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Travelling Workers Income Tax Return Checklist 

Simply complete this check list plus any schedules it refers you to then mail it to us, together with your relevant paper 
work. All indicated documents are available from our web site www.bantacs.com.au under the Travelling Workers 

Section 

  Please use this form as a guide and feel free to add information or comment when you are not sure how 
to address the question.  We will be in contact with you personally when your tax return is being prepared 
so please do not worry if you don’t understand something, we can discuss it when we ring.  We will give 
you a quote on the cost and we require payment at this time. Please provide both your phone number for 
this purpose and your e-mail address so we can send you an e-mail if we cannot reach you by phone. 
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     Our objective is to simplify your tax return process not complicate it through long detailed questions.  
This form sticks to the basics.  When we ring you we can discuss any tax issues you may have that are 
outside the ordinary. Each member of the couple needs to complete their own copy of this form. 
 
 

 Queensland  New South Wales  Victoria 
     

Gold Coast  PNA 
Level 5, Seabank Building Marine Parade 
Southport Qld 4215 
 

Mail to: 98 High St, Tenterfield NSW  2372 
Phone :  Phone: (02) 6736 5383 
Fax:   (02) 6736 5655 
E-mail:  goldcoast@bantacs.com.au 

 Kiama  NIA 
3/114 Terralong Street,  
Kiama NSW 2533 
 

Mail to: PO Box 5062 Nowra DC NSW 2541 
Phone:  (02) 4447 8686 
Fax: (02) 4447 8169 
Email: kiama@bantacs.com.au 

 Fitzroy  CPA 
151 St Georges Road,  
Fitzroy North VIC 3068 
 

Mail to:  PO Box 8152 Newtown Vic 3220 
Phone:  (03) 5222 8489 
Fax: (03) 5222 8489 
Email:  fitzroy@bantacs.com.au 

     

Ningi  CPA 
Shop 17A 1224 Bribie Island Rd,  
Ningi  Qld  4511 
  

Mail to:  Location 
Phone: (07) 5497 6777 
Fax: (07) 5497 6699 
E-mail:  ningi@bantacs.com.au 

 Nowra  NIA 
93 BTU Road, 
Nowra Hill NSW 2540 
 

Mail to: PO Box 5062 Nowra DC NSW 2541 
Phone:  (02) 4447 8686 
Fax: (02) 4447 8169 
Email: nowra@bantacs.com.au 

 Geelong  CPA 
7 Westcott Street, 
Newtown Victoria 3220 
 

Mail to:  PO Box 8152 Newtown Vic 3220 
Phone: (03) 5222 8489 
Fax:   (03) 5222 8489 
E-mail: geelong@bantacs.com.au 

     

Stanthorpe  PNA 
37B Maryland Street, Stanthorpe  Qld  4380 
 

Mail to:  98 High St, Tenterfield NSW  2372 
Phone: (07) 4681 4288 
Fax:   (02) 4681 4028 
E-mail: stanthorpe@bantacs.com.au 

 Southern Highlands (Moss Vale)  NIA 
Suite 2, No.2 Arthur Street,  
Moss Vale  NSW 2577 
 

Mail to: PO Box 5062 Nowra DC NSW 2541 
Phone :   (02) 4869 4888 
E-mail:  mossvale@bantacs.com.au 

 Highett  CPA 
1/487 Highett Road, Highett VIC 3190 
 

Mail to:  PO Box 8152 Newtown Vic 3220 
Phone: (03) 5222 8489 
Fax: (03) 5222 8489 
Email:  highett@bantacs.com.au 

     

Sunshine Coast  CPA 
1st Floor, Cnr The Esplanade 
& Second Ave, Cotton Tree  Q  4558 
 

Mail to:   PO Box 465, Cotton Tree  Q  4558 
Phone:  (07) 5443 8004 
Fax:    (07) 5479 2202 
E-mail: admin@bantacs.com.au 

 Tenterfield  PNA 
98 High Street, Tenterfield NSW  2372 
 

Mail to:  Location  
Phone: (02) 6736 5383 
Fax:   (02) 6736 5655 
E-mail: tenterfield@bantacs.com.au 

 

 

 
www.bantacs.com.au 

 

BAN TACS  
Accountants 

Pty Ltd is a  
CPA Practice 
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Letter of Engagement 
 

     You accept that we act on the basis that all the information you provide us is true and correct.  
Accordingly, we will not be liable should ATO investigations find to the contrary.  Further should the 
ATO investigate your taxation affairs and you require our assistance in this regard further fees will be 
payable.  It is up to you to make full disclosure of any incidents relevant to our appointment, that we may 
not be aware of.  You also undertake to make full disclosure to us of all your income and capital gains 
sourced both in Australia and overseas.  There are specific substantiation requirements applicable to work 
related expenses.   
     You agree to pay all our invoices on time and accept if this is not the case we have the right to hold 
your papers etc until all outstanding fees are paid.  Further until payment has been made income tax 
returns will not be lodged with the ATO. 
     If, due to late payment of our account or you do not provide us with all the information necessary for 
us to complete your returns in sufficient time to meet the ATO lodgement requirements you will be 
responsible for any late lodgement penalty. 
     At regular intervals our professional body will perform quality assurance reviews on our clients’ files.  
Unless otherwise advised by yourself, you consent to your files being part of such a quality review.  All 
confidentiality is guaranteed by the reviewer. 
      Should you require a review of work prepared by your previous accountant you will need to enter into 
an additional letter of engagement.  Otherwise we accept any records prepared by your previous 
accountant as correct, we are not responsible for checking their work unless you instruct us to do so. 
       If this is the first time BAN TACS has prepared your income tax return, you give us permission to 
contact your previous accountant for any information we require. 
      Due to recent litigation against accountants there appears to be a clear statement by the courts that 
Accountants must take a holistic approach to their clients needs rather than just deal with taxation issues.  
Add to this laws that prohibit us from advising in other areas and we are caught in a very difficult 
situation.   Accordingly, we ask you to complete the following questionnaire regarding your insurance, 
legal and financial planning commitments.   
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     Thank you for taking the time to complete this document.  We aim to provide the highest standard of 
professional service; our focus is on the concerns of our clients.  If for any reason you feel you have not 
received the service level expected or have an issue to raise, please feel free to discuss with us how this 
problem can be resolved.   
      If you are not satisfied with the result of our discussions you may also seek resolution of the dispute 
through our Professional Body or the Tax Agents’ Board who can be contacted on 1300 362 829. 
      To assist our clients in keeping abreast of the constantly changing tax laws we produce a twice 
monthly Newsflash which is available in the Freebies section of our web site www.bantacs.com.au.   
Please makes sure you skim the headings for any articles that are relevant to you.  You can catch up on 
past Newsflash articles by going to the booklets section and downloading any booklets on topics of 
interest to you.   
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Personal Details 
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Bank Account Details 
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Please Answer ALL Questions  
(this will reduce your accounting expenses) 
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Attachments: 
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Substantiation: 
        Usually a receipt showing the item purchased, the amount, the date and the name of the supplier is 
required to claim a tax deduction for a work related expense.  If there is a private portion of the expense 
the amount claimed will have to be apportioned.  The ATO has made some concessions regarding 
apportionment and expenses that are difficult to receipt.  These are: 
Laundry – You can claim 50 cents per mixed load and $1 per full load of qualifying uniforms or 
protective clothing, up to $150 per year.  Simply work out how many loads you average per week and 
multiply it by the number of weeks you worked. 
Less Than $300 – If you claim less than $300 in work related expenses such as self eduction, tools, 
uniforms, protective items, stationery, union fees etc you do not need to substantiate your claim with 
receipts at all.  Any claim you make for motor vehicle expenses or travel costs (includes tolls and 
parking) is not counted towards the $300 limit. 
Less Than $10 – If each individual expense is less than $10 and the total of all such expenses does not 
exceed $200 you do not need to keep a receipt but must have a diary entry showing the name of the 
supplier, date, amount and a description of the purchase.  This concession also applies if it would be 
unreasonable for the ATO to expect you to keep a receipt such as tolls and parking meters, even when  
they exceed $10. 
Allowances –  Each year the ATO produces a list of what it considers reasonable travel allowances.  If 
your employer pays you an allowance and you do not claim more than the amount listed by the ATO as 
reasonable you do not have to substantiate with receipts the amount you incurred.  But you do have to 
have incurred the expense.  For example don’t try to claim for a motel when their register does not show 
that you stayed there.  On the other hand a diary entry of your food expenses is sufficient.  If you are 
away from home for more than 5 nights you will need to keep a travel diary of what you did each day.  
You can still claim up to the ATO reasonable amount even if your employer paid you less as long as it 
was a bona fide allowance (ie not just $5 per night but sufficient to live off)  
      The ATO also releases what it considers a reasonable overtime meal allowance each year.  Again you 
can claim up to this amount even if your employer pays you less but you must be paid the allowance 
under an award.  
Electricity -  The ATO allows you 26 cents per hour for every hour you are working at home in an office 
separate from the rest of the family.  This covers electricity and maintenance on the room.  You need to 
keep the diary like the sample inside this envelope, for 1 month, showing how much it is used. 
Motor Vehicle -  By keeping a diary, like the sample enclosed, for one month each year you can claim up 
to 5,000 kilometres per vehicle you own.  If you own a car together with another person and it is only 
their name on the registration papers they can complete a declaration of joint ownership so you can claim 
it.  You are also considered to be the owner of a car even if it is registered in the name of another family 
member but you are the one who pays all the expenses relating to it. 
Telephone – To claim STD and mobile calls from your home phone go through one month’s itemised 
account and work out the numbers that are work related.  This percentage of work related calls can be 
applied to the mobile and STD calls in the other months.  Local calls can be apportioned after keeping the 
diary as per the sample enclosed for one month.  Each time you or anyone else makes a local phone call 
simply tick whether it was private or work related.  To claim a portion of the rental look at the overall 
percentage (on dollar value) the work related calls are for the sample month and apply this percentage to 
the rental for all months. 
Mobile Phones – Take a representative phone account and go over each number dialled to determine the 
percentage of calls that are work related.  Apply this percentage to you mobile bills for the year or the 
relevant period if that is shorter.    
Commissioner’s Discretion – If you have sufficient evidence that you have incurred the expense and 
would be have been entitled to a deduction if you had a receipt then the ATO must still allow you the 
deduction but it needs to be beyond doubt that you incurred the expense. 
  


