
 PAYG INSTALMENTS

QUARTERLY PAYG 
INSTALMENTS

PAYG
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Excess 
Concessional 
Contribution

Overdue tax 
debt

Registration & 
Deregistration of 

GST, TFN, ABN

Reminder of tax 
return 

lodgement

ICA – RBA 
Statement

Recoveries corp

Division 293 
Tax notice of 
Assessment

OTHER ATO 
DOCUMENTS
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Ways of Drafting ATO Documents:

➢ Manual way of Drafting

➢ Automatic way of Drafting.

❖Manual way of Drafting:

➢ Mail Drafting.

❖Automatic way of Drafting:

➢ ATO Mate

➢ ATO Smart Docs etc.,
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Mail  Format  for  manual  way  of  drafting  the ATO documents
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Income tax statement of Account

Payable:

Mail contents for manual way of  Drafting ATO 
Documents: 

Please see attached Your Statement of account –
Income Tax Account received from the ATO via MyGov, 
which provides details of the transactions processed on 
the account from DD/MM/YY to DD/MM/YY.

Please note that your total tax payable is $xxx.xx and 
should be paid as soon as earliest. Please ensure that 
payment reaches the Australian Taxation Office by the 
due date otherwise late payment penalties may be 
imposed. Details of payment options are listed on the 
back of the assessment.

Should you have any questions, please do not hesitate to 
contact us on (02) 9241 4797.
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Refund:

Please find attached your Statement of account – 

Income Tax Account received from the ATO via MyGov, 

which provides details of the transactions processed on 

the account from DD/MM/YY to DD/MM/YY.

Please note that Your total refund of $xxx.xx has been 

Credit carried forward from Income Tax. Please check 

your account and let us know if the refund has not been 

deposited.

Please contact me should you wish to discuss the 

matter.
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Nil:

Please find attached your Statement of account – 

Income Tax Account received from the ATO via 

MyGov, which provides details of the transactions 

processed on the account from DD/MM/YY to 

DD/MM/YY.

The Statement showing a Nil tax liability is 

attached. Hence, No action required.

Please contact me should you wish to discuss the 

matter.
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Notice  of  Assessment

Payable:

Please find attached your notice of assessment received from 

ATO via MyGov for the financial year ended 30 June 20XX, 

which is in accordance with the return lodged. The calculation 

of tax is correct and in agreement with our estimate provided.

The tax payable which amounts to $xxx.xx is due for payment 

by the DD/MM/YY.

Please ensure that payment reaches the Australian Taxation 

Office by the due date otherwise late payment penalties may 

be imposed. Details of payment options are listed on the back 

of the assessment.

Please contact me should you wish to discuss the matter.
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Refund:

Please find attached your notice of assessment received via 

MyGov, for the financial year ended 30 June 20xx, which is in 

accordance with the return lodged. The calculation of tax is 

correct and in agreement with our estimate provided.

Your refund of $xxx.xx has been deposited by the Australian 

Taxation Office into your nominated bank account. Please 

check your account and let us know if the refund has not 

been deposited.

Please contact me should you wish to discuss the matter.
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Nil Notice:

I enclose your Notice of Assessment of income tax based 

on income derived during the year ended 30 June 20xx. 

The amount of tax payable is NIL.

 

I have checked the Assessment and having found it to 

be correct, enclose the Notice for your records. This letter 

is for your information only and no action is required on 

your behalf.

 

Please contact me should you wish to discuss the 

matter.
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Notice  of  Amended  Assessment

Please find attached your notice of amended assessment 

received via MyGov, for the financial year ended DD/MM/YY, 

the amendment was initiated by you because your taxable 

income has been increased in the amended tax return 20xx as 

compared with old return.

Your notice of amended assessment has a payable of $xxx.xx 

and it should be paid as on DD/MM/YY.

 Please ensure that payment reaches the Australian Taxation 

Office Otherwise, late payment penalties may be imposed. 

Details of payment options are listed on the back of the 

assessment.

Please contact me should you wish to discuss the matter.
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PAYG

You have entered the PAYG Instalment System 

The PAYG instalment amount and rate will automatically appear 
on future instalment activity statements issued by the ATO.

Please note that the first activity statement you receive will offer 
two options:

1. Pay the instalment amount calculated by the ATO, which in 
your case will be $xxx.xx each quarter; or
2. Pay the instalment amount you work out using your PAYG 
instalment rate of xxx.xx% as advised by the ATO.

When these instalments are due, the ATO will issue a statement to 
you which will outline payment amounts and methods.

Therefore, the attached is for your reference and currently no 
payment is required.

Please contact me should you wish to discuss the matter.
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Your PAYG instalments have changed 

Please note that the first activity statement you receive will offer two options:

 

1. Pay the instalment amount calculated by the ATO, which in your case will be 

$xxx.xx each quarter; or

2. Pay the instalment amount you work out using your PAYG instalment rate of 

xx.xx % as advised by the ATO.

When these instalments are due, the ATO will issue a statement to you which will 

outline payment amounts and methods.

Therefore, the attached is for your reference and currently no payment is required.

Please contact me should you wish to discuss the matter.
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You no longer need to pay PAYG instalments 

Based on the information reported in your latest income tax 

return, from MM/YY you are no longer need to pay PAYG 

instalments.

Please contact me should you wish to discuss the matter.
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Your PAYG instalments is now ready:

Please find attached your correspondence received via 

MyGov regarding Your PAYG instalment notice and 

you can lodge and pay through online.

You are registered for an Electronic mode of PAYG 

instalment your PAYG payable amount of  $xxx.xx and 

it should be paid by DD/MM/YY Hence if you pay the 

amount on the instalment notice, you don’t need to 

lodge it.

Please contact me should you wish to discuss the 

matter.
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Quarterly PAYG Instalment Notice:

The PAYG income tax instalment is $xxx.xx and will be 

due on DD/MM/YY.

If you require us to vary the instalment amount, please 

let us know and we will action accordingly.

Please contact me should you wish to discuss the 

matter.
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Quarterly PAYG Instalment Notice - NIL:

The PAYG income tax instalment is Nil. Hence no action 

required.

If you require us to vary the instalment amount, please let us 

know and we will action accordingly.

Please contact me should you wish to discuss the matter.
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INCOME TAX

Payable:

Please see attached Your Statement of account –

Integrated Client Account received from the ATO via 

MyGov, which provides details of the transactions 

processed on the account from DD/MM/YY to DD/MM/YY.

Please note that your total tax payable is $xxx.xx and 

should be paid as soon as earliest. Please ensure that 

payment reaches the Australian Taxation Office by the due 

date otherwise late payment penalties may be imposed. 

Details of payment options are listed on the back of the 

assessment.

Should you have any questions, please do not hesitate to 

contact us on (02) 9241 4797.
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Failure to Lodge your Activity Statement on Time

Your MM/YY Activity statement was lodged after the due 

date for lodgement. Not lodging on time would normally 

incur a lodgement penalty. However, on this occasion the 

Commissioner has decided not to charge this penalty.

In future, please make sure you lodge your Activity 

statement return by the due date, otherwise a penalty 

may be applied to your account. If you have difficulty in 

lodging on time in the future, please contact ATO.

Hence no action required.

Please contact me should you wish to discuss the matter.
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Activity Statement:

Overdue Tax Debt

Please find attached your correspondence received 

from the ATO via MyGov regarding XYZ's overdue tax 

debt from Activity Statement.

The total outstanding amount is $xxx.xx which 

pertains to Activity Statement for the period ending 30 

June 20xx - PAYG Instalments, and it should be paid 

by DD/MM/YY to avoid unnecessary interest and 

penalties.

Please contact me should you wish to discuss the 

matter further.
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Income Tax:

Please find attached your correspondence 

received from the ATO via MyGov regarding 

your overdue tax debt from Income Tax.

The total outstanding amount is $xxx.xx 

which pertains to Income Tax, and it should 

be paid by DD/MM/YY to avoid unnecessary 

interest and penalties.

Please contact me should you wish to discuss 

the matter further.
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Other ATO Documents:

GST Registration:

Please find enclosed correspondence received 

from the Australian Taxation Office, advising the 

registration of your GST.

The registration is effective as of DD/MM/YY.

Please contact me should you wish to discuss the 

matter further.
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GST Cancellation:

Please find attached correspondence received 

from the Australian Taxation Office, advising the 

cancellation of GST registration.

The cancellation is effective as of DD/MM/YY.

Please contact me should you wish to discuss the 

matter further.
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TFN Registration:

Please find attached correspondence received from 

the Australian Taxation Office, advising the TFN 

registration.

Tax File Number (TFN) – xxx xxx xxx.

Please contact me should you wish to discuss the 

matter further.
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ABN Registration:

Please find attached correspondence received from the 

Australian Taxation Office, advising the ABN registration.

The registration is effective as of DD/MM/YY.

Please contact me should you wish to discuss the matter 

further.



Carisma Solutions confidential. Please do not distribute. ​

Hard copy type of ATO Document
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What is ATO Mate?

➢ ATO mate is a software platform that helps accountants automate the processing and distribution 
of ATO documents.

➢ It Integrates with the ATO, Xero, and document management software to provide a fast, simple, and 
secure workflow

➢ ATO mate can save you time and improve your efficiency by handling different types of ATO 
correspondence, such as notices of assessment, activity statements, payment summaries, and more

➢ ATO mate allows our admin staff to spend less time processing ATO documents and more time contacting and 
communicating directly with clients.

➢  ATO mate is the ultimate time saver for our business!  We have cut the time taken to process ATO document by almost 90%

Why ATO Mate?
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With ATO Mate:

➢ Save time processing all 200+ ATO documents 

➢ Reduce tedious manual processing 

➢ Reduce Manual errors 

➢ Comply with data security laws and TFN 
legislation 

➢ Streamline and simplify client communication 

➢ More time to improve client relationships
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Now, we will see the detailed process flow of ATO Mate

Login  Into  the  ATO  Mate

Login  by  using  code  in  authenticator
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Home  page  will  appear

➢ Approval Queue :  In Approval Queue tab, All the details were synced and there will not 
be any mismatching data

➢ Review Queue : In Review Queue tab, Some of the details may not be matched

➢ Templates: In this tab we have existing templates (or)  we can add the new templates 
for the documents
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➢ Practice Detail

Practice  Settings

The Practice Details tab identifies various Practice details with the Agent 
download link. There is no option to update details on this tab.
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➢ Communication

The Communication tab identifies the communication information that was entered during the wizard install.  To 
update any fields, re-enter the new information and click Update at the bottom of the screen
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➢ Accounting

The Accounting tab identifies the NOA tolerance value, Trust accounting and client group information that was 
entered during the wizard install. To update any fields, re-enter the new information and click update at the bottom of 
the screen



Carisma Solutions confidential. Please do not distribute. ​

Then make sure if ATO mate is connected with XPM, ATO, FYI Docs Before entering this please crosscheck the data    
available in your Practice Manager software is UpToDate with all contact details.

Import templates for all kinds of ATO documents category and select the template for the required 
document.  

Templates
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➢ From the given image 33 documents is yet to 
send in that 30 documents were overdue.



Carisma Solutions confidential. Please do not distribute. ​

APPROVAL QUEUE
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REVIEW QUEUE
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Escalate:

➢ By Selecting Escalate Option it will direct to the dashboard, Like a popup menu,

➢ Escalate tab will be handled by the Client and they will handle with end client.
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Thank You
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