MEMORANDUM
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TO:
HARVEY NORMAN / DOMAYNE / JOYCE MAYNE  PROPRIETORS

FROM:
SCOT MENZIES

SUBJECT:
 2007 PERSONAL INCOME TAX RETURNS

DATE:
1 AUGUST 2007
This memorandum will help you save both money and time lodging your 2007 Income Tax Returns.  If it is not completed properly you will incur further costs as we chase the missing items.

We ask that:-

(i)
You collect all relevant information for the preparation of your income tax returns.  Please call our office if you are unsure of what is required or refer to the attached guide (Schedule 1).

(ii)
You send in this information when you have received and collected ALL of it.  (Most managed funds send out final quarter distributions in August and final bank statements tend to be sent in early July).

Schedule 1 is a guide for your reference.  We ask you to complete this and return it to us with your information even though some items may not be applicable to you.  Please attach additional pages with all the detail requested.

Schedule 2 only needs to be completed and returned to our office by proprietors who have rental properties.

Schedule 3 only needs to be completed by those proprietors who receive the motor vehicle allowance.

Schedule 4 only needs to be completed by those proprietors with an investment company. 
Please call me, Chris Bacher, Deidre Newey, Barea Assoum, Cameron Kempe, Stacey Down, or Alice Chan if you have any questions.

We look forward to receiving your information no later than the end of September 2007.

COMPLETE EACH ITEM FOR YOURSELF, YOUR SPOUSE AND YOUR CHILDREN AND ATTACH ALL RELEVANT DETAILS AND COPIES OF DOCUMENTATION

30 JUNE 2007
PROPRIETOR NAME:……………………………………………………………………………………………

Please nominate the person who completed this schedule should we have any questions regarding your information.

Contact Name:…………………………  Phone Number:………………… Email:………………………….....

	DOES THE FOLLOWING APPLY TO
	Proprietor
	     Spouse
	Children  


	
	
	
	
	
	
	

	1. DID YOU RECEIVE ANY PAYG PAYMENT SUMMARIES?
	
	YES
	
	YES
	
	YES

	    e.g Social Security Benefits Statements, group certificate etc.
	
	
	
	
	
	

	    Please attach originals.
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	2. ARE THERE ANY WORK-RELATED DEDUCTIONS?
	
	YES
	
	YES
	
	YES

	    Only applies to wage earners and includes uniform expenses 
	
	
	
	
	
	

	    (laundry), motor vehicle expenses and log book details, other
	
	NO
	
	NO
	
	NO

	    travelling expenses, union dues, association fees, self education
	
	
	
	
	
	

	    expenses, tools and equipment subject to depreciation, technical
	
	
	
	
	
	

	    journal subscriptions, etc.
	
	
	
	
	
	

	
	
	
	
	
	
	

	    If yes, details:- …….…………………………………………………
	
	
	
	
	
	

	………..………………………………………………………………...
	
	
	
	
	
	

	
	
	
	
	
	
	

	3. DID YOU HAVE THE CAR/MOBILE PHONE ALLOWANCE 
	
	YES
	
	
	
	

	    PAID DIRECTLY TO YOU BY THE FRANCHISE?
	
	
	
	
	
	

	    If Yes, please complete Schedule 3, including the original Payment
	
	NO
	
	
	
	

	Summary (formerly known as group certificate) supplied to you.
	
	
	
	
	
	

	
	
	
	
	
	
	

	    Do not complete this if your motor vehicle expenses are paid by the
	
	
	
	
	
	

	    Franchise.
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	4. DID YOU MAKE A PERSONAL CONTRIBUTION TO A
	
	YES
	
	YES
	
	YES

	    SUPERANNUATION FUND?
	
	
	
	
	
	

	    If you have not already done so, you must advise your fund of the 
	
	NO
	
	NO
	
	NO

	 amount you intend to claim as a tax deduction.
	
	
	
	
	
	

	    
	
	
	
	
	
	

	    The fund will then provide you with a written confirmation.  Please
	
	
	
	
	
	

	    forward this statement to our office.
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	5. DID YOU HAVE INCOME PROTECTION INSURANCE?
	
	YES
	
	YES
	
	YES

	    Include name of institution, policy number, premiums paid.
	
	
	
	
	
	

	    Please advise if there is a life insurance component in the
	
	NO
	
	NO
	
	NO

	    premiums, as this is not deductible.
	
	
	
	
	
	

	
	
	
	
	
	
	

	    Details:- …………………………………………………………….…
	
	
	
	
	
	

	
	
	
	
	
	
	

	6. ARE THERE ANY OTHER DEDUCTIONS?
	
	YES
	
	YES
	
	YES

	    Donations, school building funds, tax agent’s fees (from a previous    
	
	
	
	
	
	

	    tax agent), other (please specify).
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	    Details:- ………………………………………………………..……..
	
	
	
	
	
	

	
	
	
	
	
	
	

	7. DID YOU RECEIVE THE FAMILY TAX PAYMENT?
	
	YES
	
	YES
	
	YES

	    Did you receive the family tax payment through Centrelink?
	
	
	
	
	
	

	    Include details of your dependants & their income during the year.
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	    Details:- …………………………………………………………..…..
	
	
	
	
	
	

	
	
	
	
	
	
	

	8. DID YOU HAVE TO PAY CHILD CARE FEES FOR
	
	YES
	
	YES
	
	YES

	   APPROVED CHILD CARE DURING THE YEAR?
	
	
	
	
	
	

	   Include  an annual summary from the (or each) child care provider 
	
	NO
	
	NO
	
	NO

	   along with a letter from the Family Assistance Office advising the 
	
	
	
	
	
	

	   child  care benefit.
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	9. DID YOU HAVE HIGH MEDICAL EXPENSES DURING 
	
	YES
	
	YES
	
	YES

	    THE YEAR?
	
	
	
	
	
	

	    Only where medical expenses, after medicare and private health 
	
	NO
	
	NO
	
	NO

	    fund reimbursements, are over $1,500. If yes, please provide
	
	
	
	
	
	

	    Actual amounts paid and reimbursed.
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	10. DID YOU HAVE PRIVATE HEALTH INSURANCE?
	
	YES
	
	YES
	
	YES

	     Please provide a copy of the 2007 annual statement from the health
	
	
	
	
	
	

	     Fund.
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	11. DO YOU OR ANY BENEFICIARIES OF YOUR FAMILY
	
	YES
	
	YES
	
	YES

	   TRUST, HAVE A HELP (formerly HECS) DEBT?
	
	
	
	
	
	

	
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	


	12. WHO ARE THE BENEFICIARIES OF YOUR FAMILY   

      TRUST?
	
	
	
	
	
	

	(a)  Name, address, date of birth and tax file number of each beneficiary.
	
	
	
	
	
	

	
	
	
	
	
	
	

	(b)  Did any child turn 18 during the year?
	
	
	
	YES
	
	NO

	
	
	
	
	
	
	

	(c)  Were any children under 18 at 30 June 2007 married or in a full-
	
	
	
	YES
	
	NO

	      time occupation?      
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	13. ANY INVESTMENTS DURING THE YEAR?
	
	
	
	
	
	

	       Did you purchase or sell:-
	
	
	
	
	
	

	
	
	
	
	
	
	

	(a)   An Investment (Rental) Property?
	
	YES
	
	YES
	
	YES

	       Please attach settlement statements for the purchase and/or sale and 
	
	
	
	
	
	

	       Solicitor’s bills.
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	(b)  Shares/ Managed Funds
	
	YES
	
	YES
	
	YES

	       Please attach buy and/or sell documents.
	
	
	
	
	
	

	
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	(c)  Any other investments?
	
	YES
	
	YES
	
	YES

	      Investments in tax schemes (eg vineyards, forestry)
	
	
	
	
	
	

	      Please attach documentation.
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	14. ANY INVESTMENT INCOME?
	
	
	
	
	
	

	
	
	
	
	
	
	

	(a)  Interest – for each account provide:
	
	YES
	
	YES
	
	YES

	      - Copy of 2007 summary bank statement, or
	
	
	
	
	
	

	      - Name of Bank, Building Society, Credit Union,
	
	NO
	
	NO
	
	NO

	      - Name of branch, account number,
	
	
	
	
	
	

	      - Account name (Joint a/c, single a/c, trustee for children)
	
	
	
	
	
	

	      - Gross interest received during the year,
	
	
	
	
	
	

	      - Bank or Government charges incurred.
	
	
	
	
	
	

	
	
	
	
	
	
	

	(b)  Dividends
	
	YES
	
	YES
	
	YES

	      Please attach copies of the dividend slips/advice’s.
	
	
	
	
	
	

	
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	(c)  Managed Funds
	
	YES
	
	YES
	
	YES

	      Managed Funds, Investment Trusts, Property Trusts, Unit Trusts, 
	
	
	
	
	
	

	   and Family Trusts.  (Excluding Harvey Norman Franchise)
	
	NO
	
	NO
	
	NO

	      Please attach copy of income advice or annual tax statement.
	
	
	
	
	
	

	
	
	
	
	
	
	

	(d)  Rental Income
	
	YES
	
	YES
	
	YES

	      If yes, complete attached rental property checklist-Schedule 2. 
	
	
	
	
	
	

	      (a separate one for each property) 
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	

	(e)  Borrowings For Investments
	
	YES
	
	YES
	
	YES

	      Provide copies of  statements for each loan for the year.
	
	
	
	
	
	

	
	
	NO
	
	NO
	
	NO

	
	
	
	
	
	
	



CHECK LIST FOR RENTAL PROPERTY INCOME & EXPENSES

Name:-.…………………………………………………………………………………….

Property address:-………………………………………………………………………….

Please complete the following schedule and attach all relevant documentation (eg agents rental statements, rate notices, invoices etc) for each item answered yes:

	
	Yes
	No
	Amount


	Gross Rental Income
	
	
	
	
	$

	
	
	
	
	
	

	Council Rates
	
	
	
	
	$

	
	
	
	
	
	

	Water Rates
	
	
	
	
	$

	
	
	
	
	
	

	Electricity
	
	
	
	
	$

	
	
	
	
	
	

	Gas
	
	
	
	
	$

	
	
	
	
	
	

	Land Tax
	
	
	
	
	$

	
	
	
	
	
	

	Agents Commission / Disbursements
	
	
	
	
	$

	
	
	
	
	
	

	Interest on Borrowing’s
	
	
	
	
	$

	
	
	
	
	
	

	Bank charges
	
	
	
	
	$

	
	
	
	
	
	

	Repairs & Maintenance
	
	
	
	
	$

	
	
	
	
	
	

	Gardening/lawn mowing
	
	
	
	
	$

	
	
	
	
	
	

	Purchase of Capital Items eg. Whitegoods, Fixtures, carpets etc.
	
	
	
	
	$

	(Please provide cost and date of purchase for each item)
	
	
	
	
	

	
	
	
	
	
	

	Insurance
	
	
	
	
	$

	
	
	
	
	
	

	Body Corporate Levy
	
	
	
	
	$

	
	
	
	
	
	

	Printing, Stationery, Postage
	
	
	
	
	$

	
	
	
	
	
	

	Advertising
	
	
	
	
	$

	
	
	
	
	
	

	Travel expenses to inspect and maintain property
	
	
	
	
	$

	
	
	
	
	
	

	Did you purchase or sell the property during the year.  If so, please attach
	
	
	
	
	

	a copy of the settlement statement.
	
	
	
	
	

	
	
	
	
	
	

	Was the property built after September 1985, if so, please provide the
	
	
	
	
	

	construction date and construction costs. In cases where the original cost
	
	
	
	
	

	is not available, an estimate can be made by a quantity surveyor.
	
	
	
	
	

	
	
	
	
	
	

	Was the property rented for the entire financial year, if not, please provide
	
	
	
	
	

	details of period rented.   From   ___ / ___ / ___   to   ___ / ___ / ___
	
	
	
	
	

	
	
	
	
	
	

	Was the property used privately, if so, how many days in the year. ________
	
	
	
	
	

	
	
	
	
	
	

	Date property first became available for rent ___ / ___ / ___
	
	
	
	
	



CHECK LIST FOR MOTOR VEHICLE & MOBILE PHONE EXPENSES

PLEASE PROVIDE DETAILS OF YOUR MOTOR VEHICLE IN THE TABLE BELOW:-

	VEHICLE MAKE
	

	VEHICLE MODEL
	

	ENGINE CAPACITY (in Litres)
	

	REGISTRATION NUMBER
	

	DATE PURCHASED
	

	COST
	$


PLEASE DETAIL YOUR MOTOR VEHICLE EXPENSES FOR THE 

PERIOD 1 JULY 2006 TO 30 JUNE 2007:-

	REGISTRATION
	$

	PINK SLIP
	$

	GREEN SLIP
	$

	INSURANCE
	$

	INTEREST ON LOAN OR HIRE PURCHASE
	$

	(Please provide a copy of the loan agreement)
	

	OR LEASE PAYMENTS
	$

	(Please provide a copy of the lease agreement)
	

	FUEL
	$

	REPAIRS AND MAINTENANCE
	$


DID YOU TRAVEL MORE THAN 5,000 BUSINESS KILOMETRES IN THE 2007 FINANCIAL YEAR?

	
	
	YES

	
	
	

	
	
	NO    Please provide an estimate of your business kilometres: _______________


DID YOU KEEP A LOG BOOK FOR THE 2007 FINANCIAL YEAR?


	

	
	YES   Please enclose a copy of your log book.

	
	
	

	
	
	NO


MOBILE PHONE EXPENSES 

	AMOUNT OF TOTAL MOBILE PHONE BILL FOR YEAR
	$
	

	PERCENTAGE THAT RELATES TO BUSINESS CALLS
	
	%   



CHECK LIST FOR INVESTMENT COMPANY

COMPANY NAME: …………………………………………………………….

Please complete the following schedule and attach all relevant documentation for each item:

1. PROVIDE DETAILS OF ALL DEPOSITS AND WITHDRAWALS MADE FROM THE COMPANY’S BANK ACCOUNT.

EXAMPLE:-

	Date
	Chq No
	Deposit
	Withdrawal
	Who to/from
	Description

	
	
	
	
	
	

	01/7/06
	00001
	-
	$212.00
	ASIC
	Annual Review filing fee

	
	
	
	
	
	

	07/7/06
	-
	$10,000.00
	-
	XYZ No 2 Trust
	March Qtr Distribution

	
	
	
	
	
	

	15/7/06
	-
	$125.00
	-
	Coles Myer Ltd
	Dividend Received

	
	
	
	
	
	(Dividend slip attached)

	
	
	
	
	
	

	15/8/06
	00002
	
	$5,000.00
	Telstra Ltd
	700 Telstra Shares

	
	
	
	
	
	(Buy contract attached)

	
	
	
	

	2. YOU MUST PROVIDE BANK STATEMENTS – 1 JULY 2006 TO DATE.
	
	
	

	
	
	
	

	
	YES
	
	NO

	3. WERE ANY PAYMENTS MADE FOR THE COMPANY OR INCOME  
	
	
	

	    RECEIVED THAT DID NOT GO THROUGH THE COMPANY BANK  
	
	
	

	    ACCOUNT?
	
	
	

	    If so please provide details in same format as example above.
	
	
	

	
	
	
	

	
	YES
	
	NO

	4. DID YOU DISTRIBUTE TO THE COMPANY FROM YOUR JUNE QTR
	
	
	

	    DISTRIBUTION? (PAID IN OCTOBER 2007)
	
	
	

	     Please forward bank statement (when received) confirming amount.
	
	
	

	
	
	
	

	
	YES
	
	NO

	5. DID THE COMPANY BUY/SELL ANY ASSETS DURING THE YEAR?
	
	
	

	
	
	
	

	· Shares (Provide buy/sell contract)
	
	
	

	· Rental Property (Provide Solicitors settlement contract)
	
	
	

	· Managed Funds (Provide statement)
	
	
	

	· Other (Provide details and supporting documentation)
	
	
	

	
	
	
	

	
	YES
	
	NO

	6. DOES THE COMPANY HAVE A RENTAL PROPERTY?
	
	
	

	    If so please complete the rental property check list. (Schedule 2)
	
	
	

	
	
	
	














