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GST governance and risk management checklist for government-related entities, including local government, government-owned corporations and statutory corporations
Completing this assessment will help you check that:
n         you are paying the correct amount of GST
n         you are prepared for any unusual transactions or system failures
n         you and your staff have the skills and expertise to manage your GST affairs
n         your systems can cater for the growth and expansion
n         you are getting the GST credits you are entitled to.
You may want to keep a copy of this checklist for future reference. 
 
This checklist will help government-related entities, including local government, government-owned corporations and statutory corporations complete a detailed assessment of their GST governance and risk management processes.
It can help you:
n         identify your GST governance, risk management andassurance processes 
n         determine whether your processes follow best practice
n         help you to meet your GST compliance obligations
n         identify additional measures you can take to reduce the risk of GST compliance failures. 
ITEM
QUESTION/STATEMENT
RESPONSE
FOLLOW UP
1         GOVERNANCE AND RISK MANAGEMENT
         This section will help you to analyse your governance risk management procedures and processes.
1.01
Governance and risk management policies, standards and procedures are clearly documented for your entity and outline the requirements for 
GST administration and management.
1.02
There is a defined and documented process for the specific purpose of identifying and reviewing GST risk.
1.03
Your entity has a policy to seek advice from expert advisors (internal or external) or the ATO for issues considered contentious, highly technical,
complex or unique. Examples may include significant legislative changes, complex infrastructure projects or when large, unusual or extraordinary transactions are initiated.
Working with an advisor or the ATO to determine the correct GST treatment for highly technical and complex issues increases certainty that the correct GST treatment is applied, for example, by requesting private binding rulings.
If you need help, you can:n         seek advice from a registered tax agents  n         contact the ATO by phoning 13 28 66n         request a private ruling from the ATO (if you require further clarification         of an issue).
1.04
Management receive regular updates on GST matters that may have a potential impact on the level of compliance, such as the implications of
major transactions, machinery of government changes and legislative change.
1.05
Management sign off on the adequacy of internal controls that govern 
GST compliance.
1.06
Staff roles and responsibilities for ensuring your entity’s GST obligations are well-managed and complied with are clearly defined and documented.
2         PROCESSING AND REPORTING
         This section will allow you to review and address issues around processing and reporting your data.
a)         Documented processes
         This section will explain the role of your staff in your GST affairs and ways to maintain consistency.          This section also helps you to assess documentation standards.
2.01
There is up-to-date GST documentation or reference data available that includes full details about how to identify, record, reconcile and report procedures to:
a)         capture accurate GST supplies and acquisitions data
b)         compile and verify information to complete activity statement labels
c)         outline activity statement authorisation and lodgment procedures.
2.02
Process maps have been developed to support GST procedures 
and manuals.
2.03
Your processes and procedures adapt to reflect law changes, court interpretations and new or updated ATO views.
2.04
Appropriate controls are in place to support the compilation of accurate and complete activity statements when reporting data has been collected from  
a number of sources and requires consolidation. For example, several business units that use different accounting and processing systems 
have their activity statement data combined using spreadsheets to 
compile the activity statement for the entity.
b)         GST Transactions
         This section will analyse how your systems deal with GST transactions.
2.05
Staff recognise non-standard and complex GST transactions and understand when and how to escalate them to ensure the correct GST treatment
is applied.
Non standard transactions have different characteristics to business as usual items and correct GST treatment may require manual interventionfor calculation of input tax credits or GST payable. Examples may include:n         financial supplies such as transactions related to privatisationsn         the sale of real property, including use of the margin schemen         sale of plant and equipment 
n         infrastructure projects
n         entering into long -term lease transactions.
2.06
There are reporting processes in place to monitor and review large, complex or unusual transactions to ensure the correct GST treatment has been applied.
2.07
The full GST implications are considered when you enter into arrangements with other government related entities or the private sector, including public
private partnerships, creation of special purpose vehicles, joint ventures and grouping. Examples of implications include:n         GST registrationn         separate identification of supplies/acquisitions n         GST compliance obligations arising upon dissolution.
2.08
Your entity has classified its products and inputs correctly and all relevant staff are aware of these classifications. Refer to When to charge GST (and 
when not to) and GST credits for business. These classifications are regularly reviewed and updated as changes occur. 
Does your entity use the services of a shared-services provider? How often do you liaise with them? When required, do they participate in your GST training? Are they involved in your GST technical discussions?
2.09
Suppliers provide your entity with accurate, timely and valid tax invoices. 
Tax invoices your entity provides to customers are also accurate and issued 
in a timely manner. Tax invoices must include all of the information legally required.
For the list of information that must be included in a valid tax invoice,refer to How to set out tax invoices and invoices.
2.10
Accounting systems are suitably automated to ensure the integrity of data and to minimise the risk of error caused by manual data entry. For example,
the appropriate GST classification is automatically applied to individual supply types.
Your systems should automatically detect attempts to override any automated processes.
c)         Reconciliation
         Reconciliation is an effective tool to identify when errors have occurred and if system deficiencies exist.          This section will assess whether you have the correct processes in place.
2.11
Systems are in place to collect, process and store GST information and data. The systems generate detailed and complete activity statement reporting
audit trails that are reconciled to accounting records and cleared 
at the end of each reporting cycle.
2.12
Exception reports are generated and independently reviewed. 
These reports cover:
n         changes in GST classificationsn         changes in reporting trendsn         inconsistencies between activity statement data and budgeting.
When activity statement data does not closely align with budget resultsfor a period, you should be able to explain any differences. For example, timing differences and GST free or input taxed supplies all impact on accurate reconciliation of data.
2.13
AS reporting trends are monitored, including changes in the mix of supply classifications and the reconciliation of unexpected variances, with underlying
causes identified and documented.
Do you have a policy to escalate this trend analysis information to senior management?
2.14
Internal controls ensure:
a)         system generated tax invoices and recipient-created tax invoices comply          with legislative requirements (valid tax invoice)
b)         supplies and acquisitions are attributed to the correct period
c)         bad debts are correctly treated for GST purposes
d)         adjustment events are correctly treated for GST purposes
e)         GST-free supplies such as exports, health supplies and education supplies          comply with the provisions of Division 38
f)         grouping and joint-venture provisions are complied with
g)         payments made or income received for insurance settlements are correctly         treated for GST purposes
h)         payments made or income received for non-taxable payments and         receipts are correctly treated for GST purposes
i)         all software is up to date and adheres to all current GST regulations
j)         data drawn from a number of sources is accurately compiled and stored.
3         RESOURCES AND CAPABILITIES
         This section will assess the resources and capabilities that exist in your entity and whether you have the          correct processes in place.
a)         Staffing
         Identifies whether your staff have the skills and experience to effectively deal with your GST obligations.          This section will outline the key issues to consider.
3.01
Staff with responsibility for GST compliance have clearly defined roles and know, understand and keep up to date with the requirements of the GST 
legislation, rulings and practice statements. Staff can manage compliance obligations for GST including:n         registration n         accurate and complete activity statement reportingn         activity statement lodgment and payment of GST liabilities within          due dates.
When entering data into the accounting system, relevant staff have sufficient experience, training and resources available to correctly determine the applicable tax-classification coding for routine transactions. For example, they can reliably determine GST free, input taxed, taxable and non taxable transactions.
3.02
Staff involved in the initiation, recording, processing, reporting and review of GST-impacted transactions (for example, accounts payable/receivable) 
receive GST training and updates regularly.
Maintaining and improving staff capability and understanding through regular training programs supports accurate compliance. Programs may include refresher training in GST principles and underlying concepts relevant to staff responsibilities.
3.03
Your entity has developed a repository for capturing issues, questions, answers and scenarios that staff can access to assist them with similar GST
matters or to add helpful information to for future reference. This can take various forms, for example, an issues log or information on the intranet.
b)         Segregation of duties
         Segregating staff duties allows for greater oversight and reduces the potential for fraud and the impact of key employees          leaving your organisation. This section will assist you to identify your segregation process.
3.04
There is separation of responsibility between the development of data compiled for activity statement reporting and authorisation for lodgment.
An independent approval stage provides an opportunity to check the accuracy of the activity statement and the correlation of information between activity statement labels, supporting working papers and accounting system information.
3.05
The responsibility for activity statement payments or receipt of GST refunds is separated from access to GST and input tax credit control accounts,
activity statement preparation and authorisation processes.
Separating these functions reduces the opportunity for manipulation or misappropriation of funds through the adjustment of activity statement information and accounting records.
c)         Business continuity
         When unexpected events occur, you are still required to meet your tax obligations. By ensuring your entity has          appropriate continuity procedures in place, you will be able to deal with unexpected circumstances.          This section will help you check whether you have the correct processes in place. 
3.06
More than one person in your entity has a working knowledge of all GST systems, processes and relevant regulations.
Ensuring more than one person has a working knowledge of all GST systems, processes and relevant regulation will provide you with an assurance that the GST systems will continue to function effectively if a staff member is incapacitated or ceases employment.
3.07
All receipts and important documents are either stored electronically or in secure, fire-proof containers or filing cabinets. All relevant information is
regularly backed up in a secure offsite facility. Record location and accessibility are maintained following machinery of government and departmental changes.
Even in the event of serious, unforseen circumstances you are still required to meet your GST obligations.
4         ASSURANCE (TESTING AND REVIEW)
         You should regularly review your systems. Regular reviews will allow you to check whether your systems are functioning          correctly and that you have the correct processes in place. This section will ensure your systems are adequately reviewed.
4.01
Information systems used to process and store GST data are regularly tested to ensure they operate effectively and correctly calculate, allocate, record,
store and report GST data.
4.02
There are regular reviews that examine GST classification, attribution, recording, reporting, supporting document validity and your information
system’s capability to meet your GST-reporting requirements.
Extracting a representative sample to test for compliance failures can contribute to the monitoring process and confirm internal controls are operating as required. Checking your supplier’s details will ensure a valid and current test of GST registration details is conducted. You can check supplier details on the Australian business register website at abr.gov.au 
4.03
Your entity conducts internal audits or has an external service provider review the effectiveness of GST controls and processes periodically.
Adopting this process will assist in identifying possible improvements or control weaknesses.
4.04
Key findings and recommendations from internal and external audit reviews are referred to senior management and progressed for action and follow-up.
Include when your last internal and external audits were conducted and details of issues identified and actions taken as supporting evidence.
4.05
a)         The design and build of new, upgraded and integrated accounting systems          includes a focus on, and active consideration of, robust GST processing
         and reporting functions.
b)         Audit, assurance or review processes are applied to ensure the integrity of          data transferred from legacy systems to new systems.
4.06
All computer systems have been set up to reduce system and processing errors. The following important checks are undertaken:
a)         correct defaults are defined and adjusted where necessary
b)         system reports are accurate and not misleading
c)         spreadsheet formulas are protected from unauthorised alterations
d)         exception reports are generated whenever an unexpected result is found
e)         accounts are closed at the end of periods. For example, when invoices          have been received after the activity statement has been generated,
         you are able to make the appropriate amendments
f)         figures are correctly copied into the activity statement
g)         your system is able to accommodate invoices produced outside of your          normal accounting system
h)         correctly treat transactions as non-taxable when made between members          of the same GST group
i)         your systems should have the ability to integrate with new and updated         systems.
ASSESSMENT
         From your responses and evidence, you can:         n         make an assessment on the effectiveness of your GST governance and risk management         n         develop an opinion on how effective your frameworks and systems are in supporting GST compliance.          
         Assess these points against the following statement: 
                  Our overall GST governance and risk management processes and frameworks support and                  provide appropriate assurance that our organisation’s GST obligations are being met.
         Use the following scale in your assessment:         1         Strongly agree         2         Agree         3         Neither agree nor disagree         4         Disagree         5         Strongly disagree         6         Don’t know or not sure.
FOLLOW-UP AND ACTION ITEMS
         Use the following table to document the items requiring follow-up and action items. To maintain focus, allocate responsibility         for each task and a due-by date. This will be your plan of action to achieve resolution of follow up and action items.
Follow-up and action items
Date to be completed
Who is responsible
 Additional Items  
COMMUNICATION AND ESCALATION PLANS
DISTRIBUTION AND ESCALATION PLAN
Distribute and escalate to:
Date to be completed
Date actioned
Senior tax managers
Internal audit manager
Director General / Secretary
This checklist is designed to help you carry out your own self-assessment. It does not form part of your reporting requirements. You can save the checklist on your computer hard drive or print to keep as a hard copy for your records.
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