


8.3.1

AAA - EPHEMERAL RECORDS

RECORD SERIES

AAA - Ephemeral Records

Suggested
On-site
Retention

Suggested
Off-site
Retention

Total
Retention
Period

AAA.0I

Duplicate copies of records covered in other record series

DESTROY
when reference
ceases

AAA.02

Promotional material from other organisations

DESTROY
when reference
ceases

AAA.03

Messages and notes not related to business transactions

DESTROY
when reference
ceases

AAA.04

Letters or cards of appreciation or greeting

DESTROY
when reference
ceases

See also Section 2.8 — Transitory (Temporary/Ephemeral) Records
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RECORD SERIES Suggested Suggested | Total
ADM - Administrative and Management (cont) On-site Off-site Retention
Retention Retention | Period
ADM.I3 Diaries, Planners, Calendars Etc
Records of past appointments can have some evidentiary value but entries in diaries and calendars can quite easily be altered

ADM.13.1 Executive diaries 3 years PERMANENT PERMANENT
Ensure an Archivist reviews the records on a regular basis

ADM.I5 Associations and External Involvement Records (Unofficial records only — Refer to SRG.23, See also SRG.2 and 34)

ADM.I5.1 Routine minutes and correspondence | year 6 years 7 years
Ensure an Archivist reviews these records prior to destruction (Refer to SRG.2, 23 and 34)

ADM.15.2 Purposes, objectives, programmes | 'year 6 years 7 years
When assigning this series number use the date of termination of the programmes or cessation of involvement to
calculate disposal (Refer to SRG.2, 23 and 34)

ADM.25 Committee Records - (In-house standing committees only — Refer to SRG.2, 23 and 34)

ADM.25.1 Official copy of minutes, correspondence and reports in responsible office | year 6 years 7 years
Ensure an Archivist reviews these records prior to destruction (Refer to SRG.14.1)

ADM.25.2 Records of committee establishment, rules, objectives, budgets, participants, projects and selected | year 6 years 7 years
reports
Note: When assigning this series number use the date the committee was ceased, or the organisation
ceased to be involved with it, to calculate disposal. Ensure an Archivist reviews these records prior to
destruction
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8.3.8 FBA — FINANCE - BANKING
When assigning this series number, use the last day of the current fiscal year to calculate disposal, unless indicated otherwise.
RECORD SERIES Suggested Suggested | Total
FBA - Finance — Banking On-site Off-site Retention
Retention Retention Period
FBA.OI Banking Records (incl. pay-in lists (depository receipts), bank statements, cheque butts, records of cancelled cheques, | year 6 years 7 years
bank reconciliation records, etc.)
FBA.OI.I e  Official records in responsible office | year 6 years 7 years
Ensure the records are reviewed prior to transfer to storage and before destruction
FBA.05 Banking Computer Reports (if separate from FBA.OI) (Refer to SRG.3) | year 6 years 7 years
FBA.05.1 e Official copy in responsible office | year 6 years 7 years
Ensure the records are reviewed prior to transfer to storage and before destruction
FBA.90 General banking files not covered by above | year 6 years 7 years
Ensure the records are reviewed prior to transfer to storage and before destruction
FBA.99 Technical Reference Material (incl. current overdraft terms, interest rates, comparative banking options etc.). | year 6 years 7 years
Ensure the records are reviewed prior to transfer to storage and destruction (Refer to SRG.16)
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SECTION 9: SPECIFIC RECORDS GROUPS (SRG)

This section examines several groups of records that have unique characteristics. Its purpose is to help the user
rationalise an approach to the application, management and disposal scheduling of each record. For further
assistance see the Schedule Index - Section 8.2.

SRG.1 LICENCES AND LEASES

In many laws a requirement is made for a licence, permit, certificate or lease. That document requires retention
just like any other document and, therefore, is included under (b) Records affected. Please see explanation
in Section 15: List of Laws. In most cases the law imposes on the licence holder an obligation to keep
associated accounting and/or activity records open for official inspection, even though those records might not be
identified specifically in the law.

Generally, a licence, etc., (which may be subject to special terms and conditions) should be retained until it is
cancelled, revoked, terminated or expired, plus a period of at least equal to the period of retention of the
documents generated in support of the activities undertaken under the terms of the licence. If the licence is
required to be surrendered or transferred then a certified copy should be retained, to prove it had been valid for
an earlier period of activity.

SRG.2 COMMITTEE AND BOARD RECORDS

Records should be kept of all committees and boards, their objectives, activities and decisions.

The official records of a committee or board should be kept by an appointed custodian, who may be the secretary
of the body.

In addition, any organisation with a vested interest in the body or its performance may consider it important to
keep its own ‘official’ copy of the records. In other words, where a body acts independently, the body may keep
official records and each affiliated organisation may keep records, which substantially duplicate those of the body.

The records of a committee or board comprise minutes of meetings, agendas, notices of meetings, attachments to
minutes (usually official correspondence and reports which are tabled at meetings) and, separately, filing systems
containing other correspondence, reports, technical information and so on.

In some organisations the words ‘committee’ and ‘board’ are interchangeable. In the context of this manual, 'board'
means Board of Directors; ‘committee’ means all other types.

Board Records: For the cataloguing and retention of board records refer to the following Retention Schedules:-

COR.06 Board Meetings, where shareholders are present.
COR.07 Directors' Meetings.
COR.08 Meetings of Subsidiary Boards if separate from COR.06 and COR.07.

Committee Records: It is suggested the records mentioned in the fourth paragraph above should also include:

e The committee's objectives; e Budgetary considerations;

e  Selection of participants; e Use of facilities;

e Intended frequency of meetings; e The conditions, which will dictate the
e Rules and procedures; termination of the committee.

Upon termination of a committee the date of termination should be entered into the minutes.
For retention and disposal of the records refer to the following series within the Retention Schedules: -

e ADM.25 - Standing Committees
e ADM.04 - Ad Hoc Committees
e BLD.03.2 - Site and Construction Committees

For records of involvement in external committees see ADM.I5 and SRG.23 — Association Records
(Involvement in External Bodies). Where the records of a committee are not significant they can be filed
within a general correspondence filing system. In such cases it is prudent to retain them for at least 7 years. See
Section 8.3.2 - ADM - Administration Records.
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SECTION 10: INTRODUCTION TO MINIMUM LEGAL RETENTION
REQUIREMENTS, LEGAL COMPLIANCE AND DUTY OF CARE

(For individual laws refer to Section 15)

Legally imposed record retention requirements are written into Federal and State laws and regulations. Some laws
are universally applicable and all businesses are affected. Others are written for specific industries. The following
is a selection from those with universal application. Notice how some retention requirements are overlapped by
others.

The retention periods written into statutes and regulations must be regarded as only minimum periods. This is
because they only relate to the workings of the respective statutes and their administration by relevant
government authorities or departments. As the reader will note from Sections 6, 7, |1 | and 12, a record should
not be destroyed before competent assessment has been made of whether it should be retained for a longer
period. Such assessment would involve knowledgeable consideration of business needs concerning due
diligence/risk minimisation, and potential legal proceedings (taking into account both the need to retain
documentary evidence and to bear in mind the limitation period or periods relevant to the possible legal action).
Thus, it may be disastrous to destroy documents after the expiration of a statutory 5-year retention period, if the
business may sue or be sued in relation to a transaction or for breach of a duty for a period of 6 or 12 or 20 years
after the transaction has been completed.

Further, some statutes require that records be available for inspection by a government authority or department,
and failure to permit inspection or make records available is an offence. Such record inspection or production
powers are contained in a wide range of legislation, including laws relating to Taxation, Trade Practices, Stamp
Duties and Corporations Law.

10.1 COMPANY LAW

The Corporations Act 2001 (See Record 1303 in Section |5 - List of Laws) requires ‘accounting records’ to
be retained for 7 years after the completion of the transactions to which they relate. ‘Accounting records’
includes all documents of prime entry such as invoices and receipts and such working papers and other documents
as are necessary to explain the methods and calculations by which accounts are made up.

The accounting records must correctly record and explain the company’s transactions (including any transactions
as trustee) and financial position must enable true and fair accounts of the company to be prepared and must
enable the accounts to be conveniently and properly audited or reviewed in accordance with the Corporations
Law.

The accounting records are required to be retained for 7 years after the completion of the transactions to which
they relate.

10.2 TAXATION LAW

There are several statutes dealing with taxation. In general, they require that all records be kept to enable a
person’s tax liability to be readily ascertained.

10.2.1 (FED) INCOME TAX ASSESSMENT ACT (“ITAA”) 1997

General Principles - A person carrying on a business must keep records that record and explain all transactions
and other acts engaged in by the person that are relevant for any purpose of the ITAA. Following the introduction
of self-assessment, the ITAA requires ‘any document’ to be kept, including all original source documents such as
invoices and petty cash vouchers. Ruling TR 96/7 explains the general application of the record-keeping
requirements concerning income and expenses of a business and provides guidelines for practicability.

The retention period is 5 years after the records were prepared or obtained, or 5 years following completion of
the transactions or acts to which those records relate, whichever is the later.
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SECTION 13: INDEX OF BUSINESS GROUPS AND LAW GROUPS

To locate a particular law first look up the subject group in the following list to find the list of laws pertaining to that group.
Each law in the group is followed by a number in parentheses. Then look up that law number in Section 15 - List of Laws.

All Business Groups

The Attention of ALL businesses is drawn to the following list of laws, all of which impose a record-keeping requirement. It is also
recommended that readers be aware of any industry specific standard which may impose a Retention and Disposal requirement on
records kept by an organisation. Please also refer to Section 5: Records Management Standards and Benchmarks.

See Also

Fed -
Fed -
Fed -

Fed -
Fed -
Fed -

Fed -

Fed -

Fed -

Fed -
Fed -
Fed -
Fed -
Fed -
Fed -

Fed -
Fed -

Fed -
Fed -

Fed -

Fed -

Anti-Discrimination Laws

Environmental Laws

Financial Institutions

Industrial Relation Laws

Insurance Industry

Leave Laws

Occupational Health and Safety Laws

Payroll Tax Laws

Stamp Duty Laws

Superannuation Laws

Training Laws

Workers Compensation Laws

Section 10.1: Company Law

Section 10.2: Taxation Law

Section 10.3: Superannuation Law

Section 10.4: Industrial Relations or Employee Relations Law

Section 10.5: Annual Holidays and Long Service Leave Law

Section 10.6: Occupational Health and Safety

Section 10.7: Workers Compensation and Accident Compensation Law

Section 10.8: Privacy Amendment (Private Sector) Act

Section 10.9: Legal Compliance and Duty of Care

A New Tax System (Family Assistance) (Administration) Act 1999 (36)

A New Tax System (Goods and Services Tax) Act 1999 (37)

A New Tax System (Goods and Services Tax Administration) Act 1999 (1 181) — this Amending Act has been
incorporated into the Taxation Administration Act 1953 (see law 753)

Bankruptcy Act 1966 (780)

Bankruptcy Rules 1968 (781) — these rules ceased on |16 December 1996

Close Corporations Act 1989 (730) — repealed by First Corporate Law Simplification Act 1995. This Act no
longer contains provisions relating to record keeping.

Companies (Acquisition of Shares) Act 1980 (181) - repealed by Corporations (Repeals, Consequentials and
Transitionals) Act 2001. This Act no longer contains provisions relevant to record keeping. Instead please
refer to the CORPORATIONS ACT 2001 (see law 1303).

Companies Code 1982 (133) — prior to 2001 each State and Territory of Australia enacted their own
corporations legislation. In 2001 they each referred their powers to the Commonwealth who enacted the
Corporations Act 2001, which now applies. Any Federal or State legislation that existed prior to this has
either been repealed or no longer applies. This Code is one of those. Please refer to the Corporations Act
2001 (see law 1303)

Company Law Review Act 1998 (190) - this Act amends the Corporations Law 1989. This amending Act has
been incorporated into the CORPORATIONS LAW 1989 (see law 2)

Corporations Act 2001 (1303)

Corporations (Aboriginal and Torres Strait Islander) Act 2006 (2129)

Corporations Law 1989 (2) — repealed by Corporations Act 2001 (see law 1303)

Corporations Regulations 1989 (273) — repealed by Corporations Regulations 2001 (see law 1304)
Corporations Regulations 2001 (1304)

Debits Tax Administration Act 1982 (732) - repealed by Tax Laws Amendment (Repeal of Inoperative
Provisions) Act 2006. This Act no longer contains provisions relevant to record keeping.

Fringe Benefits Tax Assessment Act 1986 (121)

Income Tax Assessment Act 1936 (3) - Note: This Act contains provisions of the Income Tax Assessment Act
1936 in a rewritten form. It will eventually replace that Act. The first stage of this Act took effect on | July
1997 and is expected to take several years to complete. Meanwhile the Income Tax Assessment Act 1936
remains valid as well as the completed sections of this new Act.

Income Tax Assessment Act 1997 (930)

Income Tax Regulations 1936 (112) - section 991 was repealed by Income Tax Amendment Regulations 2007
(No. 1). This Regulation no longer contains provisions relevant to record keeping.

Management and Investment Companies Act 1983 (740) — repealed by Industry, Tourism and Resources
Legislation Amendment Act 2003. This Act no longer contains provisions relevant to record keeping.
Payroll Tax Assessment Act 1941 (301) - repealed by Tax Law Amendment (Repeal of Inoperative Provisions)
Act 2006. This Act no longer contains provisions relevant to record keeping.
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SECTION 14: INDEX OF LAWS BY STATE

141

Fed
Fed
Fed

Fed

Fed

Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed

Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed
Fed

Fed
Fed

FEDERAL

A New Tax System (Family Assistance) (Administration) Act 1999 (36)

A New Tax System (Goods and Services Tax) Act 1999 (37)

A New Tax System (Goods and Services Tax Administration) Act 1999 (1181) — this amending Act has been
incorporated into the Taxation Administration Act 1953 (see law 753)

Aboriginal Councils and Associations Act 1976 (718) - repealed by Corporations (Aboriginal and Torres Strait
Islander) Consequential, Transitional and Other Measures Act 2006. This Act no longer contains provisions
relevant to record keeping. Instead please refer to Corporations (Aboriginal and Torres Strait Islander) Act 2006
(see law 2129)

Aboriginal Councils and Associations Regulations 1978 (778) - due to the repeal of the Aboriginal Councils and
Associations Act 1976 by the Corporations (Aboriginal and Torres Strait Islander) Consequential, Transitional and
Other Measures Act 2006 these Regulations are now repealed. These Regulations no longer contain provisions
relevant to record keeping.

Aboriginal Land Rights (Northern Territory) Act 1976 (719)

Aged Care Act 1997 (1)

Agricultural and Veterinary Chemicals Code Act 1994 (721)

Agricultural and Veterinary Chemicals Code Regulations 1995 (800)

Agricultural and Veterinary Chemicals (Administration) Act 1992 (19)

Air Navigation Act 1920 (1582)

Air Navigation Regulations 1947 (779)

Airports (Control Of On-Airport Activities) Regulations 1997 (1889)

Airports Regulations 1997 (1379)

Anti-Money Laundering and Counter-Terrorism Financing Act 2006 (2163)

Aviation Transport Security Regulations 2005 (1861)

Banking Act 1959 (722)

Bankruptcy Act 1966 (780)

Bankruptcy Regulations 1996 (1965)

Bankruptcy Rules 1968 (781) — these Rules ceased on 16 December 1996

Bounty and Capitalisation Grants (Textile Yarns) Act 1981 (723) - repealed by Statute Law Revision Act 2006. This
Act no longer contains provisions relevant to record keeping.

Bounty (Bed Sheeting) Act 1977 (724) - repealed by Statute Law Revision Act 2006. This Act no longer contains
provisions relevant to record keeping.

Bounty (Books) Act 1986 (725) - repealed by Statute Law Revision Act 2006. This Act no longer contains
provisions relevant to record keeping.

Bounty (Citric Acid) 1991 (1583) - repealed by Statute Law Revision Act 2006. This Act no longer contains
provisions relevant to record keeping.

Bounty (Computers) Act 1984 (42) - repealed by Statute Law Revision Act 2006. This Act no longer contains
provisions relevant to record keeping.

Bounty (Fuel Ethanol) Act 1994 (1584) - repealed by Statute Law Revision Act 2006. This Act no longer contains
provisions relevant to record keeping.

Bounty (Machine Tools and Robots) Act 1985 (55) - repealed by Statute Law Revision Act 2006. This Act no
longer contains provisions relevant to record keeping.

Bounty (Photographic Film) Act 1989 (1585) - repealed by Statute Law Revision Act 2006. This Act no longer
contains provisions relevant to record keeping.

Bounty (Printed Fabrics) Act 1981 (62) - repealed by Statute Law Revision Act 2006. This Act no longer contains
provisions relevant to record keeping.

Bounty (Ships) Act 1989 (63) - repealed by Statute Law Revision Act 2007. This Act no longer contains provisions
relevant to record keeping.

Broadcasting Services Act 1992 (75)

Carriage of Goods by Sea Act 1991 (726)

Chemical Weapons (Prohibition) Act 1994 (728)

Cheques Act 1986 (782)

Child Support (Registration and Collection) Act 1988 (729)

Civil Aviation Regulations 1988 (783)

Close Corporations Act 1989 (730) — repealed by First Corporate Law Simplification Act 1995. This Act no longer
contains provisions relating to record keeping.

Coal Excise Act 1949 (83) - repealed by Excise Laws Amendment (Fuel Tax Reform and Other Measures) Act
2006. This Act no longer contains provisions relevant to record keeping.

Coal Industry Act 1946 (136) — repealed by Coal Industry Repeal Act 2001. This Act no longer contains provisions
relevant to record keeping.

Commonwealth Evidence Act 1995 - see Evidence Act 1995 — see Section | |

Companies (Acquisition of Shares) Act 1980 (181) — repealed by Corporations (Repeals, Consequentials and
Transitionals) Act 2001. This Act no longer contains provisions relevant to record keeping. Instead please refer to
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SECTION 15: LIST OF LAWS

These laws are the result of research carried out up to the date of this publication. There may be other laws,
regulations, etc., which have not yet been researched and there may be errors and omissions in the laws listed. The
list is provided for guidance only. The reader is advised to verify and validate the content of any law before applying
retention periods.

Explanatory notes.

(i) The laws are numbered sequentially as they are researched. (See Sections 13 and 14 for indexes of laws in
which each law is cross-referenced to its sequential number).

(i) The following list of laws excludes those laws that relate to the retention of public records. Information on the
retention of public records can be obtained from federal and state public records or archives offices. This list
applies only to the private or business sector.

(iii) At the foot of each page there is a quick reference legend to the four entries listed beneath each law.

(a) Businesses affected. This entry includes corporations, individuals and other organisations.

(b) Records affected. Record descriptions are summarised. Capitals (A) (B) and (C) etc. are used to separate
different records mentioned in the law. These same capitals are also used in the remaining entries to differentiate
between other characteristics of those records.

(c) Retention period. This entry identifies, first, the minimum retention period specified by the law. Often,
however, the law does not mention a retention period and sometimes a given retention period can be overlapped
by a longer retention period dictated by another law or by the prudent application of limitations of actions laws.
The authors have included a suggested retention period where deemed appropriate.

(d) Penalty. The final entry may be expressed in Australian dollars, penalty units or terms of imprisonment. In
some cases the penalty may be subject to the decision of a court or tribunal. A penalty unit may vary in value from
time to time. Up-to-date information can be obtained from the Attorney General's Department. This information
is also listed in the glossary.

PENALTY UNITS (PU)

In law a penalty for an offence may be expressed in a dollar value or as a number of penalty units. If a penalty for an
offence is expressed as a number of penalty units the penalty is a fine of that number of penalty units. For example:
The value of the penalty unit for the offence is $100 and the penalty unit is 10 PU. The fine is therefore $1,000
($100 x 10). The following table shows the value of the penalty unit for each jurisdiction as well as the name of the
legislation that provides for that value. It is important to note that the value does differ from jurisdiction to
jurisdiction:

JURISDICTION NAME OF LEGISLATION VALUE (AS AT 20/08/08)
Fed Crimes Act 1914 $110
ACT Legislation Act 2001 $500 (Corporations); $100
(Individuals)
NSW Crimes (Sentencing Procedure) Act 1999 $110
NT Penalty Units Act $110
Qld Penalties and Sentences Act 1992 $100 under the Cooperatives Act
1997, otherwise $75
SA Do not use penalty units, use dollar value instead
Tas Penalty Units and Other Penalties Act 1987 $120
Vic Sentencing Act 1991 $100
WA Do not use penalty units, use dollar value instead

*See SRG | for note on Licences and Leases
(a) Business affected (b) Records affected (c) Retention period (d) Penalty
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(@)
(b)

()
(d)

@

(b)

(Fed) AGED CARE ACT 1997, Sections 88.1-88.2, 89.1:

(A), (B) and (C) Approved providers; (D) Former approved providers

(A) Records that verify claims for payments of subsidy as set out under Chapter 3 (the Act — sections (5.88.1); (B)
Records that enable proper assessments to be made of whether the provider has complied with its responsibilities as
set out in Chapter 4 (the Act - sections 53 to 68) (s.88.1); (C) Records of the kind specified in the Records Principles
which may include: care recipient assessment and classification records; appraisal and re-appraisal records; individual
care plans for care recipients; medical records, progress notes and other clinical records of care recipients; schedules
of fees and charges (including retention amounts relating to accommodation bonds) for past and current care
recipients; agreements with the care recipient; accounts of care recipients; records relating to the approved provider
meeting prudential requirements for accommodation bonds; records relating the payment of accommodation bonds
(including periodic payments) or accommodation charges; and records of each recipient's entry, discharge and leave
arrangements (including death certificates) (s.88.2); (D) Records kept when an approved provider must be retained
(s.89.1)

(A) and (B) 3 years after the 30 June of the year in which the record was made; (C) Not indicated; (D) 3 years after
ceasing to be an approved provider

(A) & (B) Up to 30 PU; (C) Not indicated; (D) 30 PU

(Fed) CORPORATIONS LAWY, 1989, Section 289 (Repealed by Corporations Act 2001) (see law 1303)

(Fed) INCOME TAX ASSESSMENT ACT 1936, Sections 82KT, 82KTBA-82KTH, 82KUB-82KZA,
82KZBF, 102AAZG, 160ZZU, 220AA-220AK, 221H, 222, 262A, 317, 451-452, 456-459A, 462-468, 6 1 4-
622, Schedule 2A:

(A) Persons who are attributable taxpayers in relation to a CFC at the end of a statutory accounting period of the
CFC and the CFC has attributable income for the statutory accounting period in respect of the person; (B) Persons
who have owned an asset, other than an excepted asset, after 19 September 1985; (C) Persons who receive a group
certificate that sets out the salary or wages received or all or part of the employees reportable fringe benefits amount
for a year of income; (D) Persons carrying on a business; (E) Taxpayers who had an interest(s) in a FIF (a foreign
company or foreign trust) on or after | January 1993 or had an interest in a FLP (a foreign life assurance policy) at any
time during a year of income ending on or after that date; (F) Persons who are attributable taxpayers in relation to the
year of the income of that person and in relation to a particular trust estate; (G) Taxpayers who use their car for
work related purposes and for which a tax deduction will be claimed; (H) Payers who make a reportable payment to a
payee where the payee has not quoted their tax file number and therefore a deduction must be taken from the
reportable payment. (Note: a reportable payment is assessable income but is not a payment of salary or wages and is
not a prescribed payment and is not an exempt inter-corporate payment); (J) Payers who make one or more
reportable payments during a financial year; (K) Companies that have substantiation requirements in relation to active
income tests; (L) Partnerships that have substantiation requirements in relation to active income tests; (M) Where
section 457(1) applies to a change of residence of a CFC and, at the residence-change time referred to in that section,
a person is an attributable taxpayer in relation to the CFC; (N) Where section 459A(1) applies in relation to an
amount (a trigger amount) included in the assessable income of an Australian partnership or of an Australian trust as
mentioned in paragraph 459A(1)(a) and, at the time referred to in whichever subparagraph of paragraph 459A(1)(c) is
applicable, a person is an attributable taxpayer in relation to the CFC or the CFT mentioned in that paragraph.

(A) Records of the acts, transactions and other circumstances that resulted in the person being an attributable
taxpayer in relation to the CFC at the time; and the basis of the calculation of the direct attribution interest, and the
aggregate of the direct attribution interests, in the CFC held by the person at the time; the basis of the calculation of
the attribution percentage of the person in relation to the CFC at the time; and the basis of the calculation of the
amount (including a nil amount) included in the assessable income of the person under section 456 in relation to the
CFC’s attributable income for the statutory accounting period in respect of the person (s.462); (B) Records that
enable the ready ascertainment of the date on which the person acquired the asset; whether the asset has not been
disposed of; and if it has been disposed of the date of disposal, any amount that formed part of the cost base to the
person in respect of the asset, and the consideration in respect of the disposal (s.160ZZU); (C) Group certificate to
be retained (s.22H); (D) Records that record and explain all transactions and other acts engaged by the person that
are relevant for any purpose of this Act. These records include any documents that are relevant for the purpose of
ascertaining the person’s income and expenditure and any documents containing particulars of any election, choice,
estimate, determination or calculation made. The records include records required to be kept for the purposes of
section 820-960, 820-980 or 820-985 of the Income Tax Assessment Act 1997 (s.262A); (E) Records of the acts,
transactions and other circumstances that resulted in the taxpayer having the interest(s) in the FIF at the end of the
year of the income or the interest in the FLP during the year of income; and the basis of the calculation of the interest
or the interests at that time (unless exempted) (s.615-5.622); (F) Records containing particulars of the acts,
transactions and other circumstances that resulted in that person becoming an attributable taxpayer including showing
the basis of the calculation of the attributable income of the trust estate and the basis of the calculation of the
amounts included in the assessable income of the person (s.|02AAZG); (G) Log book records must be maintained for
each journey and must show the date the journey began and ended; the respective odometer readings of the car at
the beginning and the end of each journey; the number of kilometres traveled by the car in the course of the journey;

*See SRG | for note on Licences and Leases
(a) Business affected (b) Records affected (c) Retention period (d) Penalty
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()

(d)

(@)
(b)

(9
(d)
Note:

(@)
(b)
()
(d)

the purpose(s) of the journey; the name of the person(s) driving the car on the journey; the date the entry was made;
and the name of the person who made the entry (s.82KT, Sch. 2A); (H) A receipt for the deduction must be provided
to the payee at the time of the payment showing the payer’s name and address, the payees name and address (if
known), the date the payment was made, the amount of the payment and the amount deducted (s.220AA-s220AH); (J)
An annual report must be prepared and sent to the Commissioner showing, for each payee, the payee’s tax file
number (if quoted); the payee’s name and address; the total amount of the reportable payments made by the payer to
the payee; and the total amount (if any) deducted by the payer under this Division for those payments. A copy of the
report must be made (5.220A)-s.220AK); (K) The substantiation requirements in relation to a statutory accounting
period are as follows: general accounting records as correctly record and explain the matters, transactions, acts and
operations that are relevant to the preparation of recognised accounts of the company for the statutory accounting
period. The general accounting records must be so kept as to enable the recognised accounts of the company to be
prepared (s.451); (L) The substantiation requirements in relation to a statutory accounting period are as follows:
general accounting records as correctly record and explain the matters, transactions, acts and operations that are
relevant to the preparation of recognised accounts of the partnership for the statutory accounting period. The
general accounting records must be so kept as to enable the recognised accounts of the partnership to be prepared
(s.452); (M) Records of the acts, transaction and other circumstances that resulted in the person being an attributable
taxpayer in relation to the CFC at that time; the basis of the calculation of the direct attribution interest, and the
aggregate of the direct attribution interests, in the CFC held by the person at the time; the basis of the calculation of
the attribution percentage of the person in relation to the CFC at the time; and the basis of the calculation of the
amount (including a nil amount) included in the assessable income of the person under section 457 in relation to the
change of residence concerned (s.462A); (N) Records of the acts, transaction and other circumstances that resulted in
the person being an attributable taxpayer in relation to the CFC or the CFT at that time; the basis of the calculation of
the direct attribution interest, and the aggregate of the direct attribution interests, in the CFC or the CFT held by the
person at the time; the basis of the calculation of the attribution percentage of the person in relation to the CFC or
the CFT at the time; and the basis of the calculation of the amount (including a nil amount) that, apart from section
459A(2), would be included in the assessable income of the person under section 459A(l) in relation to the trigger
amount (s.464A).

(A), (E), (F), (H), (M) & (N) Not indicated; (B) 5 years after the disposal of the asset; (C), (J), (K) & (L) 5 years; (D) 5
years after the records were made or obtained or the completion of the transactions or the acts to which they relate,
whichever is the later; (G) 7 years

(A) (E), (M) & (N) Up to 30 PU; (B) $3,000; (C), (H), (K) & (L) Not indicated; (D) & (F) 30 PU; (G) There is no
entitlement to claim a tax deduction; (J) 20 PU. Note: There is an administrative penalty if you do not keep or retain
records under section 288.25 in Schedule | to the Taxation Administration Act 1953

(Fed) SALES TAX ASSESSMENT ACT 1992, Section 127:

Persons who may be liable for sales tax or entitled to tax credit

Records that record and explain all transactions and other acts relevant to each assessable dealing or credit claim
(s.127)

5 years

$3,000

No sales tax is payable on an assessable dealing if the time of the dealing (as specified in Column 4 of Table I in
Schedule | of this Act) is on or after the day on which the A New Tax System (End of Sales Tax) Act 1999
commences. The A New Tax System (End of Sales Tax) Act 1999 commenced on | July 2000. However, if the
assessable dealing is in respect of a supply to which section 6A of the A New Tax System (Goods and Services Tax
Transition) Act 1999 applies, this section does not apply unless the time of dealing is after the end of the transition
trading period (within the meaning of that section).

(Fed) TOBACCO CHARGES ASSESSMENT ACT 1955, Sections 13-14, 29: (Repealed by Tax Laws
Amendment (Repeal of Inoperative Provisions) Act 2006. This Act no longer contains provisions
relevant to record keeping)

(Fed) WOOL TAX (ADMINISTRATION) ACT 1964, Sections 13-16A, 28-33, 61, 89: (Repealed by Tax
Laws Amendment (Repeal of Inoperative Provisions) Act 2006. This Act no longer contains provisions
relevant to record keeping)

(ACT) TAXATION (ADMINISTRATION) ORDINANCE 1987, Section 96 (1) (Repealed by Taxation
Administration Act 1999) (see law 32)

(NSW) ANNUAL HOLIDAYS ACT 1944, Sections 9, 1 I:
All employers

Holiday records (s.9)

6 years

Upto |0 PU

*See SRG | for note on Licences and Leases
(a) Business affected (b) Records affected (c) Retention period (d) Penalty

ARRM Dec/ 2008 COPYRIGHT -302 -





