#JobKeeper to do list
We understand that as business owners, getting clarity and certainty as quickly as
possible is important. We recommend you take the following steps as a starting point:
1. Gather the information you will need to be able to determine whether you qualify
for the JobKeeper package as a business, and if you do,
2. Which of your employees will qualify
1.

Understand your historical reported GST Turnover figures
You will need access to o copies of your BAS returns from 1 January 2019 to 30 September 2019
o a monthly profit and loss report that shows each month’s turnover for the
period 1 March 2019 to 30 September 2019
o Identify whether you have amounts included in turnover that don’t meet
definition of GST turnover (refer to our summary) and separate these from
your GST turnover.
These figures will provide your baseline for the “basic calculation” of a whether
you have experienced a 30% reduction from the prior year period.
Where affected businesses don’t meet the “basic” test eg those that have
turnover that is “lumpy”, or those that may be paid substantially after the
activity that generates the activity has occurred (for example Real Estate
agencies that may be receiving commission in March and April for properties
that were sold in December, January and February). In these instances, you may
need to prepare detailed information as to how Covid-19 has affected your
business and why the basic test is not applicable to your business to assist in an
application for an alternate test to be applied.
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2.

Have your book-keeping up to date and reconciled at least fortnightly if not
weekly
While a business only needs to meet the turnover reduction once (ie on one
month or one quarter depending on your BAS to qualify, here is an ongoing
reporting responsibility to provide information about GST turnover and wages
by the 7th of each month. It is likley that these could form part of any future
audit, so it is critical that your records are up to date and reconciled to enable
you to report accurate information each month.

3.

Start keeping records
Start filing away any information that you may need later to evidence the impact
of Covid-19 on your business, whether these are emails from customers
cancelling forward orders or advising that they are unable to pay.
Keep notes of specific announcements from various government bodies that
informed your actions as a business owner to comply. Make note of your
reasons for decisions - for example if your team is comprised of people who
may be especially vulnerable due to their health or age and are unable to
complete their roles from home, you may have needed to reduce your
operations, where other businesses in the same industry may not have, because
their staff have different age/health profiles.
It is likely that it may take time for any audits conducted by the ATO to occur, so
ensure that you are able to support your confirmation of eligibility for the
payment with as much evidence as possible.
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4.

Check that each of your employees meets the eligibility requirements as
employees.
Work through your payroll and confirm which of your team meet the eligibility
criteria:
o the individual is employed by the entity at any time in the fortnight; and
o on 1 March 2020 the individual was 16+ and a permanent employee or long
term casual employee and an Australian resident or resident for tax
purposes holding Subclass 444 (Special Category) visa and an Australian
resident within the meaning of s7 of the Social Security Act 1991); and
o the individual has nominated themselves for JobKeeper by giving the
approved form to their employer; and
o the individual is not receiving parental leave pay, dad and partner pay or
workers’ compensation.

5.

Seek advice from an HR professional to help guide you through and stand
down or other Covid-19 related directions you make to your staff.
Seeking professional advice around the steps you take here is key. Firstly to help
you ensure that you comply with the often complex and rapidly changing
requirements as an employer, but also having documented evidence to support
that you have acted in good faith and sought to comply with all regulations.
No one knows what the future holds, or what individuals, organisations and
even regulatory bodies may feel about the decisions made now when they have
the benefit of hindsight. Legislation is being drafted on the run, which is
understandable given the urgency, but we recommend taking a pragmatic
approach to ensure as best possible that your acting in good faith cannot be
questioned. Document as much as possible.
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For professional assistance guidance on how to navigate the JobKeeper
package, especially if you don't meet the "basic" test, or for help to keep
your records up to date, get in touch with our team:

Call us on (07) 3359 5244 or email us service@affinitasaccounting.com.au
Connect with us on facebook for more updates

www.affinitasaccounting.com.au

