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	Appendix I
	Checklist
	Remarks

	GENERAL INFOMATION
	
	
	

	1.
	Company information 
I. Business name 	       : Company Name of business user		
II. Business RN	       : Business Registration Number		
III. GST No	                      : GST Registration Number of business user		
IV. Company Address    :Line 1 ,Line 2, Line 3, Postal code, State , Country		
V. Financial Year 	       : Company financial year / financial period 		
VI. Start Date	       : Company financial year start-date 		
VII. End Date	       : Company financial year end-date		
VIII. Currency Code	       : Functional currency used in accounting software (in 3
                                      Char ISO).Empty means functional currency used is
                                     Malaysia Ringgit (MYR)		
IX. Product version	       : Accounting software name and version		
X. GAF Version	       : GST  Audit File (GAF) version number		

	
	
	

	2.
	Taxable Period 
Every taxable person will be assigned a taxable period which will end on 
the last day of the month of any calendar year unless a varied taxable period has 
been assigned.  The category of a taxable period will depend on the amount of 
annual sales:- 

	Annual Sales
	Category
	Taxable Period

	Rm5 Million and above
	A
	One month

	Less than Rm5 Million
	B
	Three month



	
	
	

	3.
	Chart of Account for GST
To produce new chart of account for GST. Example:-
i. Input Tax Account :  Balance Sheet
ii. Out Tax Account :  Balance Sheet
iii. Control Account : Balance Sheet
iv. GST Bad Debt –AR : Balance Sheet
v. GST Bad Debt –AP : Balance Sheet
vi. Deposit Received-GST :Balance Sheet
vii. GST Expenses Account : Profit & Loss
viii. GST Non-Claimable Account :  Profit & Loss

	
	
	

	ACCOUNT RECEIVABLE
	
	
	

	1.
	Customer information 
i. Supplier Id	                 :Unique code for the supplier
ii. Supplier name	                 :Name of supplier
iii. Supplier BRN.	                 :Business Registration No of supplier
iv. Date Gst Status Verified	  :Date GST status last checked
v. Supplier Gst No	                :GST registration number of supplier
vi. Billing Address	                :Line 1 ,Line 2, Line 3, Postal code, State , Country
vii. Shipment Address	 :Line 1 ,Line 2, Line 3, Postal code, State , Country
viii. Telephone 	                :Contact No of supplier
ix. Fax	                              :Fax No of supplier
x. Email	                              :Email of supplier
xi. Website	                :website of supplier

	
	
	

	2.
	Tax invoice
	
	
	

	
	· Full Tax invoice
Tax invoice is an important document with respect to GST. If invoice issued by the supplier does not comply with the GST legislation, the buyer will not be eligible for ITC. Therefore, software developer must ensure their system is able to comply with the GST legislation. The tax invoice must fulfill the following criteria: 
(i) the word ‘tax invoice” in a prominent place; 
(ii) the invoice serial number; 
(iii) the date of issuance of the invoice; 
(iv) the name, address, GST identification number of the supplier 
(v) the name and address of the buyer; 
(vi) the description sufficient to identify the goods or services supplied;
(vii) for each description, the quantity of the goods or the extent of the services and the amount payable, excluding tax; 
(viii) any discount offered; 
(ix) the total amount payable excluding tax, the rate of the tax and the total tax chargeable to be shown separately; 
(x) the total amount payable including the total tax chargeable; and 
(xi) any amount in para (ix) and (x) must be converted into Malaysian currency (MYR) if they expressed in a foreign currency state separately the gross total amount payable in respect of each supply and rate (i.e. separate amount of exempt, zero, standard or other supplies).
	
	
	

	
	· Simplified tax invoice 
Under certain circumstances, some registered persons may find it difficult to issue a full tax invoice to their customers. If the person encounters such difficulty, he may apply to the Director General for approval to issue simplified tax invoice in his business transactions. This invoice can be issued regardless of any amount. A simplified tax invoice can take the form of an invoice, receipt, voucher or any other similar document, as long as it contains the particulars approved by the Director General.
In this case, the Director General may allow such invoice to be issued by the registered person provided the invoice contains the following particulars: 
(a)  the name, address and GST identification number of the supplier; 
(b)  the date of issuance of the tax invoice; 
(c)  the tax invoice serial number; 
(d)  a description sufficient to identify the goods or services supplied; 
(e)  for each description, distinguish the type of supply for zero rate, standard rate and exempt, the quantity of the goods or the extent of the services supplied and the amount payable, including tax; 
(f)  the total amount payable inclusive of total tax chargeable; and 
(g)  the rate of tax and the amount of tax chargeable.
	
	
	
	

	3.
	Debit /credit note
If there are changes in quantity, amount, tax rate or cancellation of transactions, credit note/ debit note must be issued by the related parties (i.e. seller or buyer).
Credit note / debit note must have the following details: 
(i) the words “credit note or “debit note” in prominent place; 
(ii) the serial number and the date of issue; 
(iii) the name, address and GST identification number of the supplier;
(iv) the name and address of the buyer (v) the reason for its issue;
(v) a description which relates to the transactions; 
(vi) the quantity and amount of the transaction;
(vii) the total amount excluding tax; (ix) the rate and amount of tax; and 
(viii) the number and date of the original tax invoice
	
	
	

	4.
	Discount
GST have to calculate after discount. If discount given after tax invoice issue, Credit Note will be apply.

	
	
	

	5.
	Deposit/Advance payment received

Deposit or booking fees as consideration or part payment is subject to GST. The value is included GST. The GST Amount has to declare in the same period.

After Tax Invoice issued, GST amount from Tax Invoice have to minus with GST with Deposit/advance & declare only balance of total invoice in the particular period.  

Deposit or booking fee for secure purpose is not subject to GST.


	
	
	

	6.
	Bad debt relief
A taxable person is entitled to a relief for bad debt on the whole or any part 
of the tax paid by him in respect of a taxable supply if:- 
(a) the person has not received any payment in respect of the taxable 
supply from the debtor six  months from the date of supply or the 
debtor has become insolvent before the period of six months has 
elapsed; and 
(b) sufficient efforts have been made by him to recover the debt. 
The date of supply refers to the date of invoice issued. A person is entitled to 
claim bad debt relief even though the bad debt is not written off from your books. 
It is sufficient if he has some documentary proof to show that some efforts had 
been made to recover the debt. Example of such efforts includes a reminder letter 
or notice to the customer.


Where	
A1 is payment not received for the taxable supply;
B is consideration for the taxable supply; and 
C is the tax due and payable on the taxable supply.



	
	
	

	7.
	Bad debt Recovered
Where a claim for bad debt relief has been made by a taxable person and any payment in respect of the taxable supply for which the tax is payable is subsequently received by the person, the person shall repay to the Director General as his deemed output tax an amount which is calculated as follows:- 

A2 x C 
B 

where A2 is the payment received in respect of the taxable supply; B is the consideration for the taxable supply; and C is the tax due and payable on the taxable supply.


	
	
	

	ACCOUNT PAYABLE
	
	
	

	1.
	Supplier information
i. Supplier Id	                 :Unique code for the supplier
ii. Supplier name                   :Name of supplier
iii. Supplier BRN.	                 :Business Registration No of supplier
iv. Date Gst Status Verified	  :Date GST status last checked
v. Supplier Gst No	                 :GST registration number of supplier
vi. Billing Address	                 :Line 1 ,Line 2, Line 3, Postal code, State , 
                                               Country
vii. Shipment Address	  :Line 1 ,Line 2, Line 3, Postal code, State , 
                                               Country
viii. Telephone 	                 :Contact No of supplier
ix. Fax	                               :Fax No of supplier
x. Email	                               :Email of supplier
xi. Website	                 :website of supplier

	
	
	

	2.
	Supplier Invoice
Data entry from supplier tax invoice. For non-registered person, not GST will be charge. To make sure user will choose the right code for GST.

	
	
	

	3.
	Debit /credit note
If there are changes in quantity, amount, tax rate or cancellation of transactions, credit note/ debit note must be issued by the related parties (i.e. seller or buyer).
Credit note / debit note must have the following details: 
(i) the words “credit note or “debit note” in prominent place; 
(ii) the serial number and the date of issue; 
(iii) the name, address and GST identification number of the supplier;
(iv) the name and address of the buyer (v) the reason for its issue;
(v) a description which relates to the transactions; 
(vi) the quantity and amount of the transaction;
(vii) the total amount excluding tax; 
(viii) (ix) the rate and amount of tax; and the number and date of the original tax invoice
	
	
	

	4.
	Discount received
GST have to calculate after discount. If discount received after tax invoice received for supplier, Credit Note will be apply.

	
	
	

	5.
	Advance payment made
Cannot claim Input Tax without Valid Tax Invoice from supplier although advance payment has been made.
	
	
	

	6.
	Outstanding Invoice more than 6 Month & Input Tax Adjustment
When a taxable person fails to pay his supplier the consideration or any part thereof for the supply of any goods or services made by his supplier to him at the end of the period of six (6) months following the date of invoice issued, he shall deem the amount of the relevant input tax he first credited or refunded to him (the input tax that corresponds to the payment that has not been made), as his output tax. The deemed output tax should be included in his return in the immediate taxable period after the expiry of the six (6) months. 

When the taxable person subsequently pays his debt, he claims the GST paid as his input tax in the taxable period in which the payment is made.

	
	
	

	OTHERS/GENERAL LEDGER/JOURNAL
	
	
	

	1.
	Block input tax
Input tax incurred by a taxable person in respect of the following supplies shall be excluded from any credit under GST:- 

(a) the supply or importation of a passenger motor car; “passenger motor car" means a motor car of a kind normally used on public roads which is constructed or adapted for the carriage of not more than nine passengers inclusive of the driver and the unladen weight of which does not exceed three thousand kilograms.
(b) the hiring of a passenger motor car.
(c) club subscription fee;
 Club subscription fee means any joining fee, subscription fee, membership fee, transfer fee or other consideration charged by any club, association, society or organization established principally for recreational or sporting purposes or by the transferor of the membership of such club, association, society or organization.
(d) medical and personal accident insurance premium or takaful contribution; Medical and personal accident insurance premium or takaful contribution means any payment or contribution towards any of the following insurance contracts or takaful certificates.
(e) medical expenses; Medical expenses mean any medical expenses in connection with the provision of medical treatment to any person employed by a taxable person.
(f) family benefits; Family benefits means any benefits (including hospitality of any kind) provided by the taxable person for the benefit of any person who is the wife, husband, child or relative of any person employed by the taxable person.
(g) entertainment expenses to a person other than employees or existing customers except entertainment expenses incurred by a person who is in the business of providing entertainment.
(h) family benefits; Family benefits means any benefits (including hospitality of any kind) provided by the taxable person for the benefit of any person who is the wife, husband, child or relative of any person employed by the taxable person.

	
	
	 

	2.
	Reverse mechanism (Imported service)
A supplier who does not belong in Malaysia and supplies services to a customer in Malaysia does not have to charge GST. However, the customer who receives the services for the purpose of any business carried on by him is required to account for GST by a reverse charge mechanism. 
 If the recipient is a taxable person, he has to declare both input tax and output tax in his GST return and pay the tax not later than the last day of the following month after the end of his taxable period where the payment for the supply of imported services is made to the supplier.  Below the example Journal Entry
	Account
	Dr Amount
	Cr 
Amount
	Tax Code 
	GST-03

	Vendor account
	10,000
	
	
	5a,6a

	Bank
	
	10,000
	
	

	GST Input Tax
	600
	
	TX
	6b

	GST Output Tax
	
	600
	DS
	5b

	Total
	10,600
	10,600
	
	


  

	
	
	

	3.
	Deemed supply
	
	
	

	
	1. Disposal of asset
	
	
	

	
	2. Disposal of stock
	
	
	

	
	3. Free gift – Gift Rule

	
	
	

	
	4. Private used of business asset

	
	
	

	4.
	21 Days Rules
If tax invoice is issued within 21 days after the basic tax point, then time of supply is the time the tax invoice is issued.  
If received part payment earlier than the issuance of tax invoice, the time of supply is still on issued of invoice. Even though payment is received before tax invoice is issued, it does not alter the tax point and the payment received are not subject to GST.






	
	
	

	Apportionment (for Mix Supply)
	
	
	

	1.
	Partial Exemption & Annual Adjustment
Partial exemption applies to a taxable person who makes both taxable and exempt supplies (mixed supplier) where he has to apportion the residual input tax accordingly. Examples of residual input tax include input tax on rental, utility and telephone.

Eligible to claim full amount of input tax credit if the input tax incurred is attributable to the taxable supplies

Residual input tax – Input tax incurred is neither directly attributable to taxable supplies nor exempt supplies (Example utilities charges)
R = 





R	   = Provisional residual input tax recovery rate (IRR)
t	   = Total value of total taxable supplies
e	   = Total value of total exempt supplies
o1   = Total value of total excluded amount (taxable capital assets, Self-recipient accounting & reverse charges mech. is made by recipient)
o2   = Total value of total excluded amount (taxable capital assets, Self-recipient accounting, reverse charges mech. is made by recipient & Exempted capital assets)

A recovery of residual input tax is only provisional. The proportion recovered may not be reflective due to fluctuations in supplies from one (1) taxable period to another. To overcome this shortcoming, a mixed supplier is required to make an annual adjustment so as to ascertain whether there has been any over-deduction or under-deduction of residual input tax provisionally deducted over the whole tax year



	
	
	

	2.
	Capital goods Acquisition & Adjustment

Generally, a taxable person is eligible to claim input tax credit on all taxable supply of goods including capital goods acquired in the course or furtherance of his business. Input tax can be claimed in full if the taxable person is making wholly taxable supplies. However, if the taxable person is a mixed supplier, he can only claim the input tax which is attributable to his taxable supplies. In such situation, Capital Goods Adjustment (CGA) must be used to make adjustments to his initial input tax claim on a capital item when the capital item is used for making both taxable and exempt supplies

The initial input tax claim is only provisional. However, adjustment is necessary if there is a change in the proportion of taxable use for the remaining adjustment period. The adjustment period for land and building is ten (10) years whereas adjustment for goods other than land and building is limited to five (5) years



	
	
	

	GOOD S & SERVICES TAX (GST)
	
	
	

	1.
	GST Report 
Able to view according to tax code.



	
	
	

	2.
	GST -03 (GST Return)
Able to produce GST-03 report with correct mapping GST Code. Below the mapping GST Code with GST-03







	
Customs Tax code
	GST-03 Mapping

	
	
GST Base Field
	GST Tax
Field

	TX
	6a
	6b

	TX-CG
	6a, 16
	6b

	IM
	6a
	6b

	IS
	14
	15

	BL
	
	

	NR
	
	

	ZP
	
	

	EP
	
	

	OP
	
	

	TX-IES
	6a
	6b

	TX-ES
	6a( De Minimis Rule is fulfilled) 6b

	TX-RE
	6a (Full Amount)
	6b (Taxable Only)

	RP
	
	

	GP
	
	

	AJP
	
	6b

	AJS
	
	5b

	SR
	5a
	5b

	ZRL
	10
	

	NTX
	10
	

	ZDA
	11
	

	ZRE
	11
	

	IES
	12
	

	DS
	5a
	5b

	OS
	
	

	OS-TXM
	
	

	NS
	
	

	ES
	12
	

	RS
	13
	

	GS
	
	

	AJP-BDRF
	17 (Inclusive GST)
	6b

	AJS-BDRV
	18 (Inclusive GST)
	5b





	
	
	

	3.
	GST Tap Return File Format (Online)
Accounting software should allow users to easily obtain the necessary information required for periodic filing of GST tax returns. For example, the accounting software should be able to generate report containing all the data elements required for the GST electronic submission. (Example file format. c1|c2|c3|c4|b5|c6|c7|c8|c9|c10|c11|c12|c13|i14|c15|i16|c17|i18|c19|i20|c21|i22|c23|c24). 
	
	
	

	4.
	GST Code Setup / Table
i. Tax type	     :Tax type for look-up in tables (GST should be one of the
                                   tax types)		
ii. Description	     :Description of tax type		
iii. Tax code detail	     :		
iv. Tax code	     :Tax code for lookup in tables		
v. Tax percentage	     :Tax percentage		
vi. Description	     :Description		

	
	
	

	FINANCIAL STATEMENTS 
	
	
	

	1.
	Profit and loss
	
	
	

	2.
	Balance Sheet
	
	
	

	OTHERS  
	
	
	

	1.
	Adequate internal Control
Software developers are required to ensure that internal controls within the accounting software are able to perform preventive, restorative and corrective functions. In other words, it is able to detect errors and prevent reversal of errors that have been processed in the system
i) System Access
ii) Data Capture
iii) Data Security Control
	
	
	

	2.
	Audit Trail
The accounting software should allow the user to trace the information in a tax return and reconcile with the accounting and business records. Hence, it is important that the accounting software provides the auditor with adequate audit trail to understand the flow of events and if necessary, to reconstruct the events. The system must not allow anyone to amend data in the system without creating the necessary audit trails. Audit trails must be organized according to the date and time of the events
	
	
	

	3.
	Backup Management
Back up controls to guarantee retention of back-up copies of electronic records, computer programs, system documentation and recovery of electronic records in case of system failure.
	
	
	

	4.
	GAF File
[bookmark: _GoBack]JKDM will conduct periodic audits to ensure that tax returns are being prepared correctly. For this purpose, businesses may be required to submit detailed breakdown of their business transactions. Submitting this information electronically will save time and cost for businesses. It is crucial that the detailed information transmitted between MyGST and businesses are complete, accurate and in a format that is readable by MyGST. Hence, it is recommended that software developers design their accounting software to generate a GAF. The GAF is a file containing a standard set of accounting information. Businesses should be given the flexibility of selecting the time period for which the GAF is required.
	
	
	

	5.
	User Guide for the software
The accounting software should have proper documentation that allows its users and auditors to operate and understand the accounting software easily. Examples on delivery of such documentation can include printed manuals, system based help files and online help.
	
	
	

	6.
	Currency Convection
Purchase
The software should allow the capture of Malaysia Ringgit equivalent value of GST when the supplier’s tax invoice is denominated in a foreign currency using the exchange rate indicated by the supplier. 
Sale
For companies not using Malaysia Ringgit (MYR) as its functional currency, the software should be capable of converting the value of supply and output tax into Malaysia Ringgit (MYR) currency based on prevailing exchange rate for GST reporting purposes. 


	
	
	

	7.
	
	
	
	

	8.
	
	
	
	

	9.
	
	
	
	

	10.
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