4/20/25

3 | THE INSTITUTE
oF CERTIFIED
BOOKKEEPERS

OMS & the new TASA - Series May 2025

#2. Records a Bookkeeper must keep
2a — The Explanation of TASA

Copyright © 2025 Institute of Certified Bookkeepers Ltd.

All rights reserved.

No part of this manual maybe reproduced or copied in any form or by any means

(graphic, electronic or mechanical, including photocopying or by information retrieval systems)

without permission in writing from Institute of Certified Bookkeepers.

ICB may take legal action against a person who infringes on their copyright through

unauthorised copying.

ICB makes every reasonable effort to ensure that all technical and legislative information quoted

in this manual is correct at the time of publication. |C B
4;@.

he Institute of Certified Baokkeepers




4/20/25

Agenda

2a — The Explanation from TASA
2b — The TASA Must do....

Disclosures to the Clients

Policy Statement

2¢c — The Practical Solutions

Engagement Letter

Records

Context ICBx2%

QMS Part 1

The records you must keep
The system you have to ensure you know what records to keep
The system you have to create the right records

Setting you up to comply




4/20/25

] |C B

https://www.tpb.gov.au/obligation-keep-proper-client-records

Te Institute of Certified Bookkeepers

_ Contact us ©Q Search the register

TAX
PRACTITIONERS
BOARD
Home Aboutus Forconsumers For tax practitioners Board investigations  News and events

Obligation to keep proper client records

A/ Fortax practitioners / Maintain your registration / Code of Professional Conduct / The Code Determination / Obligation to keep proper client records.

TPB Information sheet
TPB(l) 47/2024 Under sectin 30 of he Tax Agen Senices (Godeof ProessinslConduct) Oetemination 2024 (Code

For tax practitioners Determination), you must keep records that correctly record the tax agent or BAS services you have provided,
or thatare provided on your behalf, o each of your clents (including former clients)

Obligation to keep proper client records of tax Overview P
agent services provided
Apply to register [ « be in English, or readily accessible and easily translated to English
Contents About registered tax « be retained for at least 5 years after the service has been provided
. [+
practitioner symbol + show the nature, scope and outcome o the tax agent or BAS senvice provided
ot 5 Maintain your . « refer to information you considered in providing the tax agent or BAS service
registration « include all advice received from the client
Background 3 . )
Continuing professional o « include all advice provided to the client, and for more complex matters:
5 education the relevant facts
Obligation to keep proper client records 6 Professional indemnity < assumptions and reasoning that formed the basis of any advice provided (including the basis and
insurance the method of any calcultions, determinations,or estimates used),
Interaction wih clent obigations t keep and etan tax records ”
Personal tax obligations ‘This obligation applies to each tax agent or BAS service that you provide to your client. For further information
Related 18 on whattax agent and BAS servces include, efer o
Fit and proper requirements
Case stues, 19 « Tax agent services
Code of Professional ° T
Conduct

“This obliaation does not ust refer to keeoina or retainina records but also extends to makina or creatina

The TPB.does not expect registered tax practitioners to record‘every

@elating to a Tax Agent service, ensuring the recordkeeping is not
overly burdensome, onerous and costly. It is al€Q unnecessary to

@cate the general accounting@of a client that a registered tax

practitioner obtained or used to provide a Tax agent service.

‘““does not expect.....every detail

”unnecessary to duplicate accounting records”




>34 TPB Requires Client Engagement Records

SA - Keep Proper Records of Services Provided

Extract - TPB Information sheet: TPB(1) 47/2024 Obligation to keep proper client records of tax agent
services provided - TPB Issued 23rd December 2024

2 Why
Explains and evidences the actions, decisions and advice of that registered tax practitioner.

Consistency and certainty of practices across the sector.

What

Clients must still comply with their Record Keeping Requirements.

Agent must record (TPB is about the Agent services provided):

Client details - name, contact information, date of birth, bank and employment details.

w

Letters of engagement or similar.

Proof of identity or client verification checks undertaken.

Relevant authorising documentation for representatives of clients.

Client permissions (including consent to disclose client information).

Agreements to offshore or outsource services, including confidentiality agreements.

4 Explain the service provided to the client, or steps taken, including:
Who the service was provided to (details of which client or former client).
Where appropriate, why the service was provided, including details of relevant tax
obligations involved.
Who the service was provided by.
When the service was provided, including key dates.
Date that the record was made and the date of any modifications.
Show the nature, scope and outcome of the service provided.
Reference information reasonably considered.
Records that reference or describe information exchanged with the client, including advice
received from the client.
Records of steps taken to ascertain the client’s state of affairs, including records of source
documents sighted or reviewed.
Facts, assumptions, and reasoning underpin any advice provided to the client in complicated
matters.
6 © How liabil
out.
© Any advice or opinion provided to the client.
Any dealings with the ATO.
. seeking review and
lodgement with the ATO.
® Client communications and records of discussion with the client, including requests for further
7 information and responses. All advice received or provided to the client in writing or orally (note
what has been discussed).

oo

©00000

°

o

ies, obligations or entitlements of a client under a taxation law have been worked

o

the client of priorto
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Key communications with third parties, including the ATO and other government agencies.

Taxinvoices issued to the client evidencing the agent services provided.
Records that a client must keep and retain under a taxation law, where the record is:
o Essential to explaining or evidencing an essential part or element of the agent service
provided to the client (or steps taken to provide the service); and/or

.
® Copies of advice received from third party advisers or consultants.
.

itute of Certified Bookkeepers
.

© Subject to a recordkeeping agreement between the registered tax practitioner and client, in
which the registered tax practitioner has agreed to keep and retain the record for the client.

© Records evidencing the receipt and handling of money or property held in trust and
disbursement instructions and authorities in connection with the provision of the Tax Agent

service.

Other records that evidence compliance or non-compliance with the Code as it relates to the

provision of tax agent services to clients.

o

The TPB does not expect registered tax practitioners to record every detail relating to a tax agent
service. ... ensuring the ing is not overty d costly. ... Itis also not
necessary to duplicate the general accounting records of a client that a registered tax practitioner
obtained or used to provide a tax agent service.

When

Tax Agent Service (including BAS Service) has been provided and completed by the Agent or on their
behalf.

How

The records must:
® BeinEnglish or readily accessible and easily convertible into English.
@ Securely in paper or electronic form.
® Be retained for at least 5 years after the service has been provided.

Adequate procedures, policies, systems, and controls must be in place to protect the security and
confidentiality of client records, ensure client information is not compromised, and mitigate the risk of
identity theft, fraud, financial loss, and reputational damage.

The TFN Rule further requires that TFN recipients must take reasonable steps to protect TFN
information from, amongst other things, unauthorised access, use, modification or disclosure.

Who

For each client, including former clients.

Agents must have a clear understanding with their clients about what records the registered tax
practitioner will keep in order to comply with their obligations .. and what records their clients must
keep to comply with their obligations under the taxation laws more generally.

The Records You Must Keep 35

TPB Requires Client Engagement Records

The Institute of Certified Baok!

TASA - Keep Proper Records of Services Provided

Extract - TPB Information sheet: TPB(I) 47/2024 Obligation to keep proper client records of tax agent

services provided - TPB Issued 23rd December 2024

Why?

Explains and evidences the actions, decisions and advice of that registered tax

practitioner.

Consistency and certainty of practices across the sector.

|CB#e%
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What

Clients must still comply with their Record Keeping Requirements.

Agent must record (TPB is about the Agent services provided):
Client details — name, contact information, date of birth, bank and
employment details.
Letters of engagement or similar.
Proof of identity or client verification checks undertaken.
Relevant authorising documentation for representatives of clients.
Client permissions (including consent to disclose client information).
Agreements to offshore or outsource services, including

confidentiality agreements.

Explain the service provided to the client, or steps taken, including:
Any dealings with the ATO.

Who the service was provided to (details of which client or former

_

client).
Where appropriate, why the service was provided, including detaild of
relevant tax obligations involved.
Who the service was provided by. I
When the service was provided, including key dates. - =
Date that the record was made and the date of any modifications. |  §
Show the nature, scope and outcome of the service provided.
Reference information reasonably considered.

Records that reference or describe information exchanged with the

client, including advice received from the client. i m—

==
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What (continued)

...Explain the service provided to the client, or steps taken, including:

Records of steps taken to ascertain the client’s state of affairs,

including records of source documents sighted or reviewed.

Facts, assumptions, and reasoning underpin any advice provided to = ==

the client in complicated matters.

How liabilities, obligations or entitlements of a client under a taxation
law have been worked out.
Any advice or opinion provided to the client.

Communications seeking review and approval/authority of the client

of documentation prior to lodgement with the ATO.

What (continued) |CB

...Explain the service provided to the client, or steps taken, including:

Client communications and records of discussion with the client, including
requests for further information and responses. All advice received or
provided to the client in writing or orally (note what has been discussed).
Key communications with third parties, including the ATO and other
government agencies.

Copies of advice received from third party advisers or consultants.

Tax invoices issued to the client evidencing the agent services provided.
Records that a client must keep and retain under a taxation law, where the

record is:
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What (continued
Records that & client must keep and)retain under a taxation law,

where the record is:

Essential to explaining or evidencing an essential part or element of the agent
service provided to the client (or steps taken to provide the service); and/or
Subject to a recordkeeping agreement between the registered tax practitioner
and client, in which the registered tax practitioner has agreed to keep and
retain the record for the client.

Records evidencing the receipt and handling of money or property held in
trust and disbursement instructions and authorities in connection with the
provision of the Tax Agent service.

Other records that evidence compliance or non-compliance with the Code as it

relates to the provision of tax agent services to clients.

When |CB

Tax Agent Service (including BAS Service) has been provided and completed
by the Agent or on their behalf.

How

The records must:

Be in English or readily accessible and easily convertible into English.

Securely in paper or electronic form.

Be retained for at least 5 years after the service has been provided.
Adequate procedures, policies, systems, and controls must be in place to
protect the security and confidentiality of client records, ensure client
information is not compromised, and mitigate the risk of identity theft, fraud,
financial loss, and reputational damage.

TFN recipients must take reasonable steps to protect TFN information from,

amongst other things, unauthorised access, use, modification or disclosure.
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Who
For each client, including former clients.
Agents must have a clear understanding with their clients about what records
the registered tax practitioner will keep in order to comply with their obligations
and what records their clients must keep to comply with their obligations under

the taxation laws more generally.

Where did this fit into the QMS?

&

ICB Quality Management System - Outline

31 March 2025

OUTLINE

rds a Bookkeeper must keep
What we Do The Explanation from TASA

L=

Who we do it for

How We do it

How we prove it

Who we are
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