
INFORMATION
HANDBOOK

Business Activity 
Statement
A guide to completing your quarterly BAS

ISSUE ONE 
MARCH 2023

Treasurer’sTOOLBOX



2 CEHL Information Handbook - Business Activity Statement Guide

Business Activity Statement (BAS)
BAS (Business Activity Statement) is completed and submitted to the ATO on a quarterly basis.  

•	 March Quarter 

•	 June Quarter 

•	 September Quarter 

•	 December Quarter 

The BAS information Report generates data from the Cash Receipts and Cash Payments worksheets 
and can be found on the CIRCUIT file TAB named BAS. 

Note: To claim your GST back you must complete your BAS (this will be posted to the CERCs address by 
the ATO or the coop can register with the ATO & complete the BAS electronically via the ATO portal).

1st quarter BAS report from the CIRCUIT file, BAS tab:
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GST and property expenses 
Circuit will review each property and renter to determine the rent paid and compare to the market rent. 
Where the rent paid is 75% or greater, the rent will highlight in pink, meaning no GST is claimable on 
this property. 

The MENU tab from the CIRCUIT file:

If the line is highlighted in pink on the CASH PAYMENT tab, it means that we must change the GST 
amount to $0.00 (as the GST is not claimable on this property) and include the total of the invoice (incl 
GST) in the relevant column.

ATO position: 

If a charity supplies community housing for consideration that is less than 75% of the market rent, the 
supply is GST-free. The charity can claim input tax credits for purchasing things to make the supply.

If a charity supplies community housing for consideration that is at or above 75% of the market rent, 
the supply is input taxed.

The charity cannot claim input tax credits for purchasing things to make the supply.

Incorrect example: The CASH PAYMENT tab from the CIRCUIT file:

Correct example: The CASH PAYMENT tab from the CIRCUIT file.
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Business Activity Statement Continued
When entering the BAS information into the ATO BAS statement, please use the corresponding codes as 
listed on the CIRCUIT BAS report.

The first three highlighted cells (G1, G3 and G11) will match with the first page of the ATO BAS Statement.

Please select X – Option 1.

Does the amount shown at G1 include GST? – Please tick the NO option.

X

Place an X  
in Option 1.

Place an X 
in NO

X
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Business Activity Statement Continued
The below highlighted will answer the second page of the of the ATO BAS report details.

Sign and date the ATO BAS before sending to the ATO and keep a copy in your files for the annual audit. 
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Goods And Services Tax (GST) & Tax Invoices
Valid GST Invoices 

To be able to claim a GST credit back from the ATO, a valid GST invoice must be obtained and retained 
by the co-op. A valid tax invoice has the following characteristics:

1.	 Must state “Tax Invoice”

2.	 The supplier’s identity 

3.	 The supplier’s Australian business number (ABN) 

4.	 The date the invoice was issued

5.	 A brief description of the items sold, including the quantity (if applicable) and the price 

6.	 The GST amount (if any) payable – this can be shown separately or, if the GST amount is exactly one – 
eleventh of the total price, as a statement such as “Total price includes GST”

7.	 The extent to which each sale on the invoice is a taxable sale (that is the extent to which each sale 
includes GST)

8. Invoices must be addressed to the co-operative only to claim GST


