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BAS RECONCILIATION
Advice to Schools RE Reconciliation of ATO Running Balance Account
This briefing provides advice to Schools for dealing with the implications of errors or corrections in the BAS.

For details of the process that Schools should follow to complete the BAS, please refer to the DE&T Victorian Government School’s “10 Minute BAS School” document (see Attachment).

Once the BAS has been lodged with the ATO through the ECI, schools should be diligent in ensuring that the BAS refund or payment is processed correctly.  

Generally, payments to the ATO are processed correctly as the CASES21 system automatically produces a cheque payable to the ATO for the net BAS payment required.  However, issues can sometimes arise in relation to the processing of BAS refunds.

Identifying Discrepancies in the BAS Finalisation Process

The first sign of “trouble” with the BAS process is the Bank reconciliation.  If there has been an error during the BAS processing and finalisation process, the Bank reconciliation report will not balance.

If the BAS process has caused an error, the error will be identified by either:

· The ATO paying a refund to the School bank account which is different to the BAS refund that is expected by CASES21; or

· The ATO does not pay a refund, when CASES21 expects a BAS refund to be paid.

In both of these cases, under no circumstances should the School process a journal to “correct” the Bank Rec imbalance.

The correct process is that the School needs to correct the underlying discrepancy in the BAS finalisation process, rather than just “journal away the problem”.

Generally, it will be preferable to correct the underlying problem, prior to lodging any more BASs.  That is, a BM should not lodge the next BAS until the errors is corrected.  This is because the next monthly BAS could compound the error, or at least duplicate it and there may be General Interest Charge which will increase daily.
Correcting a Discrepancy in the BAS Finalisation Process

Once the School has identified a discrepancy in the BAS finalisation process, the first step is to obtain a copy of its Running Balance Account from the ATO.  

The Running Balance Account is the Itemised Account of the School’s tax transactions with the ATO.  (Refer to pages 8 - 10 of Attachment 2 for an example of a Running Balance Account report from the ATO business portal.)  When a School lodges a BAS calculating that a refund is due to the School, this shows as a Credit on the Running Balance Account.  This creates a liability from the ATO to the School.  When the ATO pays the refund to the School’s bank account, this is shown as a Debit on the Running Balance Account.  This payment from the ATO clears the liability which arose from the BAS lodgement.  

The School can download its Running Balance Account from the ATO’s Business Portal.  Schools will need to ensure they have a digital certificate from the ATO to access the Business Portal.

The CASES 21 End of Year process guide recommends that all Schools download their Running Balance Account from the ATO business portal website and should ensure that this balances to zero. 

Once the School has downloaded/printed its Running Balance Account it should compare the Running Balance Account entries for each month with the monthly BAS reports which are produced by CASES21.

These should reconcile exactly.  Where the amounts are not the same, then the School needs to identify why the Running Balance Account does not balance.

Some of the common errors have been:

· Incorrect transposition of numbers from the CASES21 report into the ECI BAS.  For example, entering the previous month’s BAS data;

· Omission of the PAYG withholding payment from the ECI BAS;

· An unrelated, separate discrepancy or debt to the ATO, which the Ato has offset against a BAS refund.

Under ATO policies, the ATO is able to offset a BAS refund against a separate debt to the ATO.  So where a BAS refund is due to the School (and the School has a separate debt to the ATO), the ATO is able to hold the BAS refund and use it to offset the other debt.  So if a School is expecting a refund and doesn’t receive it, then the ATO may have held the refund to offset another debt.  The School may not even know if it has a separate debt.
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You should contact the ATO on 137286 if you need to apply for an ATO digital certificate.
Process for Printing and Reconciling the ATO Running Balance Account or Integrated Client Account and Amending Previous BASs
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A School will need a digital certificate to access its details on the ATO Business Portal.  The Business Manager will need to know the username and password to access the site and will need to use the computer on which the School’s digital certificate is saved.


Choose “Account details” to print out the Running Balance Account or Itemised Account details.  BM will need to choose the appropriate date range.


The BM needs to confirm the closing balance (should be zero or maybe small credit) and if necessary reconcile the Running Balance Account.  The BM may need to go back in time to a point where the RBA was balanced to zero.  Then it will be necessary to check each BAS and each payment/refund to identify where the imbalance has occurred.  It is then necessary to identify why the imbalance has occurred.


Some reasons for the imbalance could be:

· BM transposition error from C21 report onto BAS

· Omission of PAYG w/holding or other tax from BAS

· ATO offsets BAS refund with unrelated tax debt

Go back to the ATO’s Business Portal and choose “Activity Statement”.  Go to “History” and choose the appropriate period for the BAS(s) which need to be changed.  View the historic BAS and then click “Revise Activity Statement”.  This will then open up the historic BAS and will allow the BM to change the details of the BAS (ie G1, G3, W1 etc).  Once you tab off the last entry field it will automatically calculate.  You only need to click on Recalculate Totals if changing the figures just entered.
Once the correct BAS has been submitted, the ATO will process the BAS and the Running Balance Account will be adjusted.  If it turns out that the School owes the ATO as a result of the correction, General Interest Charge may be payable.  This could total a large amount if the correction is a big adjustment or the correction is a long time ago.  As such, the BM should liaise with the ATO early in the process to try to avoid any General Interest Charge.

Note: it is preferable not to process any further BASs until the reconciliation has been performed and errors corrected.  Continuing to process monthly BASs may amplify the error and/or GIC may be accruing.

Log onto ATO Business Portal


www.bp.ato.gov.au





Print out the School’s Running Balance Account or Integrated Client Account








Reconcile the School’s Running Balance Account or Integrated Client Account





Identify the reason for the RBA Imbalance





Correct the reason for the RBA Imbalance





Liaise with the ATO early to avoid General Interest Charge
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