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���������������� ���!����"����������������� ���!����"����������������� ���!����"����������������� ���!����"�   
Our team are experienced in all areas of GST.  If you are unsure at any time about 
how GST fits into the daily running of your business – just call! 

�

�"�#��"�#��"�#��"�#�"���$��$%���������&������!����"���$��$%���������&������!����"���$��$%���������&������!����"���$��$%���������&������!����   
These are prepared annually for the purpose of calculating taxable income. Financial 
statements are also prepared for other purposes such as for the bank or for 
prospective purchasers of the business. Work is charged on a time and cost basis to 
industry standards to ensure it meets IRD audit requirements.  

����

��'�����"����'�����"����'�����"����'�����"��    
These are prepared for all entities based on reports produced. We complete returns 
for individuals, companies, partnerships and trusts. Assessments from the IRD come 
back to our office and are checked against the return filed unless you choose to 
receive your IRD mail directly. 

����

��'���(!�����)!�����"���$���'���(!�����)!�����"���$���'���(!�����)!�����"���$���'���(!�����)!�����"���$�  
Reminders are sent out for tax payments as they fall due.  This time is charged on 
your next annual invoice.   We also assist with negotiations with the IRD to pay any 
arrears or to set up payment plans if you are unable to pay taxes on their due date.  

����

����"������$!#&�������$"*����"������$!#&�������$"*����"������$!#&�������$"*����"������$!#&�������$"*   
   This includes returns for FBT, PAYE, RWT & GST. 
 
	���%&$���$"������	���%&$���$"������	���%&$���$"������	���%&$���$"��������

These are prepared to help plan for the future.  Often the bank requires one to 
reassure them you are able to operate within your banking facilities.  

 
���������	$������+���##$"����������	$������+���##$"����������	$������+���##$"����������	$������+���##$"��

This includes help with internal record keeping systems, business communication,  
employee/employer queries, long-term planning, marketing, money management and 
general business systems and direction.  

 
���*&��*����*&��*����*&��*����*&��*�� ���

Banklink is an easy to use internet based software computer programme we use to 
prepare your GST returns, give you monthly profit reports including management 
support as required.  If you have a computer with internet access, you also have the 
option of downloading Banklink and preparing your own GST returns and monthly 
reports.  This package has a fluctuating monthly price dependant on your individual 
requirements and transaction volume. You can also electronically send us your data 
for your end of year financial statements. 
 

������������������������������������������!������##$"�������!������##$"�������!������##$"�������!������##$"��
As you need support in the management of your business, contact us – we are 
available to help you with all management aspects.  
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���*&��*�	&��������*&��*�	&��������*&��*�	&��������*&��*�	&����� : 

If we assist you in the management of monthly banklink reports, you will be 
invoiced each month based on time taken.  

�&&�����"�,$"*-�&&�����"�,$"*-�&&�����"�,$"*-�&&�����"�,$"*-� ���
We do give credit to the 20th of the month following the month an invoice is dated. 
If you feel you cannot meet this deadline it is important to tell us as soon as possible 
(preferably before we start your accounts) so we can establish a payment programme 
agreeable to both parties. 

 
   However we do offer the following discount:  

·  ....////  if paid within 7 days of the invoice date 
 
Pay as the work is being done is an option also available to help spread the payments. 
To activate this option please talk to your client manager when your records are sent 
into the office so a suitable plan can be set in place. 
 
We also reserve the right to add collection fees and interest to any overdue 
accounts as per our engagement letter. 
 

 
We charge high interest on overdue accounts.  Please don’t ask us to do your work 
unless you can pay. Call Donna or Sarah to discuss if this is an issue for you.  
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1. Provide the best, most efficient product or service 
2. Effective marketing 
3. Regular financial reporting 

 

Remember to keep these in mind at all times and your business will BOOM! 
�
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A business plan is a management tool designed to gather all of the elements to starting 
and running a business. Set out below are some headings for the type of issues dealt 
with in a business plan. Use these as a guide to preparing yours. Remember to revisit 
the plan regularly to monitor and develop. 
 

����������&���0��)��������������&���0��)��������������&���0��)��������������&���0��)����� ���
 

1. Introduction 
 

2. The Service 
 

3. The Market 
                                Market Research 
                                Competition 
 

4. Marketing Plan 
                                Customer Segmentation 
                                Pricing 
                                Presentation 
                                Sales Promotion 
                                Advertising 
                                Public Relations 
 

5. Financial Information 
                                Capital Expenditure 
                                Financial Forecasts 

* Profit and Loss 
* Cash flow 

                                Insurance Assessment 
 

6. Personal 
                                Personal Details 
                                Experience, skills and areas of responsibility 
 

7. Premises 
 

8. Risks 
 

9. Appendices 
A: References 
B: Cash flow forecast 
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OR if you have internet facilities you are able to access your banklink data directly. 
 
 
 
 
 
 
 

 

Your bank securely 
delivers statement 
transactions to 
BankLink 

BankLink securely 
delivers statement 
transactions to Mobile 
Accounting Services 
(1994) Ltd 

�We create a file in our 
BankLink software for 
your bank statement 

transactions 

We contact you 
to find any missing 

information 
(i.e. uncoded chqs, 

eftpos transactions etc) 
��

We update the 
information in your 

file in BankLink 
and complete GST 

return 

1 

3 

4 
5 

2 

 

MAS 
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·  Bank statement data is supplied weekly or at the beginning of the month 
ensuring timely completion of data processing 

 

·  We can work with your accounts on a regular basis, keeping track of your 
business performance and reacting quickly to your needs 

 

·  Your bookkeeping is reduced, saving you time and minimising disruptions to 
your business 

 

·  No more GST panic – GST Returns are easily produced as a by-product of 
general accounts processing with BankLink 

 

·  Manual data entry from bank statements is eliminated – improving accuracy 
and saving time 

 

·  You have a lot less information to provide us with at the end of your 
financial year as we receive it as it occurs 

 

·  BankLink’s management reports and graphs help you and us keep track of 
your business 

 
��
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���*����*����*����*�� ���

·  ANZ  *† 
·  ASB Bank *† 
·  ASB Visa Business 
·  BankDirect 
·  Bank of New Zealand (BNZ) *† 
·  Bank of New Zealand Credit Cards †  

o Business VISA 
o Personal VISA and MasterCard 
o Personal American Express 

·  GlobalPlus Credit Cards †  
o VISA 
o MasterCard 
o American Express 

·  HSBC † 
·  Kiwibank 
·  Macquarie New Zealand † 
·  National Bank *† 
·  Rabobank * 
·  SBS Bank § 
·  TSB Bank † 
·  Westpac *† 
·  Westpac BusinessPlus Gold MasterCard                                                      
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·  CBS Canterbury (including Ashburton Loan Society) 
·  NBS (Nelson Building Society) *†§ 

��"�&���##&��"���"�&���##&��"���"�&���##&��"���"�&���##&��"�� ���

·  Allied Farmers – rural supplies, livestock and wool # 
·  ATS (Ashburton Trading Society)  
·  CRT – rural supplies § 
·  Farmlands – rural supplies § 
·  Fonterra - milk supplies and RD1 rural supplies combined # 
·  Fruitfed Supplies – rural supplies # 
·  PGG Wrightson – rural supplies, livestock and wool # 
·  PGG Wrightson – finance 
·  RD1 – rural supplies # 
·  Williams & Kettle – rural supplies, livestock and wool # 
·  Williams & Kettle – finance 

����"����"����"����"� ���

·  AMP Home Loans  
·  Bartercard 
·  Diners Club New Zealand  
·  New Zealand Home Loans  
·  Ozone Barter 
·  Sovereign - Go Home Loans  

* offer analysis coded cheque and deposit books 
† can supply weekly data 
§ can supply historical data 
# data can be supplied with statement date or re-dated to payment date 

 

�����##&��"���"��"���&�"&(�
��
�����##&��"���"��"���&�"&(�
��
�����##&��"���"��"���&�"&(�
��
�����##&��"���"��"���&�"&(�
������))�)5��$���&&��$ �����*����������%�($�"�����))�)5��$���&&��$�����*����������%�($�"�����))�)5��$���&&��$�����*����������%�($�"�����))�)5��$���&&��$�����*����������%�($�"�
��##&��"�����$��$�������&�����##&��"�����$��$�������&�����##&��"�����$��$�������&�����##&��"�����$��$�������&���� ���
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����
�����"$�����������"$�����������"$�����������"$�������67����
���)�$����!����)��$������"��8�67����
���)�$����!����)��$������"��8�67����
���)�$����!����)��$������"��8�67����
���)�$����!����)��$������"��8-�������
�� -�������
��-�������
��-�������
��� ���
 Subject to number of transactions & how often we need to contact you for missing info 
��������
�$���$)�����9����$���$)�����9����$���$)�����9����$���$)�����9���+ +++)�#$�����&�#�)�#$�����&�#�)�#$�����&�#�)�#$�����&�#��:$"�$�&����
��*�����"�������$���:$"�$�&����
��*�����"�������$���:$"�$�&����
��*�����"�������$���:$"�$�&����
��*�����"�������$��+�����&��&����($�"�+�����&��&����($�"�+�����&��&����($�"�+�����&��&����($�"� ��  �� �� ��� ���

When we set you up on Banklink we send a letter to your bank requesting analysis coded 
cheque & deposit books. We will supply you with cheque book ‘chart of accounts’ stickers, 
relevant to your accounts (Page 8). Every time you write out a cheque/deposit slip, you  
will also need to write  the account code in the analysis boxes on the cheque/deposit slip 
or when using online banking please make a note in the particulars  to appear on your 
statement.  It is important that you code the actual transaction as it will then show in the 
particulars in your banklink program.  
 
 
We then receive your bank information electronically and send you or call with a coding 
list requesting information on any uncoded items (Example A).  We can then calculate 
your GST, let you know your cashflow profit to date and advise on your tax position when 
required.  All you will need to do is copy the GST figures to your return and send to IRD 
with payment on the due date. 

 
�
	&������"$�������67;	&������"$�������67;	&������"$�������67;	&������"$�������67;< <<<= ��+!��= ��+!��= ��+!��= ��+!���=�7.><<= ��+!����))���$��&����*����$���8-� ��=�7.><<= ��+!����))���$��&����*����$���8-���=�7.><<= ��+!����))���$��&����*����$���8-���=�7.><<= ��+!����))���$��&����*����$���8-�����
�� ���
�����
�����
��� ���
 
,���$������($���$�
��*&��*+($���$!#&����,���$������($���$�
��*&��*+($���$!#&����,���$������($���$�
��*&��*+($���$!#&����,���$������($���$�
��*&��*+($���$!#&���� ��  �� �� ���"���"���"���"���"���"���"���"��� ���

Same as above except the banklink programme is installed onto your computer and we 
have the data redirected to you.  You code all data (Example B) and complete your own 
GST returns.  You then send your banklink data to us at financial year end and we process 
your annual financial accounts and tax returns from that data. The monthly cashflow 
reports (Example F1 & F2) shows your year to date totals and assists you in calculating 
your tax position. 
 

 
������������? ???$%%�����#����$%%�����#����$%%�����#����$%%�����#��������

There will be an initial setup fee of $300+GST ($350 for farmers) for one bank account + 
an additional $20.00+GST each additional bank account. This is to cover the banklink 
charges and the chart of accounts and system operation setup.  Prices of all plans are on a 
monthly basis regardless of your GST cycle.  Any additional work required will be charged 
on a time/cost basis.   
 
After initial set up and at a future date, should you wish to add any additional bank 
accounts a charge of $100.00 per account will occur as a one-off charge. 
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After we download the transactions (PLAN A) for the month a coding report is printed. This 
shows a list of all the cheques and transactions that are uncoded.  This is forwarded to you to 
write next to each transaction what it was for and then return to us for entering into Banklink. 
(Example A),  
 
After you download your transaction (PLAN B) for a month, it is necessary to code all 
transaction that have no codes (Example B).  If you have more than one code to be used for 
the payment, you should then dissect the transaction (Example C) to reflect the correct codes.  
Finally the major tip of managing your own Banklink is the memorise facility (Example D) 
which will remember transactions for coding on all automatic payments/direct debit/eftpos 
transactions, providing you insert the asterix *around the description* so that each time this 
transaction occurs you wont need to code this. 
 
You need to inform us of any cash purchases and any new assets that have been 
purchased i.e. cars, office equipment throughout the month being processed. 
 
Plan A 
From the information that is received for the month we then print the following reports.  

 
 

���*����*����*����*����$���&����$����#$"�����$���&����$����#$"�����$���&����$����#$"�����$���&����$����#$"��? ???���!!�"���)���!!�"���)���!!�"���)���!!�"���)� �������6�'�!#&���86�'�!#&���86�'�!#&���86�'�!#&���8� ���
 

This report shows you your bank balance at the end of the month and also shows your 
outstanding cheques that have been written out but have not yet been presented at your bank. 

 
 

	���%&$����#$"�	���%&$����#$"�	���%&$����#$"�	���%&$����#$"�� ���????��$���&(��$���&(��$���&(��$���&(� ����������� 6�'�!#&���@�:��A86�'�!#&���@�:��A86�'�!#&���@�:��A86�'�!#&���@�:��A8� ���
 

This report shows your spending habits for the month. If you look at the left hand side of this 
report, you will see a list of expenses from throughout the year. A look across each item line 
will show your pattern of income and expenditure.  
It is important that not all available funds are being taken as drawings. Your drawings should 
not be higher than your profit. Your profit should be used to pay loans, tax & asset 
replacements. Any over-expenditure will lead to a strain on your bank account, usually 
resulting in additional funds being bought in from other sources i.e. private funds, bank 
loans, overdrafts. 
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We recommend you put this sticker on the front cover of your chequebook, and then 
whenever you write out a cheque you will put the relevant code in the analysis boxes on the 
bottom left hand corner of your cheque.  If the cheque should be coded to more than one 
code, you will leave it blank and put the dissection amounts (Example C) on the coding list 
we will send you at the beginning of the next month. 
 
You should also keep a copy near your computer when using online banking please make 
note in the particulars to appear on your statement.  Please enter the code in the particulars 
area of any online banking transaction you do. It is important that you code the actual 
transaction as it will then show in the particulars in your banklink program.  
 
 
 
 

  INCOME 351 Interest - loans 462 Subscriptions   ASSETS 

200 Sales 376 Legal Expenses 464 Telephone, Tolls & Internet 734/02 Purchases Motor Vehicles 

    384 Light, Power & Heating 469 Travel - National 734/03 Sales Motor Vehicles 

    410 Motor Vehicle Expenses 475 Wages & PAYE 736/02 Purchases Furniture 

  EXPENSE 425 Office Expense     736/03 Sales Furniture 

210 Job Materials/Purchases 426 Operating Lease payments     738/02 Purchases Office Equip 

285 ACC  429 Postage     738/03 Sales Office Equip 

287 Accountancy Fees  430 Permits, Licences & Fees   PERSONAL  740/02 Purchases Plant & Equip 

289 Advertising 431 Printing, Stamps & Stat 501/05 Capital Introduced 740/03 Sales Plant & Equip 

308 Cleaning & Laundry 435 Protective Clothing 501/50 Drawings     
310 Commissions Pd 440 Rates 501/55 Tax     
313 Computer Expenses 441 Rent       LOANS 

327 Entertainment 445 Rent - Plant & Equipment     850/04 Loan Payments 

329 Freight & Courier 450 Repairs & Maint &          
330 FBT 456 Security Expenses        
335 General Expenses 457 Staff Expenses 630/03 GST Paid     

340 Insurance 460 Subcontractors 630/04 GST Refunds 998 Suspense 

                          
Please send in paperwork STRAIGHT AWAY for all items in Bold; 

this saves you hunting out important papers later in the year 
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Example A 
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Example B 

 
 

BANKLINK CODING SCREEN 
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Example C 
 
BANKLINK DISSECTED SCREEN 
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Example D 
 

BANKLINK MEMORISE SCREEN 
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Example E 
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Example F1 
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Example F2 

 
����
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Example G 
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EXAMPLE LEDGER REPORT 
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Note: On your Banklink GST screen above you will see the web page link, click on this and 
you will be directed to the IRD web page to file this GST return online, you will need the 
DLN number located at the top of the preprinted GST return underneath the bar code. 
 
���������($�"���
�$"����������($�"���
�$"����������($�"���
�$"����������($�"���
�$"�� ���
 
Banklink Invoice Plus 
Easy to use electronic debtors system for invoicing, statements or debtor management. 
$295.00 + GST. You must currently be on Banklink to access this.  

����
����
����

����
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The financial year for most of you runs from the 1st April to the 31st March. In order to 
assess taxable income, financial statements are prepared. As part of these reports your 
financial position as at the 31st March is also shown. The taxable income is calculated in the 
Trading Account and Statement of Financial Performance, while the Statement of Financial 
Position shows your assets, liabilities and proprietorship (also known as equity or 
ownership). 
 
The format of financial statements are flexible so that your particular activity is reported in 
the most appropriate way, however, the logic behind them all is the same. You will see in 
most cases the previous year’s results in the far right hand column headed Last Year. It is 
useful to compare two years results. 
 
�"�)�������$����6"�%�"�#����A�"�)�������$����6"�%�"�#����A�"�)�������$����6"�%�"�#����A�"�)�������$����6"�%�"�#����A; ;;;8888����
 
A Trading Account will only appear in your financial statements if your business is involved 
in a product. The Trading Account shows gross income (turnover) less any costs that can be 
directly traced to producing the product. e.g. raw materials (i.e. purchases), wages, freight 
etc. These direct expenses are listed under the heading of Cost of Goods Sold (COGS). The 
difference between COGS and turnover is Gross Profit. 
The gross profit is then carried forward to the Statement of Financial Performance. 
 
����	���
�	��0�����������	���
�	��0�����������	���
�	��0�����������	���
�	��0�������� ���
����
������������,�
	�������������,�
	�������������,�
	�������������,�
	�� ��� 0� 0��0� 0��0� 0��0� 0��� ��� ��,����,����,����,��� ���
���� ���� ���� ���� �0�
�0�
�0�
�0�
� ������� �0�
�0�
�0�
�0�
� ���
���� ���� ���� ���� 1�1��1�1��1�1��1�1��� ��� 1�1��1�1��1�1��1�1��  
 
Work in Progress  Profit up Profit down 
   or Loss down Loss up 
 
Creditors   Profit down Profit up 
   or Profit up Profit down 
 
Debtors   Profit up Profit down 
   or  Loss down Loss up 
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The gross profit from the Trading Account is brought forward and any other income                      
is also listed. From this, all other deductible expenditure is deducted to give your Net Profit 
(i.e. taxable income). For an item to be deductible, there must be a link between the 
expenditure and your income or type of business. Any private spending is put to drawings 
which is found in the proprietor’s account - called Capital Account for a sole-trader or 
partnership.  
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In a company, the shareholders’ accounts are called Current Accounts. Depreciation is a total 
figure of all depreciation claimable for the current financial year. The idea of depreciation is 
to write off an asset over its useful life. The details of each asset are recorded on the 
Schedule of Fixed Assets and Depreciation. 
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Proprietorship funds is the area that reflects your equity. Your equity from the previous 
year is bought forward to this year and the net profit (or share of profit) for the current year 
is added to this, along with any capital introduced into the business during the current 
financial year. When you have operated at a loss, this is deducted from last years balance. 
The following types of transactions also reduce your equity: drawings, tax payments and 
private use adjustments for vehicles. The final balance is your current equity in the 
business. This equals the difference between assets and liabilities. 

 
Current Assets are those that can be turned into cash within a twelve-month period. 
Fixed Assets are items that help produce taxable income and have a life of more than one 
year and a value of more than $500 (plus GST). These items are depreciated – refer to  
Schedule of Fixed Assets and Depreciation. 
Current Liabilities are debts due within twelve months while Non-Current Liabilities are 
loans, HPs etc that run for more than twelve months. 

 
   If assets are greater than liabilities, then your business is solvent. If liabilities     
   are more than assets then you are insolvent, which is not good. 
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The asset and liability part of the Statement of Financial Position for a company, is the 
same as for a sole-trader or partnership, as described above. It is the format of ownership or 
proprietorship that differs. 

 
Firstly, you have the company’s share capital or authorised capital and the reserves. The 
company capital represents the value of the capital structure of the company. Your 
contributions can all be called share capital or can be invested as a loan to the company in 
the liability section. Company capital can be redistributed to shareholders if the company is 
in a solvent position after the distribution. Loans can be repaid in a repayment program 
with interest. Reserves are where the company profits or losses go. These include capital 
profits as well as income profits (or losses). 

 
Shareholder Current Accounts are similar to the Proprietor’s Funds account described 
above. In this case, the profit or loss goes to the reserve account not the shareholder. In 
small companies the profit generally is transferred to the shareholders by way of an entry 
called Shareholder’s Salaries. If you overdraw your current account, i.e. take more 
drawings than is available for shareholder’s salaries (or Profit) then you are liable for an 
interest charge. The overdrawn current account is considered a benefit and therefore 
interest must be charged under the FBT rules. This is done during the process of preparing 
your financial statements. 
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As mentioned above the Depreciation Schedule keeps a track of all assets showing the 
Original Cost, YTD Dep (current depreciation claimed) and Closing WDV (closing book 
value or written down value). When an asset is sold, there can be some effects on your 
profit. Here is an example to help explain the mechanics of depreciation recovered etc. (NB 
depn is short for depreciation) 

 
  Asset Description   Motor Vehicle 
  Cost Price    $10,000 
  WDV 1/4/07    $6,000 
  Depreciation Claim to date  $4,000 
  Sale Date    01/07/07 
   
*Option 1 Sale Price    $5,000 
 
  Loss on Sale (unclaimed depn) $1,000  Deductible 
  Depreciation Recovered  nil 
  Capital Profit    nil   
 
*Option 2 Sale Price    $8,000 
  Loss on Sale    nil 
  Depreciation Recovered  $2,000  Taxable Income 
  Capital Profit    nil 
 
*Option 3 Sale Price    $12,000 
  Loss on Sale    nil 
  Depreciation Recovered  $4,000  Taxable Income 
  Capital Profit    $2,000  Reserves of: 

- company 
- proprietor 
- sole-trader or 
- partnership. 

 
Loss on Sale (LOS) is a deductible item that would be seen on the Statement of Financial 
Performance. It means that not enough depreciation has been claimed in the past. 
Depreciation Recovered is the opposite of LOS, it means too much depreciation has been 
claimed in previous years and your income would have been understated therefore you 
must now increase your income by the depreciation recovered. Capital profits are not 
taxable and are found in the Statement of Financial Position either in the Proprietor’s 
Funds for sole-traders and partnerships or in the Reserves for company structures. Please 
note that in a case where there is an adjustment for private use of a vehicle or any other 
asset the same percentage would be applied to any LOS or depreciation recovered. 

 
If you are unsure of any items on the Financial Statements, do not hesitate to contact us for 
further details. 
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SAMPLE REPORTS 

 Trading Accounts 

 For the Year ended 31st March 2007 
 
 
           2007           2006 
      $       $  
 
  
 REVENUE  
 Sales 155,229 132,868 
 
 LESS COST OF SALES 
 Opening stock 63,732 70,138 
 Purchases 98,205 78,750 
 Purchases - Imports 9,145 1,997 
 Closing stock 67,129 63,732 
 Total 103,953 87,153 
 
 GROSS SURPLUS FROM TRADING $51,276 $45,715 
 
 
 GROSS SURPLUS MARGIN 33.0% 34.4% 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: This Statement is to be read in conjunction with the Notes to the Financial Statements. 
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 SAMPLE REPORTS 

 Statement of Financial Performance 
 For the Year ended 31st March 2007 
 
 
             2007               2006 
       $         $  
 
 Gross Surplus From Trading 149,734 191,967 
 
 Less Expenses 
 Accident Compensation Levy 3,982 1,075 
 Accountancy Fees 5,073 3,658 
 Advertising 768 928 
 Bank Charges 1,612 2,683 
 Cleaning & Laundry 3,378 3,314 
 Commissions 454 - 
 Entertainment 73 23 
 EFTPOS - Rental 694 973 
 General Expenses 227 349 
 Insurance 1,007 1,329 
 Interest - Loans 10,821 7,763 
 Interest - Overdraft 841 603 
 Legal Expenses 719 - 
 Light Power & Heating 3,432 4,186 
 Motor Vehicle Expenses 4,414 3,855 
 Office Expenses 2,470 2,471 
 Postage 129 36 
 Permits, Licences & Fees 465 378 
 Printing, Stamps & Stationery 799 1,681 
 Rates - 315 
 Rents 26,236 26,105 
 Rental of Plant & Equipment 1,722 1,444 
 Repairs & Maintenance 4,764 6,940 
 Safety Expenses 45 89 
 Security 364 156 
 Subscriptions 237 - 
 Telephone, Tolls & Internet 4,460 4,379 
 Telephone - Mobile 315 669 
 Travel - National 343 374 
 Valuation Fees - 400 
 Wages & Salaries 52,550 66,394 
 Total Expenses 132,394 142,570 
 Net Surplus Before Depreciation 17,340 49,397 
 
 Less Depreciation Adjustments 
 Buildings 21 - 
 Motor Vehicles 2,311 3,030 
 Furniture & Fittings 466 487 
 Plant & Equipment 644 6,347 
 Office Equipment - (1,752) 
 Plant & Equipment (24,601) - 
 Net Depreciation Adjustment (21,159) 8,112 
 
 NET SURPLUS/ (DEFICIT) 38,499 41,285 
 

NOTE: This Statement is to be read in conjunction with the Notes to the Financial Statements. 
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 SAMPLE REPORTS 

 Statement of Financial Position 
 As at 31st March 2007 
 
 
                2007                2006 
         $         $  
 
 CURRENT ASSETS 
 Tax Account 40 - 
 Petty Cash - 100 
 Float - 500 
 GST Refund Due 3,562 - 
 Stock on Hand -China 3,000 - 
 Total Current Assets 6,602 600 
 
 NON-CURRENT ASSETS 
 Fixed Assets as per Schedule 174,352 198,519 
 
 Intangibles 
 Goodwill - 60,000 
 Preliminary Expenses - 4,237 
 Total Non-Current Assets 174,352 262,756 
 TOTAL ASSETS 180,954 263,356 
 
 CURRENT LIABILITIES  
 National Bank 37,035 5,917 
 GST Due for payment - 2,865 
 Accounts Payable - - 
 Total Current Liabilities  37,035 8,782 
 
 NON-CURRENT LIABILITIES  
 Term Loans as per Schedule 132,000 226,497 
 
 TOTAL LIABILITIES  169,035 235,279 
 NET ASSETS $11,919 $28,077 
 
 Represented by; 
 
 EQUITY as per Capital Accounts $11,919 $28,077 
 
 
 
 
 

NOTE: This Statement is to be read in conjunction with the Notes to the Financial Statements. 
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 SAMPLE REPORTS 

 Schedule of Fixed Assets and Depreciation 

 For the Year Ended 31 March 2007 
 

 Book Gain/Loss Accum Book 
 Private Cost Value Additions on Capital ---- D e p r e c i a t i o n ---- Deprec Value 
 Asset Use Price 01/04/2000 Disposals Disposal Profit Mth Rate $ 31/03/2007 31/03/2007
  
 LAND  
 East Street Land 138,929 138,929 12  0.0% DV 0  0  138,929 
 Land Improvements 1,071 1,071 12  0.0% DV 0  0      1,071 
 Sub-Total 140,000             140,000                                                                                                                                              140,000 
 

 BUILDINGS  
 Leasehold Improvements 2,159 1 10.0% DV           18                        18               2,141 
 Kitchen Units 356 1  9.5% DV            3                        3                  353 
Sub-Total 2,515                                                                              21                       21              2,494 
 

 MOTOR VEHICLES  
 Morris 1000 8,889 2,665 12 26.0% DV           693                    6,917            1,972 
 Ford Falcon 25% 4,267 1 26.0% DV             92                       92            4,175 
 Holden Senator 25% 13,333 7,942 12 26.0% DV           2,065                   7,456            5,877 
 Sub-Total 22,222 10,607                   4,267                                                                            2,850                  14,465         12,024 
 

 FURNITURE & FITTINGS  
 Trailer 1,422 1,048 12  7.5% DV           79                        453             969 
 Shelving 2,139 1,165 12 15.0% DV          175                     1,149             990 
 CD'S 500 8 63.5% DV          212                        212             288 
 Sub-Total 3,561 2,213                  500                                                                             466                      1,814          2,247 
 
 
    
  NOTE: This Statement is to be read in conjunction with the Notes to the Financial Statements. 

 



 

MME March 2009            29 

 
 

                                                                                                                                                                                                                                        

 SAMPLE REPORTS 

 Schedule of Fixed Assets and Depreciation 

 For the Year Ended 31 March 2007 
 

 Book Gain/Loss Accum Book 
 Private Cost Value Additions on Capital ---- D e p r e c i a t i o n ---- Deprec Value 
 Asset Use Price 01/04/2000 Disposals Disposal Profit Mth Rate $ 31/03/2007 31/03/2007
  

 PLANT & EQUIPMENT  
 Plant 73,929 45,399 (70,000 )         24,601                                                                                                         0 
 Computer 928 300 12 40.0% DV            120                  748                180 
 Cash Register 250 3 33.0% DV             21                   21                  229 
 Corssiga Cabinet 2,667 2 15.0% DV             67                       67               2,600 
 LG Microwave 230 2 18.0% DV              7                     7                  223 
 Sharp Microwave 351 2 18.0% DV             11                   11                  340 
 Sharp Fax Machine 826 2 33.0% DV             46                   46                   780 
 Crockery 2,320 2 50.0% DV            193                 193                 2,127 
 Sundry Plant 1,675 2 15.0% DV             42                   42               1,633 
 Oven 1,156 1 15.0% DV                14                   14                1,142 
 Chest Freezer 711 1 15.0% DV              9                      9                   702 
 Wine Fridge 533 1 15.0% DV              7                      7                 526 
 Milk Shake Machine 400 1 22.0% DV              7                      7                 393 
 Outdoor Furniture 583 1 18.0% DV              9                      9                 574 
 BBQ 2,198 1 15.0% DV             28                     28             2,170 
 OCOM Cash Register 449 1 33.0% DV             12                    12                 437 
 Chiller 1,333 1 15.0% DV                17                    17               1,316 
 GLV Dishwasher 2,250 1 18.0% CP              34                    34              2,216 
 Sub-Total 74,857 45,699 (52,068)          24,601                                                          644                1,272              17,588 
 

 TOTAL  240,640 198,519 (44,787)          24,601                                                        3,981               17,572            174,352 

 Less Personal Apportionment                                                                                                                                                                           539 

                                                                                                                                                                                                                  3,442  
NOTE: This Statement is to be read in conjunction with the Notes to the Financial Statements 
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The following items are NOT GST claimable 
 

·  HP Instalment payments 
·  GST payments (or any other tax payments except ACC) 
·  Any non-business expenses e.g. house loans, food, and private expenses) 
·  Interest and bank fees 
·  Purchase price of motor vehicle with under 50% business use (There is an 

adjustment calculation included in each return for part of the cost price - refer 
to the GST guide or ask your Client Manager) 

·  Wages 
·  Drawings 
·  Cost price of items under a lease - each instalment has GST 

 
 
The following items ARE GST claimable -NB you must have a tax invoice to support 
any GST claimed. 
 

·  Business lease payments e.g. car, equipment 
·  ACC payments 
·  Total GST content of new plant and vehicles (provided business use on 

vehicles is over 50%). This also applies to assets purchased on HP. The cash 
price only is claimable - there is no GST on interest.  

·  Second-hand goods purchased off a non-registered person that will be used in 
a taxable activity. This includes any private assets you already have that 
become used in your business e.g. computers, tools. Values must be supported 
by an independent valuation. (Note value to be used is lower of cost or market 
value.) 

 
 
- GST Registered -  now what? 

 
When you are GST registered you have certain obligations. The first is to file a 
GST return and pay the amount owing by the 28th of the following month that the 
return is due. If the 28th falls on a weekend, then payment is due the next working 
day. However there are 2 exceptions, the payment due the 28th April is now due 7th 
May. The payment due 28th December, will be due 15th January. You must also 
hold all invoices/receipts for any purchases. This stands as a proof of purchase. 
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The IRD have two rules - one applies to filing your GST return and the other is 
regarding paying the GST due. If you fail to pay or file the return on time you are 
liable for a penalty for each offence. So, if you cannot pay, at least file the return 
and pay what you can. It is good cash management practice to put away the GST as 
you receive it. Your Client Manager can help you establish an appropriate 
percentage of daily banking to transfer to a separate bank account until the GST is 
payable to the IRD. 

 



 

MME March 2009         31 
 
 

 

 
 

 

 
 
  



 

MME March 2009         32 
 
 

 

 

	��0����3� 1�����
��	��0����3� 1�����
��	��0����3� 1�����
��	��0����3� 1�����
��� ���
�
�
Deposits (see page 33) 
 

1. At the back of the cashbook enter deposits – analysing to sales, capital 
introduced etc. Take the GST content out of each sales entry and enter the 
net amount into the appropriate column. Note: It is important to separate 
sales from other monies, so as to not overstate your income. 

2. At the end of the month, add all columns downwards then across to check 
it all balances and that the analysis has been entered correctly. 

 
 
Payments (see page 33) 
 

1. In the front of your cashbook enter all cheques – taking out the GST 
content of those expenses that include GST, then putting the net amount in 
the appropriate columns. e.g. vehicle expenses, drawings, purchases, etc. 

2. From the bank statements, enter other items such as bank fees, automatic 
payments etc. These are entered in the same way as the cheques. Note bank 
fees and interest do not include GST. 

3. Use a sundry column for unusual or out of the ordinary items, writing a 
brief description next to the item. 

4. Add each column down and then the totals across to make sure all figures 
are correct. 

 
Reconciliation 
 

1. Take opening balance from the previous month. 
2. Add the deposits. 
3. Subtract the payments. 
4. This is the closing cash book balance. 

 

1 
Opening 
Balance 1 June $  3000.00    

2 Add Deposits  $  6040.33    
    $  9040.33  Outstanding Cheques 
3 Less Payments  $  6531.23  Chq # Amount 
4 Closing Balance 30 June $ 2509.10  104  $   400.00  
       105  $   370.98  
5 Bank Balance 30 June $ 3280.08     $   770.98  
6 Less Outstanding Cheques $   770.98    
      $ 2509.10    

 
5. Note bank statement balance as at the end of the month. 
6. Subtract the outstanding cheques that have not been presented. 
7. This should agree with the total at step 4. 
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1. When ticking off your cheques to establish un-presented cheques, always keep an eye on the amount to see that it is the same as you have recorded in the cashbook. 
2. Have all bank fees and automatic payments been entered? 
3. Have all the cheque numbers been accounted for? 
4. Are there un-presented cheques from the previous month still outstanding? 
5. Re-add un-presented cheques to check the amount allowed for outstanding cheques. 
6. Are all bank statements to hand? 
7. Have you included items paid out of cash or private funds in the cashbook – the cashbook is a reflection of your bank account.  Transactions outside that account need to be noted but not 

included in the bank reconciliation. 
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DATE REFERENCE BANK GST SALES GRANTS FUNDS INTEREST SUNDRY    
            INTRODUCED         

03-June Customer (sale)  $    2,000.00  $       222.22  $   1,777.78            
05-June Government (grant)  $       450.00  $         50.00    $         400.00          
07-June Sale of Computer (fixed asset)  $    1,125.00  $       125.00          $   1,000.00    
19-June Transfer from savings  $       200.00        $             200.00        
21-June Interest  $         15.33          $       15.33      
25-June Customer (sale)  $    2,250.00  $       250.00  $   2,000.00            

  TOTALS  $  6,040.33  $     647.22  $  3,777.78  $         400.00  $            200.00  $       15.33  $   1,000.00    
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DATE REFERENCE CHQ # BANK GST PURCHASES WAGES RENT MOTOR LOAN DRAWINGS  SUNDRY 
                VEHICLE  REPAYMENT      

03-June S Tool Ltd (purchases) 100   $    3,500.00  $       388.89  $      3,111.11             
05-June H Elp (wages) 101   $       650.00      $         650.00           
07-June Landlord (rent) 102   $       750.00  $         83.33      $    666.67         
14-June Petrol Co 103   $         50.00  $           5.56        $       44.44       
21-June P Arthur 104   $       400.00              $      400.00   
25-June GST paid to IRD 105   $       370.98                $   370.98 

  Bank Fee DD  $         10.25                $     10.25 
  L Ease P/Ship AP  $       800.00            $       800.00     

  TOTALS    $  6,531.23  $     477.78  $  3,111.11  $        650.00  $    666.67  $       44.44  $       800.00  $      400.00  $   381.23 
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Deposits (see page 35) 
 

1. At the back of the cashbook enter deposits – analysing to sales, capital introduced 
etc. Do nothing with the GST content. Note: It is important to separate sales from 
other monies so as to not overstate your income. 

2. At the end of the month add all columns downwards then across to check it all 
balances and that the analysis has been entered correctly. 

 
 
Payments (see page 35) 
 

1. In the front of your cashbook enter all cheques – ignore the GST content, then put the 
paid amount in the appropriate columns. e.g. vehicle expenses, drawings, purchases, 
etc. 

2. From the bank statements enter other items such as bank fees, automatic payments 
etc. These are entered in the same way as the cheques. Note - bank fees and interest 
do not include GST. 

3. Use a sundry column for unusual or out of the ordinary items, writing a brief 
description next to the item. 

4. Add each column down and then the totals across to make sure all figures are correct. 
 
 

Reconciliation 
 

1. Take opening balance from the previous month. 
2. Add the deposits. 
3. Subtract the payments. 
4. This is the closing cash book balance. 

 

1 
Opening 
Balance 1 June $  3000.00    

2 Add Deposits  $  6040.33    
    $  9040.33  Outstanding Cheques 
3 Less Payments  $  6531.23  Chq # Amount 
4 Closing Balance 30 June $ 2509.10  104  $   400.00  
       105  $   370.98  
5 Bank Balance 30 June $ 3280.08     $   770.98  
6 Less Outstanding Cheques $   770.98    
      $ 2509.10    

 
5. Note bank statement balance as at the end of the month. 
6. Subtract the outstanding cheques that have not been presented. 
7. This should agree with the total at step 4. 
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1. When ticking off your cheques to establish un-presented cheques, always keep an eye on the amount to see that it is the same as you have recorded in the cashbook. 
2. Have all bank fees and automatic payments been entered? 
3. Have all the cheque numbers been accounted for? 
4. Are there un-presented cheques from the previous month still outstanding? 
5. Re-add un-presented cheques to check the amount allowed for outstanding cheques. 
6. Are all bank statements to hand? 
7. Have you included items paid out of cash or private funds in the cashbook – the cashbook is a reflection of your bank account.  Transactions outside that account need to be noted but not 
included in the bank reconciliation. 
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DATE REFERENCE BANK SALES GRANTS FUND INTEREST SUNDRY     
          INTRODUCED          

03-June Customer (sale)  $    2,000.00  $   2,000.00             
05-June Government (grant)  $       450.00    $         450.00           
07-June Sale of Computer (fixed asset)  $    1,125.00          $   1,125.00     
19-June Transfer from savings  $       200.00      $             200.00         
21-June Interest  $         15.33        $       15.33       
25-June Customer (sale)  $    2,250.00  $   2,250.00             

  TOTALS  $  6,040.33  $  4,250.00  $         450.00  $            200.00  $       15.33  $   1,125.00     
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��	��0������
��	��0������
��	��0������
��� ���

DATE REFERENCE CHQ # BANK PURCHASES WAGES RENT MOTOR LOAN DRAWINGS  SUNDRY  
              VEHICLE  REPAYMENT       

03-June S Tool Ltd (purchases) 100   $    3,500.00  $      3,500.00              
05-June H Elp (wages) 101   $       650.00    $         650.00            
07-June Landlord (rent) 102   $       750.00      $    750.00          
14-June Petrol Co 103   $         50.00        $       50.00        
21-June P Arthur 104   $       400.00            $      400.00    
25-June GST paid to IRD 105   $       370.98              $   370.98  

  Bank Fee DD  $         10.25              $     10.25  
  L Ease P/Ship AP  $       800.00          $       800.00      

  TOTALS    $  6,531.23  $  3,500.00  $        650.00  $    750.00  $       50.00  $       800.00  $      400.00  $   381.23  
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Inland Revenue            IR 316 
 October 2008 

Provisional tax 
Provisional tax is a way of paying your income tax in instalments through the tax year. The amount you pay is credited against 
your end-of-year tax to pay. 
,�$������$�#�(�#"$G���$��&���'4,�$������$�#�(�#"$G���$��&���'4,�$������$�#�(�#"$G���$��&���'4,�$������$�#�(�#"$G���$��&���'4� ���
If your current year’s residual income tax (RIT) is more than $2,500 you’ll need to pay provisional tax for the following tax year. 
RIT is the amount of tax you have to pay, less any tax credits you may be entitled to (excluding working for families tax credits or 
other tax payments made during the tax year) and any PAYE amounts. 
�'�!#&���'�!#&���'�!#&���'�!#&��� ��� Untaxed income    $20,000 
 Tax on income to $14,000 @ 12.5% =    RIT   $  1,750 
 Tax on income between $14,001 to $40,000 @ 21% =  RIT  $  1,260 
This means the RIT is $3,010—as this is more than $2,500, provisional tax is due in the following tax year. 
 
If your current year’s RIT is more than $2,500 but you expect your following tax year’s RIT will be less than this, you can 
estimate your provisional tax for the following tax year to be nil. 
If your RIT does end up being more than $2,500, you will incur penalties and interest on the unpaid amounts. 
,�����
$�������#"$G���$��&���'�#�(�"�4,�����
$�������#"$G���$��&���'�#�(�"�4,�����
$�������#"$G���$��&���'�#�(�"�4,�����
$�������#"$G���$��&���'�#�(�"�4� ���
If you’re a new provisional tax payer, you won’t need to pay any provisional tax for your first tax year, but you may be liable for 
interest. You can elect to pay provisional tax in your first year to reduce the interest charged. 
To see if you meet the criteria for an “inital provisional tax liability”, please read our Provisional tax (IR 289) guide. 
 
0$��!��(������&!�����)$������)��$�!�*�40$��!��(������&!�����)$������)��$�!�*�40$��!��(������&!�����)$������)��$�!�*�40$��!��(������&!�����)$������)��$�!�*�4� ���
If you’re not registered for GST: 
·  you’ll make three instalments. 
If you’re registered for GST and: 
·  pay GST six-monthly, you’ll only need to make two provisional tax instalments 
·  pay GST every month or every two months and use the standard or estimation options, you’ll make three provisional 
tax instalments 
·  use the ratio option, you’ll make six provisional tax instalments. 
,����������)����$�
��#��)4,����������)����$�
��#��)4,����������)����$�
��#��)4,����������)����$�
��#��)4� ���
If you have a standard 31 March balance date, your provisional tax due dates will be: 
 
If two instalments are 28 October 07-May
If three  instalments are 28 August 15 January 07-May
If six  instalments are 28 June 28 August 28 October 15 January 28 February 07-May  
 
If you have a balance date other than 31 March and you’re not registered for GST, your provisional tax payment will be due on 
the 28th of the 5th, 9th and 13th months after your balance date. However, if any of these due dates are for the periods ending: 
·  30 November, your due date is 15 January 
·  31 March, your due date is 7 May. 
For more information about using a balance date other than 31 March, please call us on 0800 377 774 or contact your tax agent. 
 
	$!#	$!#	$!#	$!#��(���'�%$"�A<<H+A<@<��(���'�%$"�A<<H+A<@<��(���'�%$"�A<<H+A<@<��(���'�%$"�A<<H+A<@<����
If you are taxed at the company rate, to work out your company’s provisional tax payments for the 2009 and 2010 years, use 
the calculations in the income tax guides. These have been adjusted to take into account the company tax rate reduction to 30%.  
See the Tax information Bulletin Vol 19, No 6 (July 2007) for more details. 
0$��!������&&������)��$�#�(40$��!������&&������)��$�#�(40$��!������&&������)��$�#�(40$��!������&&������)��$�#�(4� ���
There are three ways to work out how much provisional tax you have to pay for the following tax year—the standard option, 
the estimation option and the ratio option. 
����)�")�$#��$�����)�")�$#��$�����)�")�$#��$�����)�")�$#��$�� ���
�$���&��&����($�"�#"$G���$��&���'������&!����($���) )�./��$�($�"�����%$"������!!�)����&(�#"���)������'� (��">�$���&��&����($�"�#"$G���$��&���'������&!����($���) )�./��$�($�"�����%$"������!!�)����&(�#"���)������'� (��">�$���&��&����($�"�#"$G���$��&���'������&!����($���) )�./��$�($�"�����%$"������!!�)����&(�#"���)������'� (��">�$���&��&����($�"�#"$G���$��&���'������&!����($���) )�./��$�($�"�����%$"������!!�)����&(�#"���)������'� (��">����
�'�!#&��'�!#&��'�!#&��'�!#&�   Your RIT was  $3,900 
 Plus 5%  $   195 
 Provisional tax payable $4,095 
 
 Payable in three instalments  $1,365  28 August 
 (standard balance date) $1,365  15 January 
  $1,365  7 May  
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If you haven’t filed your tax return for the immediately preceding tax year, you can still use the standard option to calculate your 
provisional tax by using one of the following calculations: 
  If your RIT for the tax year prior to the immediately preceding tax year was more than $2,500, you can calculate your 
provisional tax by adding 10% to this total, or 
  If your RIT for the tax year before the immediately preceding tax year was $2,500 or less, you don’t have to make any 
provisional tax payments until you file your tax return. However, once you file your return, your payments will be based on the 
RIT on that return plus 5%, and the provisional tax payable will need to be paid equally on the remaining instalment due dates. 
����!���$��$#��$�����!���$��$#��$�����!���$��$#��$�����!���$��$#��$�� ���
To estimate your provisional tax, estimate your income and then calculate the tax on it. You can re-estimate your provisional 
tax as often as you like up to and including your third instalment due date. At this date your last estimate becomes final. 
,$"*�����,$"*�����,$"*�����,$"*������ ���
You can calculate your estimate for your provisional tax by completing the worksheet in your tax return guide. If you have 
already filed your return, or want to re-estimate, you can complete a Provisional tax estimation (IR 309) form. 

���-
���-
���-
���-  Once you have chosen the estimation option, you can’t change back to another option during that tax year. 

�'�!#&���'�!#&���'�!#&���'�!#&������������������������������������������������������������������Estimated untaxed income    $ 80,000 
Tax on this income is calculated as follows: 
– income up to $14,000 @ 12.5%  $1,750 
– income between $14,001 and $40,000  @ 21%  $ 5,460 
– income between $40,001 and $70,000  @ 33%   $ 9,900 
– income $70,001 and over  @ 39%   $ 3,900 
Total tax on $80,000 is    $ 21,010 
 
Provisional tax payable:   $ 21,010.00 
Payable in three instalments      $7,003.33 28 August 
(for standard 31 March balance date)      $7,003.33 15 January 
     $7,003.33  7 May 
Remember, when making an estimate, you’re required to take reasonable care. If you’re unsure about estimating provisional 
tax, call us on 0800 377 774 or contact your tax agent before you estimate.����
����$�$#��$��6�����$#��$�����$�&(��G��&�
&���$����� $!�"��"������"�)�%$"� ��8����$�$#��$��6�����$#��$�����$�&(��G��&�
&���$����� $!�"��"������"�)�%$"� ��8����$�$#��$��6�����$#��$�����$�&(��G��&�
&���$����� $!�"��"������"�)�%$"� ��8����$�$#��$��6�����$#��$�����$�&(��G��&�
&���$����� $!�"��"������"�)�%$"� ��8� ���
You pay provisional tax based on your GST taxable supplies for each two-month period. You’ll make six provisional tax 
payments of differing amounts depending on your taxable supplies during each two-month period. We calculate your ratio 
percentage and you multiply this by your previous two months GST taxable supplies to get the amount of provisional tax you 
need to pay. For information about the GST ratio option and eligibility criteria read our GST – provisional tax: smart business 
quick reference summary sheet (IR 235). 

���-� �)����!����� �$� ��&��&���$��� !�(� 
�� ���
���-� �)����!����� �$� ��&��&���$��� !�(� 
�� ���
���-� �)����!����� �$� ��&��&���$��� !�(� 
�� ���
���-� �)����!����� �$� ��&��&���$��� !�(� 
�� ���)�)� 
�� �����$%� �������� �%%������� ����A<<H� ��)�%���"�� ��'� ( ��"�>� �&�����)�)� 
�������$%� �������� �%%������� ����A<<H� ��)�%���" �� ��'� (��"�>� �&�����)�)� 
�������$%� �������� �%%������� ����A<<H� ��)�%���" �� ��'� (��"�>� �&�����)�)� 
�������$%� �������� �%%������� ����A<<H� ��)�%���" �� ��'� (��"�>� �&�����
"�%�"��$�$�"��"$G���$��&���'����)��6���AEH8�%$"�%�" ���"���%$"!���$����)��'�!#&��"�%�"��$�$�"��"$G���$��&���'����)��6���AEH8�%$"�%�" ���"���%$"!���$����)��'�!#&��"�%�"��$�$�"��"$G���$��&���'����)��6���AEH8�%$"�%�" ���"���%$"!���$����)��'�!#&��"�%�"��$�$�"��"$G���$��&���'����)��6���AEH8�%$"�%�" ���"���%$"!���$����)��'�!#&��� ���

�$�����G���$�#�(�#"$G���$��&���'����!(�%�"���(��"�$ %�
�������4�$�����G���$�#�(�#"$G���$��&���'����!(�%�"���(��"�$ %�
�������4�$�����G���$�#�(�#"$G���$��&���'����!(�%�"���(��"�$ %�
�������4�$�����G���$�#�(�#"$G���$��&���'����!(�%�"���(��"�$ %�
�������4� ���
The first year you’re in business is not tax-free. In your first year of business you should budget and put money aside for tax 
payments. This will ease the cashflow in your second year of business, when you’ll need to pay provisional tax instalments for 
that year, plus pay the tax for your first year of business. You can make voluntary payments towards your end-of-year tax at 
any time during your first year of business. 
A discount of 6.7% will be credited to individuals (including partners in a partnership) who receive self-employed or 
partnership Income and who make voluntary payments to income tax either in their first year in business or the year before they 
start paying provisional tax. To qualify, you’ll need to meet certain criteria. Please call us on 0800 377 774 to find out whether 
you qualify for this discount. 
0$��!�����$���G��%$"�($�"����$!����'0$��!�����$���G��%$"�($�"����$!����'0$��!�����$���G��%$"�($�"����$!����'0$��!�����$���G��%$"�($�"����$!����'� ���
If your only income is from your business, please see our factsheet Income tax (IR 325) for a guide on how much to save. 
��*����#�(!������*����#�(!������*����#�(!������*����#�(!����� ���
When you’ve worked out your provisional tax, please keep a note of each instalment amount and the dates they’re payable. 
You must pay each instalment by the payment date, even if you haven’t received your statement. If you paid provisional tax 
last year, we’ll send you a reminder letter before each instalment date. You can pay by cheque, cash or EFTPOS at most 
branches of Westpac. You may also be able to pay electronically through your bank. For more information read our booklet 
Making payments (IR 584). 
If you’re paying provisional tax for the first time, please complete a Payment slip (IR 901) and send it with your payment. 

��)��$�*�$��!$"�4
��)��$�*�$��!$"�4
��)��$�*�$��!$"�4
��)��$�*�$��!$"�4�� ������For more information please read our Smart business (IR 320) and Provisional tax (IR 289) guides. 

�%�($�I"�����&&���G����#"$
&�!�5��"(�$�"��)G��$"(�� �"G����%�($�I"�����&&���G����#"$
&�!�5��"(�$�"��)G��$"(�� �"G����%�($�I"�����&&���G����#"$
&�!�5��"(�$�"��)G��$"(�� �"G����%�($�I"�����&&���G����#"$
&�!�5��"(�$�"��)G��$"(�� �"G�������
Inland Revenue offers a free business tax information service to provide support and tax education for new businesses and 
organisations to help them meet their tax responsibilities. You can arrange to see a business tax information officer or a 
Kaitakawaenga Mäori through our website����>�")>�$G�>�J����>�")>�$G�>�J����>�")>�$G�>�J����>�")>�$G�>�J  or by calling us on�<E<<�2DD�DD;�<E<<�2DD�DD;�<E<<�2DD�DD;�<E<<�2DD�DD;. 
You can get all the publications and forms mentioned in this factsheet from ���>�")>�$G�>�J���>�")>�$G�>�J���>�")>�$G�>�J���>�")>�$G�>�J  or by calling INFOexpress on 
<E<<�A.D�DD2>�<E<<�A.D�DD2>�<E<<�A.D�DD2>�<E<<�A.D�DD2>����� ���� ���� ���� ���� ���� ���� ���� ���� ���� ���� ���� ���� ����
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Employers and companies are liable to pay FBT on benefits provided to employees or 
shareholders. These benefits include provision of a car, low interest loans and discounted 
products. 

 
 
0$��!���������40$��!���������40$��!���������40$��!���������4� ���
 

The tax rate for FBT is 49% of the benefit enjoyed by the employee or shareholder. In most 
cases, the benefit is the cost of the benefit. In the case of a car, the benefit is based on 5% of 
the cost price (including GST). FBT is payable quarterly. As an example if you have a car 
worth $10,000, the taxable benefit is (10,000 x 5%) $500. The FBT on this is ($500 x .49) 
$245 per quarter or $0.64c if your income is over $60,000. 

 
 
�"�����"����(�
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When you pay FBT on a vehicle, you are then able to claim 100% of all costs incurred in 
relation to that vehicle including registration, insurance, fuel, HP interest and depreciation. 
You are not required to run a logbook. You can claim GST (if registered) on the purchase. 

 
 
�!#&$(��+���"��$&)�"�	$��"�
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If you (as a company shareholder) or your employee makes any financial contributions to the 
running of the vehicle or any benefit, this comes off the taxable benefit before the FBT is 
calculated. 
 

�����&�����$"�)�������"��$&)�"�+�!#&$(����0$!������&�����$"�)�������"��$&)�"�+�!#&$(����0$!������&�����$"�)�������"��$&)�"�+�!#&$(����0$!������&�����$"�)�������"��$&)�"�+�!#&$(����0$!�� ���
 
Any employers, or companies who have employees or shareholder employees, that take 
home motor vehicles which are not available for private use (e.g. for reasons of security or 
call outs) or if home is the place of business, you must have on file letters to employees 
clearly stating that the motor vehicles are not available for any private use.  You must 
regularly check this is being adhered to. 
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SAMPLE LETTER FOR FBT PURPOSES 

FOR SHAREHOLDING EMPLOYEES – 100% BUSINESS USE 
 
 
 
Date:  
 
Money Spenders Ltd 
123 ABC Rd 
Timbuctoo 
 
Joe Bloggs 
456 Def St 
Timbuctoo 
 
Re:  Private Use of Business Owned Vehicle 
 
Vehicle:   Make:  Honda                            Model: Integra                                                             
  Regn No:   ABC123                  CC: 
 
It is agreed by the following parties: 
 

····  This business vehicle is for business use only. 
 

····  Any private use of the vehicle is strictly prohibited between and including the days of 
Monday and Sunday of the week. 

 
····  The vehicle may be used for travelling between the employee’s place of work and their 

home office and any incidental travel. As you are aware, you are required to store the 
business vehicle at your home office in order to attend after hour call outs, for 
insurance, security and storage purposes. 

 
····  The home office is an area in the employee’s house that is primarily used for company 

business by the employee. 
 

····  At least quarterly checks will be carried out to ensure that this agreement is complied 
with. 

 
····  We have to ask you this for fringe benefit tax reasons. If the vehicle is available for you 

to use as you wish, we will have to pay fringe benefit tax. 
 
 
Signed (employee) ……………………………… dated …………………. 
Signed (on behalf of business) ………………… dated …………………... 

����
����
����
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SAMPLE LETTER FOR FBT PURPOSES 
FOR EMPLOYEES 

 
 
 
Date:  
 
Money Spenders Ltd 
123 ABC Rd 
Timbuctoo 
 
Joe Bloggs 
456 Def St 
Timbuctoo 
 
Re:  Private Use of Business Owned Vehicle 
 
Vehicle:   Make:  Honda                            Model: Integra                                                             
  Regn No:   ABC123                  CC: 
 
It is agreed by the following parties: 
 

····  This business vehicle is for business use only. 
 

····  Any private use of the vehicle is strictly prohibited between and including the days of 
Monday and Sunday of the week. 

 
····  The vehicle may be used for travelling between the employee’s place of work and their 

home and any incidental travel. As you are aware, you are required to store the business 
vehicle at your home office in order to attend after hour call outs, for insurance, 
security and storage purposes. 

 
····  The home is an area in the employee’s house that is primarily used for company 

business by the employee. 
 

····  At least quarterly checks will be carried out to ensure that this agreement is complied 
with. 

 
····  We have to ask you this for fringe benefit tax reasons. If the vehicle is available for you 

to use as you wish, we will have to pay fringe benefit tax. 
 
 
Signed (employee) ……………………………… dated …………………. 
Signed (on behalf of business) ………………… dated …………………... 

����
����
����
����
����
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FRINGE BENEFITS TAX 
 
Payable by employers on non-cash benefits 
For first three quarters 49% or 64% with a “wash up” in the fourth quarter based on the 
employee’s net cash remuneration 
 
Fringe Benefits Inclusive 
Net Cash Remuneration    FBT 
$0 - $12,250      14.29% 
$12,251 - $39,110     26.58% 
$39111 - $53,850      49.25% 
$53,851 +      61.29% 
Unattributed (non shareholder)   49% 
Unattributed (shareholder)    61.29% 
 
 
FRINGE BENEFITS TAX – UNCLASSIFIED BENEFITS 
Unclassified benefits include club subscription fees, gift hampers, but does not include private 
use of a motor vehicle, employment related loans, contributions to life or health insurance.  
 
The thresholds that apply to unclassified benefits have increased from the 1st April 2006. Along 
with the increase, the method of calculation has also changed. Previously the employer 
exemption was calculated per quarter. From the 1st April 2006 you are  
now required to base the FBT calculation on the current quarter and the previous three 
quarters.  
 
Quarterly threshold per employee $200.00 
 
Quarterly threshold per employee $15,000 (total benefits for the current and previous 3 

quarters) 
 
If you are an employer filing annual or income year FBT returns, you have  
 
Annual threshold per employee $800.00 
 
Annual threshold per annum $15,000 per year 
 
Note: If the value of an employee’s fringe benefit goes over $800, or the total value for 
all employees goes over $15,000 for a year, the full value of the goods and services is  
subject to fringe benefit tax. You cannot deduct the exemption first.  
 
For further information you can look on the IRD website  www.ird.govt.nz 
or please give us a call.����
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Entertainment Expenditure Checklist 
Deductible Liable 

for FBT 
 50% 100%  

Business lunch with client at restaurant Y   
Gifts of food or alcohol for clients Y   
Chocolate biscuits for morning tea  Y  
Friday night drinks for staff at work premises Y   
Friday night drinks for clients at work premises Y   
Gym membership for staff member  Y Y 
Dinner for sales rep while out of town on business  Y  
Dinner for sales rep and client while out of town on 
business 

Y   

Season pass to Warriors home games given to client  Y  
Dinner for sales rep and client while out of NZ on 
business 

 Y  

Taxi fare for staff going home from Christmas party Y   
Golf sub paid for shareholder/employee  Y Y 

 
 

Note: if the golf subscription and gym membership is paid for by the employee and reimbursed to 
the individual, the benefit may be subject to PAYE and not FBT. 
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In order to keep control of your spending and profit margins, it is necessary to put in place a 
system that will easily track the three elements of production: materials, labour and overheads. 
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As each job comes in, a job sheet should be started noting information such as name, address, 
contact name, phone number, quote number, description of work to be done, estimated labour 
hours allowed and any other special instructions. Either a copy of the job sheet is attached to 
the job or a register kept in the workshop so employees know the job number to put on their 
time sheet. 

 
A quote book should be used to calculate a quote. Each quote can be broken down into each 
element – materials, labour and overheads. By recording how a quote is arrived at allows for 
good feedback from the back costing process. The back costing process uses the job sheet to 
record actual costs to compare to the quote. 

 
If a quote is successful, the quote number referenced on the job sheet enables you to track the 
amount quoted and work out the actual profit. 

 
Make a copy to stay with the job if necessary, but the job number needs to be displayed 
either on the item itself or on some register in the workshop. 
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“Materials” refers to any costs that can be directly assigned to a job. For instance, when you 
order the raw material necessary to produce the finished article. 

 
By using an order book, you can easily assign materials purchased to a job. Creditors must be 
advised that they should not accept any requests for materials without an order form stating 
quantities etc. required. 

 
All orders must be signed by an authorised person for two reasons: 

 
1. To avoid unauthorised purchases being put on a suppliers account. 
2. To enable you to obtain the best pricing options. If one person is always doing the 

sourcing, they generally become aware of the best price and service available. This can 
avoid unnecessary costs due to high priced items or poor delivery leading to hold ups. 

 
When a supplier’s invoice comes in, the order number will be referenced. By looking up the 
order book you will know which job to assign the costs to. 
Once the job is completed, all costs can be totalled and compared to the quote. 
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Each employee must account for his or her day’s work. On a timesheet they record the job 
number, a brief description of work carried out and the time spent. Workers should be aware 
of time allocated in a quote so they can keep to a work schedule. As soon as they are aware 
of a run over in time, they must speak with their supervisor for assistance. Try to keep 
workers informed about a job as this makes them feel involved which can add to their 
motivation to produce a good result. 

 

Timesheets are used to record hours spent on a job. When the week ends the timesheets are 
collected and processed as follows: 

 

1. Add up total hours for each job number. Record this time on the appropriate job sheet. 
If the total hours quoted is different to the time quoted you need to speak with the 
workers. Any time written off should be recorded on the employee chargeable time 
register (ECTR). 

2. Add up total hours worked. On the ECTR record hours charged and hours uncharged 
for each employee each week. This gives you details of efficient staff. 

3. From the timesheets, prepare the wages each week as they will have total hours 
worked. 

 

The ECTR is a tool used in the supervision of labour. All employees need to be aware of 
their results so they can work to improve their performance. A note on their pay slip once a 
month showing their productivity percentage gives them an opportunity to monitor 
themselves and keep in their minds that you are keeping a close eye on them. 
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This is all other costs that cannot be directly attributed to a specific job. e.g. bank charges, 
insurance, rent etc. It is important to remember to assign a part of your total overhead costs to 
each job. The longer the job is being worked on, the longer it is using your available working 
space, therefore consuming more overheads. 

 

For example 

If your total overheads for a month are $3000 on average and you employ 4 workers in your 
workshop @ 40 hours per week each the rate would be: 

 

 4x40 = 160 hours $3000 
      160hr = $18.75 per hour 
 

This means that for every man hour spent on the job, you will multiply by $18.75 to get the 
amount of overhead that job has consumed i.e. add that amount to the job sheet. e.g. If the 
job took 10 hours the overhead cost to that job would be 10 x 18.75 = $187.50. 
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When the job is completed and all the costs gathered, it is then time to compare actual to 
quoted price.  If there is a difference, it needs to be examined and questions asked as to 
where the difference is.  This gives you feedback on the preciseness of the quotes.  If the 
actual tender is under the quote, then positive feedback should also be given. 

 
The job sheet allows you to check that your charge out rates are enough to give you the profit 
levels you would like. 
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Each month you complete a schedule listing all employees and their wage details. To ensure 
this is correct, you need to keep an accurate electronic or manual wage book which shows the 
following details for each employee:  

·  Name 
·  Address 
·  Contact Home Phone Number 
·  IRD Number 
·  Sick days due and taken 
·  Start date 
·  Rate of Pay 
·  Hours worked each week 
·  Gross Pay 
·  PAYE and any other deductions for child support etc. 
·  Holiday Pay, including details of calculations 
·  IR330 on hand for every employee (Keep for 7 years) 
·  Kiwisaver status 

 
At the end of each month, rule a line and put in the totals in red pen for the month. The totals 
can then be transferred to the monthly IRD schedule. 
The schedule and PAYE cheque are due on the 20th of the month following the month 
deductions were made e.g. February PAYE deductions are payable on the 20th March. 
Failure to file your schedule on the correct date will result in a penalty charge of $250 plus 
overdue charges on unpaid PAYE.  
 
IR330’s must be obtained from each employee. This collects details including IRD Number 
and appropriate tax rate. If you do not hold a current IR330 you must tax the employee at $0.45 
in the dollar. 
 
We recommend using a computer based wage program to manage your wage obligations if you 
have more than 1 or 2 staff. All reports are generated by this program making life easy. 
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It is a legal requirement to have an employment contract for each employee. See us for help 
with this. We have resources available to help with your employer obligations.  
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From 1/04/07 all employees are entitled to 8% of their gross wages as holiday pay as 
set out in the Employment Contracts Act.  8% equates to 4 weeks for a whole year.  
Set out below are some examples of how this is calculated: 

 
1. Annual holidays:  If an employee has had no holidays all year and is now 

taking all of their holiday pay then the following calculation is made: 
1. Add up all of their gross wages since you last paid holiday pay (HP) 

– say $25650. 
2. Multiply that by 8% -e.g.  $25650 x 8% = 2052.00 – this is the 

gross HP. 
3. To calculate the PAYE on this you need to divide the gross HP by 4 

– this is to get a weekly figure to look up the weekly PAYE table. 
E.g. 2052 / 4 = 513.00 

4. Say the employee is on a M code, then the tax on this example 
($513) is $106.92, you then multiply this answer by 4 to calculate 
the PAYE on the gross HP i.e.: $106.92 x 4 = 427.68 – this is the 
PAYE to be deducted from $2052.00 

5. So your pay slip for the HP in this example would be; 
Gross HP $2052.00 
PAYE  $  427.68 
Net HP  $1624.32 

 
2. Annual Holidays with some holidays already taken: 

1. Add up total gross pay since last calculated and multiply by 8%. – 
e.g.: $25650 x 8% = 2052.00 

2. Deduct any gross pay paid for holidays taken since this calculation 
last done e.g. a weeks paid leave taken of $520, so $2052.00 - 
$520.00 = $1532.00 – this is the gross HP. 

3. Carry on from step 3 above. 
 

4. Employee leaving after less than six months service: - they are still 
entitled to 8% of their gross wages earned while working for you.  
Calculation is same as example 1 above except you add up all gross 
wages since they started and then carry on with steps 2 to 5. 

 
If you have any queries regarding staff or wages you can get excellent support from 
the Employment Relations Infoline:   0800 800 863. 
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It is compulsory for all employers to hold a signed contract for each employee 
MAS can help with these, please call to discuss. 
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KIWISAVER 
 
 
Kiwisaver is available to all New Zealanders to save for the future.  This is a voluntary 
savings initiative designed to make it easier to put money aside for the future. 
 
Self employed people can contribute directly to a Kiwisaver provider – see 
www.kiwisaver.govt.nz for more information on this. 
 
All employers are required to enroll all new eligible employees into Kiwisaver, unless 
an exemption applies. For more information on employee eligibility and employer 
exemptions see www.ird.govt.nz/kiwisaver 
 
Employers are responsible for deducting kiwisaver contributions from their employees 
who are in the Kiwisaver scheme unless the employee opts out of the scheme.  You 
must deduct kiwisaver contributions for the first 10 days and if they opt out you simply 
pay that back to them once their election form (KS10) is received and forwarded to 
IRD.   
 
Deductions are forwarded to the IRD with your monthly PAYE schedule.  Employees 
contributions are either 2, 4 or 8%.  It is important to put the start and end dates on 
your PAYE schedules for employees to ensure IRD are aware of what contributions 
they should be receiving and to stop any unnecessary charges to you. 
 
From 1/4/08 employers are obliged to contribute to their employees savings at the 
following rates: 
  1/4/08 – 31/3/09   1% 
  1/4/09 – 31/3/10   2%  capped 
 
It is recommended that you use a computerized wages package to process your wages 
to make the management of this and other facets of wages easier. 
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KIWISAVER FOR EMPLOYERS 
 

New employee starts at your business (existing 
employees can also join) �

You provide them with an information pack 
supplied by Inland Revenue if they meet the 
criteria for automatic enrolment �

New employee provides you with IRD 
number and address details that you provide 
Inland revenue

�

Inland Revenue passes contributions to your 
employee’s scheme provider �                                                      

After 12 months, employees can ask you to stop 
KiwiSaver deductions by showing you a 
‘contributions holiday’ notice

You start deductions from the employee’s first 
pay

� �

You will be required to contribute to your 
employee’s KiwiSaver account or complying 
fund at 2% of their gross salary or wage from 
1 April 2009

� �

You use the Employer Monthly Schedule 
(EMS) to pay contributions to Inland Revenue. 
You can send new employee details/opt-out 
forms at the same time or preferably earlier �

If the employee opts out, you can refund any 
KiwiSaver contributions held that have not been 
sent to Inland Revenue �

New employee can opt out from the end of 
week 2 to week 8 of starting employment by 
giving you or Inland Revenue an opt-out form

 
This diagram provides an overview. For more details go to www.ird.govt.nz/kiwisaver/employers 

 
KiwiSaver is a savings initiative which started 1 July 2007.  Employers should not 
provide financial advice to their employees – refer them to a professional advisor. 
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One of the essential skills required by self-employed people is the art of money 
management. To successfully do this, you need to have that much of it that it does 
not matter what you do and how much you spend OR like most of us you must be 
aware of what the money in the bank at any time is for. 
 
As funds are deposited, you must recognise that some of it is not available as 
working capital. Some of it is GST, some is income tax. Once these items are 
deducted then you have the available working capital. Each week you will have 
commitments such as wages, drawings, vehicle running, weekly purchases, APs due 
while some commitments are monthly such as PAYE and suppliers accounts. You 
must look at your bank account regularly to ensure your money is controlled and to 
avoid unnecessary or unplanned spending. 
 
Some businesses have money coming in daily, some are only around the 20th 
therefore the way you plan your spending must reflect this. If you cash comes in 
weekly, then work your budget out on a weekly basis whereas if your cash comes in 
only at the end of the month, then you must plan the money to last until the end of 
the following month. 
 
It is useful to make a standard form that you can fill out each month. For those with 
a computer, a spreadsheet master can be used. The format should be as follows; this 
is an example based on funds arriving once a month only. 
 
Date   e.g. 25/6/08  (i.e. when Majority of money now in for the month.) 
 
 Bank Balance 25/6/08     12562.01 
 Transfer to GST and Tax savings (25%)      3140.50 
           9421.51 
 Wages & drawings 4 wks   4000.00 
 Vehicle running      400.00 
 PAYE       550.00 
 APs for the month      856.00 
 Creditors (suppliers)   2969.00 
 
 Total payments/commitments      8775.00 
 
 Balance left in bank for working capital      646.51 
 
This gives you a guide as to where your money position is. 
 
The $3140.50 in this example represents the GST and income tax portion of your 
sales/deposits. It is most important to take this out of your immediate “hands” as 
soon as you get it, to avoid spending it. In this example, 25% has been taken but the 
percentage that applies to your business may differ. Please call us if you would like 
some assistance to work out an appropriate percentage for you.  
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1.  As purchases are made on credit with a supplier, then a paper trail must start. If 
you need to on charge a particular item to a specific job, then as each invoice comes 
into the office you can update your job sheet, check against your order book and 
check the price charged. It is useful to get a stamp made showing the processes and 
initial or date the appropriate process as each step is completed. This way nothing 
falls through the holes. Unpaid invoices can be filed until the 10th - 13th of each 
month. 

 
2.  By the 10th or 13th of each month most statements from creditors have been 
received. You can then match the invoices on hand to the statements checking the 
amounts charged. 

 
3.  Make a schedule of all creditors due, ageing the amounts to show overdue amounts 
e.g. 
Creditors Schedule for March 2008 
Payable 20/4/08 

 
Description  Total  Current 1 Month

 Overdue 
Mobile Accounting  2500.00  2500.00 
Engine Supplies  4502.00  3250.00  1252.00 
WEL      153.00    153.00 
Industry Goods  3846.25  2864.55    652.00   329.70 
Caltex Servo   1256.24    699.00    557.24 
Totals   $12257.49 $9466.55 $2461.24 $329.70 

 
4.  You can then write on the schedule details of cheque numbers, payment dates and 
amounts paid. When writing up next month’s schedule, you can refer to the last one 
for useful information regarding amounts outstanding.  

 
Creditors Schedule for March 2008 
Payable 20/4/08 

 
Description  Total  Current 1 Month Overdue 
Mobile Accounting  2500.00  2500.00  ��������

Engine Supplies  4502.00  3250.00  1252.00  ������	�

WEL    153.00    153.00   ������
��������������������

Industry Goods  3846.25  2864.55  652.00 329.70 
Caltex Servo   1256.24    699.00  557.24 ������� ��
			�
��� �

Totals   $12257.49 $9466.55 $2461.24 $329.70 
 

5.  As you pay an account, write the cheque number on the paid item and file it in an 
Accounts Paid file in the cheque number order. This makes finding tax invoices for 
queries and IRD audits very easy. 
 

There are electronic systems available to help with this or you could start a spreadsheet 
to help you. 
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It is important to be mindful of your marketing plan or if you do not have one, to 
develop one suitable to your business. This does not have to be an elaborate document 
but it is important to have some basic points covered. A successful business takes more 
than luck - you DO have to go out and find new work and expand your client base. 
 
When you are developing or reviewing a marketing campaign, you may find the 
following points useful to keep in mind. 
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1. Not precisely pinpointing your target market – know who you are trying to 
communicate with. 

2. Spending money in the wrong marketing medium (i.e. newspaper, radio etc). 
Think about what best suits your particular target market. 

3. Putting a fog around your message – keep it simple. Identify a customer need or 
requirement and then let them know you can satisfy that need the best! Try to 
avoid saying too much at any one time. 

4. Relying on image and a brochure to carry the day – you must also have content 
and create credibility, not just glossy paper and pretty pictures. 

5. Not acting on power of marketing leverage – there are some researched elements 
used when marketing, that have proven successful. They are offers, good text, 
effective headlines and good graphics. The offers need to be irresistible and text 
should be credible and informative. A good headline on your advertisement or 
brochure captures an audience quicker than fancy graphics. 
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      Concept Criticism Competition Credibility Common Interest 
 
Expanding on each of these briefly: 
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    A business has to be more than a great idea. You need to be recognising a gap in the        

marketplace that you can fill well. Your concept may not be original but can be a re-
invention of what is now being done, but do it better. As much as you need money to 
start a business, you also need passion and drive. 
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Take on board all criticism and use it to improve your business; free criticism can 
save you money in the long term. 
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   Check them out and then you will know how to differentiate your business from the    

rest and market on that strength. You don’t have to be good at everything but be good 
at something and they will remember that. 
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Making sure you are well recognised in the community for doing good honest 
business – no news travels like bad news. 
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   By networking with other business owners, you have everything to gain and nothing 

to lose. Shared information and experiences give strengths to your own business. 
Make use of client get-togethers. 
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   This is with both existing customers and new leads. Keep in touch with regular 

clients, letting them know what’s going on with your business and remind them how 
you can help them. With any new enquiries, ensure you do what you are asked and 
follow up later on. Potential customers will feel important and research shows they 
will tend towards you next time they make a purchase. 
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This is a common question when GST is due and the bank account is empty. You feel 
as though you are making no money for yourself, only for the IRD. It is important to 
put aside GST out of every banking you make.  If you are a labour intensive business 
with little costs apart from labour, then you need to put 1/9th of all bankings into a 
separate special purpose account. If you have significant purchases and running costs, 
you can put 5% of bankings aside. Where you have purchases and running costs that 
attract GST (i.e. you pay GST when paying for the items) then you have contra GST 
to claim against the GST you charge. 

 
It is an easy trap to spend all the money as you receive it - you must analyse your 
money to find out what portion is available for drawings, debt repayments, running 
costs etc including GST and income tax. 
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Tax is payable on profit. Profit is the difference between income and expenses 
incurred to make that income. (Refer to the section on SBSP reports) The amount you 
take in drawings does not affect profit. There are three types of transactions: 
 

1. ��G����  - this includes income received (turnover) and running costs, such as 
  vehicle expenses, purchases, wages, bank fees etc. The net result of 
  these transactions is your profit or loss or your taxable income. Your 

cashflow profit and loss statement or statement of financial performance 
show these. 

 
 2. 	�#���&  - these reflect the structure of your business in terms of assets and 
  liabilities. These entries are shown in your statement of financial 

position or on the bottom part of your monthly reports. 
 
 3. �9���(  - these are items of a personal or private nature e.g. drawings, tax 
  and capital introduced. 
 
Drawings is not a revenue item and therefore does not affect profit or tax liabilities. If 
you take too much profit in drawings, your tax does not go up but you will be having 
difficulty paying your creditors and meeting commitments. Again, we remind you it is 
important to know what profits you are making at all times so you are able to manage 
your cashflow. 
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Sole-traders and partnerships may have to run logbooks if the vehicle they use for 
business is also used for private running. A logbook is required to be kept for 3 
months every 3 years. You start with the kilometres at the start of the 3 month period 
then record the number of kms travelled that day and the reason for the trip. At the 
end of 3 months, the total private kms divided by the total kms travelled during that 
time will give you the private use percentage e.g. 

 

  Period of log book  01.04.08 - 30.06.08 
  Starting km   65456 
  Finishing km   67323 

Total kms travelled  1867 (67323 - 65456) 
Total pte km during period 684 

   
  Private Use %    37% (684 divided by 1867) 
 

If your situation changes within the 3 year period after that, then you will need to do 
another log book. 
 

Companies do not have to do a log book, they are liable for FBT instead. Shareholders 
are deemed to be employees of the company and are therefore subject to FBT for cars 
available for private running. 
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In question 2 above, there is an explanation as to how profit is determined and that tax 
is payable based on that profit. When you spend money on the business itself, then it 
is either capital or revenue in nature. Revenue items are deducted straight off the 
income for the amount you spent (less GST), while capital items are deducted over the 
life of the asset, by way of depreciation. 
 
Profit is reduced and therefore your tax is reduced by spending the money. The 
amount of tax relief is not equal to how much you spend; your profit is reduced by 
that amount but the tax is reduced in proportion at the tax rate that applies to you.  
Here are two examples to explain further: 
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   Current Profit before spending $8000 
   Less: Extra spending on repairs $2000 
   Adjusted profit   $6000 
 
   Tax @ 21.5c per $  ($6000 profit) $1290 
   Tax before spending ($8000 profit) $1720 
   Tax savings      $430 
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Let’s say you buy a new car in January for $15000 (excluding GST), you are entitled 
to depreciation @ 36% for each month of ownership in any financial year.  In this 
case, that’s three months. (15,000 x 36% = $5,400 pa, for three months = $1,350 
depreciation) 

    
   Current Profit before spending $8000 
   Less: Depreciation claimable $1350 
   Adjusted profit   $6650 
 
   Tax @ 21.5c per $ ($7025 profit) $1429 
   Tax before spending ($8000 profit) $1720 
   Tax savings      $291 
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A 6.7% early payment discount of income tax is available for individual new small 
business taxpayers who meet certain criteria from 1 April 2005 
 
GOODS AND SERVICES TAX  12.5% 
Compulsory Registration Threshold  $60,000  (Turnover) 
 
GST on Fringe Benefit Tax is done on the FBT return 
 
PENALTIES 
Income Tax 
Late Filing 
Certain penalties apply if returns are not filed on time or in the appropriate format 
 
Late payment 
A late payment penalty of 1% monthly incremental penalties will be incurred on tax 
unpaid after the due date 
 
GST 
Late Payment 
Penalties of $50 for payments basis returns or $250 for invoice basis returns 
 
Late payment 
A late payment penalty of 1% late payment penalty on the day after the due date. And  
charge a further 4% penalty if there is still an amount of unpaid tax (including penalties) 
seven days after the due date. 
Every month the amount owing remains unpaid after the due date a further 1% 
incremental penalty will be charged. Interest and late payment penalties are not charged 
on outstanding amounts of $100 or less. 
 
PAYE 
Late Filing 
A late filing penalty of $250.00 applies if returns are not filed on time or in the 
appropriate format 
 
Late Payment 
If you file your employer monthly schedule but don’t pay the amount calculated, you 
may have to pay a non-payment penalty as well as late payment penalties and interest. 
 
The non-payment penalty is 10% of the amount outstanding.  If you do not pay, a 
further 10% penalty will be added each month an amount remains outstanding. 
 
When you pay the amount outstanding or enter into an instalment arrangement, the last 
10% penalty imposed will reduce to 5%. 
 
USE OF MONEY INTEREST 
Inland Revenue Department charge/pay interest to some individuals & most 
trusts/companies 
   From 08/03/05  From 08/03/07           From 01/03/09 
Underpayment  13.08%  14.24%            9.73% 
Overpayment  5.71%   6.66%                        4.23% 
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ACCIDENT COMPENSATION LEVIES 
ACC payments are now invoiced directly by ACC 
 
Employer Premium 
Payable on employee earnings & self employed income at applicable industry rates to 
cover work related injuries 
 
Earner Premium 
For 2008 year, payable at the rate of $1.40 per $100 of employee earnings or income 
 
For further information, see website www.acc.co.nz 
 
REBATES 
Charitable donations and housekeeper rebates must now be applied for on a separate 
form IR526. From 1 April 2008, there is a 100% rebate on donations and housekeeper. 
All other rebates claimed through tax return 
 
WORKING FOR FAMILIES – SEE WEB SITE www.ird.govt.nz 
 
BUSINESS ENTERTAINMENT EXPENDITURE 
Generally only 50% of business entertainment expenditure within New Zealand is 
deductible. See Page 40.  
 
GIFT DUTY 
 
Value of Gifts   Duty 
$1 - $27,0000   Nil 
$27,000 - $36,000  5% of excess over $27,000 
$36,001 - $54,000  $450 + 10% of excess over $36,000 
$54,001 - $72,000  $2,250 + 20% of excess over $54,000 
$72,001 +   $5,850 + 25% of excess over $72,000 
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TAX RATES 
 
PERSONAL TAX RATES 
For other rates, see website www.ird.govt.nz 
 
New rates and thresholds from 1 April 2009: 

Income thresholds Rates 
Income to $14,000 12.5% 
$14,001 - $48,000 21% 
$48,001 - $70,000 33% 
$70,001 and over 38% 

New rates and thresholds from 1 April 2010: 

Income thresholds Rates 
Income to $14,000 12.5% 
$14,001 - $50,000 21% 
$50,001 - $70,000 33% 
$70,001 and over 37% 

New rates and thresholds from 1 April 2011: 

Income thresholds Rates 
Income to $14,000 12.5% 
$14,001 - $50,000 20% 
$50,001 - $70,000 33% 
$70,001 and over 37% 
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