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Customer / Student Information 													APPENDIX 2



















Tax Invoice 																APPENDIX 3			
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Example : Full Tax Invoice & Simplified Tax Invoice. (Format will give by Swinburne) 							APPENDIX 3Full Tax Invoice

[image: ]Requirement Information

	No.
	Items
	Full Tax Invoice
	Simplified Tax Invoice

	1
	The words “tax invoice” in a prominent place
	/
	-

	2
	Serially tax invoice number
	/
	/

	3
	Date of issuance of the invoice
	/
	/

	4
	Name, address and identification number of the supplier
	/
	/

	5
	Name and address of the person to whom the goods or services are supplied
	/
	-

	6
	A description sufficient to identify the goods or services supplied
	/
	/

	7
	For each description, the quantity of the goods or the extent of the services and the amount payable, excluding tax
	/
	-

	8
	Any discount offered
	/
	/


[image: ]     Simplified Tax Invoice








Debit Note & Credit Note 														APPENDIX 4
Debit Note and Credit Note must contains:
    1) Words “Credit Note” or “Debit Note” in a prominent place
    2) Serial Number and date of issue
    3) Name, address and GST identification number of the supplier
    4) Name and address of customer
    5) Reason of issuance
    6) Description of goods or services
    7) Quantity and amount of each supply
    8) Total amount excluding GST
    9) Rate and amount of GST  (the code shall refer to original supply)
   10) Number and date of the original tax invoice










 








Example : Debit Note & Credit Note (Format will give by Swinburne) 									 APPENDIX 4
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Discount																APPENDIX 5Type of Discounts
I. Discount on Tax Invoice
II. Discount after issuance of Tax Invoice (Usually when student makes payment). Discount after issuance of Tax has to issuance a Credit Note to reduce original supply.





Example : Discount on Tax Invoice						Example : Discount after Tax Invoice
	Particular
	RM

	Rental
	550.00

	Miscellaneous cost
	50.00

	· Discount
	(100.00)

	Total payable
	500.00

	GST 6%
	30.00

	Total Including GST
	530.00


	Particular
	Amount Before GST
	GST Amount
	Amount After GST

	Student fee
	200.00
	0.00
	200.00

	Rental
	400.00
	24.00
	424.00

	Total Payable
	
	624.00







	Particular
	Amount Before GST
	GST Amount
	Amount After GST

	Discount
	96.15
	3.85
	100.00

	Total Payable
	
	100.00











Deposit/Advance payment received													APPENDIX 6

Deposit whether refundable or not refundable or in the form of security given in respect of any supply of goods or services, is not part of the consideration for the supply if it does not form part of the payment for the supply. Generally most deposit payments represent consideration, as the amount paid over is intended by the parties to the contract to be offset against the purchase price once the supply has been made. Such payments fall within the scope of GST and tax must be accounted for on receipt of the deposit.

a) Forfeit deposit
Generally, forfeit deposit is not consideration for any supply because it constitutes a compensation payment for damages due to non-performance of the contract or for breach of contract. However, in some circumstances, the deposit may still be a consideration for a supply. An example would be where a contract involving accommodation of hotel room provides for the letting of a room whether it was occupied or not.
b) Security deposit 
A deposit is taken as security, for example against the safe return of goods on hire or loan, is not consideration for a supply. The terms of the contract under which such a deposit is required will specify that the deposit is refundable to the customer subject to the safe return of the goods
c) Return deposit
Return deposit is not a consideration for any supply because it is not part of payment but a return of money to the customer due to cancellation of the contract between the supplier and customer.





Refund 																	APPENDIX 7· University has to refund the full amount (inclusive GST amount) but it has to issue a Credit Note using the same tax code to get GST amount already declared in the GST report.
· Refundable amount is subject to University. But any refund amount must include GST amount as per credit note.
· If refund due to overpaid, not compulsory to issuance credit note. 

a. Inv No. INV002
b. Date : 20/05/2017
	Item
	Amount Before GST
	GST Amount
	Amount After GST
	GST Code

	Student fee
	1000
	0
	1000
	ES

	Rental
	500
	30
	530
	SR

	Total Payables
	1530
	



Scenario1:
a. Credit Note No. : CN002
b. Date : 15/06/2017
Student had paid the complete 1530 RM. Student has got 10% refund on student fee and the calculation for refund goes as below,
	Item
	Amount Discount
	GST Amount
	Total
	GST Code

	Student fee
	100
	NA
	100
	ES



Scenario 2:
Student had paid the complete 1530 RM. Student has got 10% refund on Rental and the calculation for refund goes as below,
	Item
	Amount Discount
	GST Amount
	Total
	GST Code

	Rental
	50
	3
	53
	SR


Note:
In case of a refund, the GST components needs to be handled as a credit note to the GST ledger. 
[bookmark: _GoBack]Bad Debt Relief																APPENDIX 8 & 9
Adjustments need to be made on the following situations:

· Bad debt due to non-payment
· Bad debt due to insolvency
· Recovery of payment with regards to bad debt


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:
· GST has been paid
· No payment has been received in 6 months from the date of supply
· The debtor has become insolvent before the period of 6 month has elapsed
· Sufficient efforts have been made by him to recover the debt.




The seller has not received any payment
· Claim for the whole of the tax paid
Seller received part payment for taxable supply
· Claim for an amount calculated accordance to this formula





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.





Bad Debt Recovery
When a GST registered business have recovered the amount be it full or partial from their debtor, they must pay back to Customs the GST Tax amount that have claim as Bad Debt Relief earlier. This GST tax amount will be calculated in proportion to the payment recovered from debtor

GST Report															APPENDIX 10
Example : GST Report ( by tax Code)
1.0 Standard Rated (SR)
	Trans Type
	Ref
	Date
	Name
	Item
	Amount
	GST Rate
	GST Amount
	Amount (Inc Tax
	GST Code

	Tax Invoice
	INV001
	11/04/2017
	Aminah
	Rental
	400.00
	6
	24.00
	424.00
	SR

	Credit Note
	CN001
	05/05/2017
	Aminah
	Rental Discount
	-94.34
	6
	-5.66
	-100.00
	SR

	Tax Invoice
	INV002
	20/05/2017
	Ali
	Rental
	500.00
	6
	30.00
	530.00
	SR

	Credit Note
	CN002
	15/06/2017
	Ali
	Refund Rental 10%
	-50.00
	6
	-3.00
	-53.00
	SR

	Sub Total
	755.66
	
	45.34
	801.00
	



2.0 Exempt Supply (ES)
	Trans Type
	Ref
	Date
	Name
	Item
	Amount
	GST Rate
	GST Amount
	Amount (Inc Tax
	GST Code

	Tax Invoice
	INV001
	11/04/2017
	Aminah
	Student fee
	200.00
	0
	0.00
	200.00
	ES

	Credit Note
	CN001
	05/05/2017
	Aminah
	Tution Discount
	-100.00
	0
	-0.00
	-100.00
	ES

	Tax Invoice
	INV002
	20/05/2017
	Ali 
	Student fee
	1,000.00
	0
	0.00
	1,000
	ES

	Credit Note
	CN002
	15/06/2017
	Ali
	Refund Student fee 10%
	-100.00
	0
	-0.00
	-100.00
	ES

	Sub Total
	1,000.00
	0
	0.00
	1,000.00
	


*** System should allow user filter by various options.
Tax Code Table																APPENDIX 11
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Example Tax Code used by Swinburne

	Tax Code
	Tax Rate
	Description

	SR
	6%
	Standard-rated supplies with GST charged. 

	ZRL
	0%
	Local supply of goods or services which are subject to zero rated supplies. 

	OS
	0%
	Out-of-scope supplies under GST legislations. 

	ES
	0%
	Exempt supplies under GST legislations. 

	NS
	0%
	Matters to be treated as neither a supply of goods nor a supply of services, and no GST chargeable. 



*** Tax rate must editable and system should allow user add new tax code in the future.




System Access 															APPENDIX 12, 13 & 14

Access controls to ensure that only authorized users can access, and the authorized users are according to authorized level. The access data also shall according to the permissions given. 
Password control specification shall include into the accounting software. For example is password integrity such as minimum password length, password complexity, password history, etc. 

Data Security Control/Audit Trail
Controls to prevent any editing and deleting of entries originally recorded. Changes to recorded entries should be made by journal entry and be adequately documented with information such as: 
i. Person making modifications 
ii. Date of change 
iii. Previous & Current entry details 


Backup Management

Backup 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. 
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(Mixed Supplies — Standard Rated and Zero Rated with Discounts)

EXTRA MART SDN. BHD.

Lot 123, Jalan Duta, 50568 Kuala Lumpur
Tel: 03-6200 9000

(GST Reg No : 100004/2015)

Customer'sname & address | TAX INVOICE

SUPREMO CAKE SDN. BHD.
No 69, Jalan Tun Razak, 50694 Kuala Lumpur
el: 03-4026 9999

Invoice No: T01114.
une 2015

identifcation
number

Date: 1

Description o
goods supplied
Qv Rm
\ndicatortor | 11 Flour 1kg 000181 50 190
standerd Disc.
ratea supply S Creamy Butter 500gm 000111 0 7%
Disc.
Indicatorfor | ST Philadelphia Cheese 290gm 000119 7 1250
zero rated Disc.
e T 5ago Flour 1kg 000221 31 285
11 Coarse Sugar 1kg 000212 25 230
STinstant Red Yeast 000129 18 430
5T Pandan Paste 30m! 000321 19 510
ST Vanilla paste 30ml 000921 19 510
ttem Count
Total Sales (Excluding GST)
GST payable @ 6% on RM610.00
Total Sales (inclusive of GST) Total amount of 65T

Rate of

CASH Coupon
CASH

TOTAL SAVINGS. AM48.00

Tax
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Taxlnvoice
number-

Tax Invoice No: AD0295
COMFORT PARKING SDN. BHD.
GF1.03, Kompieks Bel:-Beiah,

Date: 25.6.2015

Jalan Kenangan, 41100 Kiang ~
Selangor
{No. 1D GST: 00345612015) Dtz of 128
Tel " 03-33498765 s
Total
Description
")
Parking Fee —3 hours @ RM1 per hour 312

oescrptont 7
pri

e ‘Rounding Adj (0.02)

E

TOTAL AMOUNT DUE 310

65T @ 035 cldod i ol wmos

otal amount of GST
\ harged

orGsT
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KENSTONE (M) SON BHD (211111 U) DEBIT NOTE

15, JALAN CEPAT, KAWASAN PERINDUSTRIAN

TAMPOI, 80370 JOHOR BAHRU JOHOR DN NO: 001
TR:07-20300 DATE: 15 April 2015

GST NO: 90009999
T0:
ALIMAJU CONTRACTOR SDN BHD T T R
NO 20, JALAM TAMAN MAJU, KULALJAYA, o e e e
JOHOR 00No: 5445 | 10001222 | 125033 | 10012014

Description Quantity | Latestprice | value (RM)

Additional order of item No 2 250.00

Total: RM 250.00

REASONS: Additional order of item no 2 6% GST: RM 15.00
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KENSTONE (M) SDN BHD (211111 U)
15, JALAN CEPAT, KAWASAN PERINDUSTRIAN
TAMPOI, 80370 JOHOR BAHRU JOHOR

TEL:07-2323444

CREDIT NOTE

CN NO: 001

DATE: 15 April 2015

T0:
AL MAJU CONTRACTORSDN BHD

NO 20, JALAM TAMAN MAJU, KULAIJAYA,
JOHOR

GST NO: 90009999

YourRefNo. | AccNo. | Taxinvho | oate of nv.

poNo:saas | 10001222 | 120033 | 10012014

item Description quantity | Latestprice | value (RM)
No2 Tiles 100pes | RMS.00 500.00
Total: RM 500.00

REASONS: Damaged Good
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