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Email: Phone:

SCHEDULE B -  SOLE TRADER 
CLIENT CHECKLIST

2025 FINANCIAL YEAR

Please c o m p l e t e  your c o n t a c t  deta i l s  be low to ensure our d a t a b a s e  is u p  to date

Name

Questions Cl ient to complete

Do you h a v e  a  MYOB, Quick  Books, Xero, Reckon 
or other file?

Are yo u u s i n g  online version?

P lease c o n t a c t  u s  if you a r e  u s i n g  a  p r o g r a m
other t h a n  the a b o v e  we c a n  a d v i s e  you what 
reports we will need.

Yes No

Yes No

- If YES -  Please speak to you accountant 
about sending file user invite to allow us 
to access your file.

- If NO -  See the next question.

Backup copy uploaded Yes No

Please a d v i s e  following details:

Version   :  
User n a m e  :  
P a s s w o r d   : 

Once uploaded please ensure No Changes are made
to this file for dates prior to 30 June 2024. If changes

are made this is likely to result in

extra work on your accounts  which will be
reflected in our fee.

If yo u d o  not h a v e  a  d a t a  file p l e a s e  provide. 
Bus i n e ss  i n c o m e  a n d  ex p e ns e s u m m a r y ,  net 
of G S T  if G S T  registered.

Detai ls  Attached Yes No

If yo u carry  sto ck  on h a n d  ( S O H )  or work in 
p r o g r e s s  (WIP) ,  C o s t  va lue a t  30  J u n e  2024.

SOH : ( $ )  
WIP : ( $ )

For e a c h  vehicle

If yo u u s e  a  motor  vehic le in your business. Yes No

If YES -  p l e a s e  provide f inance documents .

Is the vehic le f inanced? Yes No

Please c o m p l e t e  motor  vehic le schedule.

Did yo u sell  or p u r c h a s e  a n y  motor  vehic les  or 
other a s s e t s  dur ing  the year?

Yes No

N u m b e r  of i tems so ld   

A t t a c h e d  deta i l s  for e a c h  item.

N u m b e r  of i tems p u r c h a s e   
A t t a c h e d  deta i l s  for e a c h  item.



Please provide deta i l s  of w h a t  w a s  sold, date, 
p r o c e e d s  received a n d  a n y  f inance p a i d  out.

Detai ls  a t t a c h e d  for e a c h

Are your superann uat io n contributions for a n y  
e m p l o y e e s  p a i d  to date?

P a y m e n t  for J u n e  quater  should  b e  p a i d  in full by  
28th J u l y  2024

Yes No

If NO -  P lease a d v i s e  w h e n  p a y m e n t s  were m a d e .

H a v e  you l o d g e d  a  superann uat io n g u a r a n t e e  
C h a r g e  statement  for e a c h  quarter
that  your super  w a s  late?

Yes No

Did you m a k e  a n y  super  contributions for yourself 
dur ing  the 2024 f inanc ial  year?
p l e a s e  a t t a c h  conf i rmation from your super  fund.

Yes No

Amount:  $

Conf i rmat ion of notice of intention to c l a i m  a  
d e d u c a t i o n  from your super  fund attached.

Yes No

H a v e  yo u l o d g e d  your PAYG p a y m e n t  s u m m a i r e s /  
c o m p l e t e d  STP f inal isat ion for the y e a r  e n d e d

30 J u n e  2024 with the ATO?
For employees,  other t h a n  director/related parties,
PAYG p a y m e n t  s u m m a r i e s / S T P  f inal isat ion m u s t  be 
prov ided b y  the employer  no  later 14th J u l y  2023.

Yes No

If YES -  p l e a s e  ensure you inc lude these 
d o c u m e n t s  with your paperwork  if you n e e d  us  
to prepare for you.

Are yo u required to l o d g e  a  T a x a b l e  P a y m e n t s  
Annual  Report.

Yes No
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