Fund Details

	Name of fund:


	

	Address:


	

	Name of corporate trustee: (if applicable)
	

	ABN:

(if applicable)
	

	Name of individual trustees / director(s) of the trustee company:
	1. 

	
	2. 



	
	3.



	
	4.



	Name of member:


	Date of birth:
	Date of entry:

	1. 


	   /     / 
	     /   / 

	2. 


	    /    / 
	     /   / 

	3.


	     /     /
	     /     /

	4.


	     /     /
	     /     /

	Are any of the members in an employee – employer relationship (who are not related)?
	
	

	
	
	

	Details of any other information that is relevant:

	


Work Paper Index
	Draft Financial Statements with comparatives including:
	WP           Ref

	1. Statement of financial position (Balance Sheet)
	

	2. Statement of comprehensive income (P&L)
	

	3. Signed Trustee declaration,
	

	4. Members statements for all members
	

	5. Asset summary report

	

	6. Asset income report
	

	7. Asset movement report
	

	8. Asset disposal report
	

	9. Cash flow statement (if available)
	

	10. General ledger, general journals and trial balance
	


	Income tax:
	WP           Ref

	1. Draft SMSF Annual Return


	

	2. Reconciliation of accounting profit to taxable income
	

	3. Reconciliation of provision for future Income tax benefit or deferred tax
	

	4. ATO Integrated Client Account summary
	


	Regulatory documents:

	WP           Ref

	1. Signed Trustee representation letter

	

	2. Signed Audit engagement letter
	

	3. Prior year Signed Audit Report and financial statements, outstanding matters letter, Contravention report if any (only for first year audit by BCS)
	

	4. Current Investment Strategy

	

	5. Signed Trust Deed with amendments 
	

	6. Copy of the ATO acknowledgment that the fund is a regulated fund
	

	7. Signed Trustee minutes of Meetings
	

	8. ASIC Company Statement for trustee company (if applicable)
	


	Accounting documents:
	WP           Ref

	Bank
	

	1. Bank and financial institution statements for all accounts and investments for the whole year & subsequent period
	

	2. Fixed Interest Securities as at 30 June
	

	3. Bank reconciliation as at 30 June
	

	4. Financial institution confirmation confirming ownership and value as at 30 June 
	

	
	

	Listed Shares / Unit Trusts
	

	1. Current HIN / SRN and postcode
	

	2. Supporting documents evidencing holding and ownership of all investments eg holding statements, share and unit certificates.
	

	3. Supporting documents for all receipt and payment items including:
	

	· Broker’s statements
	

	· Dividend statements / Distribution statements
	

	· Purchase and sale of assets documentation including broker buy and sell contract / transaction statements etc.
	

	
	

	Managed Investments / Wrap Accounts
	

	1. Annual statements from fund manager / wrap provider confirming ownership and value
	

	2. Copy of signed audit report for each wrap account provider
	


	Related party investments
	WP           Ref

	1. Financial statements and income tax returns
	

	2. Unit or share certificates 
	

	3. Documents supporting the title and valuation of the underlying assets. If the asset is property, please refer to the real estate section below for required information.
	

	4. Dividend statements / trust distribution statements for each investment
	

	5. Copy of election made in accordance with section 71E (if applicable)
	

	6. Documentation to support that the in-house asset rules and the sole purpose test of the SIS Legislation have not been contravened.
	

	7. Evidence supporting the existence of pre 11/8/99 unit trusts eg Trust deed
	

	
	

	Real Estate Properties
	

	1. Purchase/sale contract / solicitors settlement letters (if purchased or sold during the year)
	

	2. Council rate notices
	

	3. Declaration of trust confirming that property is held for the fund
	

	4. Title deed / title search for real estate properties (if unattainable, please provide the DP number in order for AC to conduct a title search at an extra cost)
	

	5. Building Insurance Policy
	

	6. Valuation / real estate agent appraisal for real estate properties (valid for 3 years). If not independent, confirm compliance with the ATO Superannuation Circular 2003/1
	

	7. Rental Lease agreement and rental statements (if applicable). If leased to a related party, please provide evidence to support the property is rented at market rates.
	

	8. Invoices relating to expenses and or statements from real estate agent.
	

	9. Depreciation schedules (if applicable)
	

	
	

	Unusual investments including Artwork, Wine, Coins and other Collectibles
	

	1. Documents confirming ownership including Purchase and sale contracts (even if acquired prior periods)
	

	2. Insurance policies
	

	3. Independent Valuation. If not independent, confirm compliance with the ATO Superannuation Circular 2003/1
	

	4. Details of storage location and confirmation from the trustee that no related party uses or obtains any personal benefit from the asset. 
	

	5. Lease agreement (if applicable). If leased to a related party, please provide evidence to support the property is rented at market rates.
	

	
	

	Loans
	

	1. Signed loan agreements
	

	2. Loan balance confirmation as at year end where the fund has lent monies to any parties.
	

	3. Details of the borrower’s relationship with the SMSF
	

	
	

	Instalment Warrants
	

	1. Limited recourse loan agreement between the super fund trustee and the lender
	

	2. Instalment warrant trust deed for the property owner noting the super fund as the beneficiary
	

	3. Investment strategy
	

	4. Asset purchase contract, lease, and property management agreements
	

	5. Title deed search, appraisal / valuation of the asset purchased
	

	6. Trustees signed minutes of meetings authorising the transaction
	

	7. Security documents and personal guarantees
	

	8. Product disclosure statement (if available)
	


	Contributions/Transfers In
	WP           Ref

	1. Rollover statements
	

	2. Documentary evidence to support the work test for members over the age of 65 and still contributing to superannuation (Sample confirmation below)
	

	3. Section 290 – 170 signed notice of intent to claim deductible contributions 
	

	
	

	Benefits Paid/Transfers Out
	

	1. Pension payment working papers including minimum calculations, exempt income calculations and segregated assets 
	

	2. Signed Actuarial certificate certifying exempt pension income or defined pension
	

	3. Minutes documenting withdrawals
	

	4. PAYG payment summaries, ETP statements for benefits paid
	

	5. Rollover statements
	

	6. Documentary evidence to support that the member has met a condition of release if benefits withdrawn before 65 (Sample confirmation below)
	

	7. If death benefit paid, death benefit nominations and trustee minutes documenting the payment of the death benefits
	

	
	

	Contribution Splitting
	

	1. Application for contribution splitting.
	

	2. Computation of the contribution splitting amount.
	

	3. Confirmation from the trustees by way of a minute that the provisions of Regulations 6.44(1) and 6.42 of the SIS Act relating to the definition of splittable contribution are not contravened.
	

	4. Copy of the ETP statement relating to the contribution splitting.
	

	
	

	Other documents
	

	1. Life insurance and other policies confirming owner, life insured, cover and premiums
	

	2. Invoices supporting any expenses (other than noted above) paid from the fund
	

	
	


Work Test Declaration 

(Members aged between 65 and 74)

<Date> 

<Name of SMSF> 

<Address> 

<Address> 

Dear Trustees, 

Please be advised that I am aged 65 and 74 inclusive and have satisfied the work test requirement of being gainfully employed for at least 40 hours in a 30 day period in the <year> financial year.  Accordingly, the fund can accept my employer and personal superannuation contributions listed below. 

Yours faithfully, 

<Name of Member> 

Additional information: 

Date of Birth: ................./............................../.......................... 

Total employer superannuation contributions:  $.................... 

Total personal superannuation contributions:    $.................... 

Retirement Declaration
(Members aged between 55 – 59 inclusive) 

<Date> 

<Name of SMSF> 

<Address> 

<Address> 

Dear Trustees, 

Please be advised that I am currently 55 years of age or more, and have ceased gainful employment (including self employment). I do not intend to ever take up gainful employment for ten or more hours per week. 

I have therefore reached my preservation age and have met the condition of release allowing my superannuation benefits to be classified as unrestricted non-preserved. 

Yours faithfully, 

<Name of Member>

Additional information: 

Date of Birth: ........................................................ 

Employment Cessation Date:.................................. 

Letter from employer provided? Yes / No 

Retirement Declaration 

(Members aged between 60 – 64 inclusive)

<Date> 

<Name of SMSF> 

<Address> 

<Address> 

Dear Trustees, 

Please be advised that I am currently 60 years of age or more, and the arrangement under which I was gainfully employed ceased after my 60 birthday.  

I have therefore now met the condition of release allowing my superannuation benefits to be classified as unrestricted non-preserved. 

 Yours faithfully, 

<Name of Member> 

 Additional information: 

 Date of Birth: ........................................................ 

 Employment Cessation Date:.................................. 

 Letter from employer provided? Yes / No 
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