PAYROLL
Presented by: Jason Dalton
OBJECTIVES:

1. Understand what the obligations of your organisation are when employing staff. 

2. Understand how PAYG withholding taxation system operates in relation to various types of payments.
3. Be able to determine the difference between an Employee and a Contractor and the different tax & payroll treatment for each.

4. Know what the minimum record keeping requirements are for payroll.

5. Know how to correctly calculate and tax Eligible Termination Payments.

PAYROLL

ACTIVITY 1 – PAYG WITHHOLDING
Please calculate the amount of PAYG withholding tax to withhold in the following circumstances (assume all amounts are weekly payments).  Use the weekly tax table provided to help you with your answers.

	AMOUNT PAID
	AMOUNT TO WITHHOLD

	$956.20 and the employee has provided a TFN and has elected the tax free threshold.
	

	$1,301.40 and the employee has not provided a tax file number within 28 days and is a resident of Australia.
	

	$617.50 and the employee has ticked “No Tax Free Threshold” from this employer.
	

	$2,600 and the employee has provided a TFN and has elected the tax free threshold (with leave loading).
	


ALLOWANCES

Allowances are separately identified payments made to employees and can be divided into the following categories:-

· Working Conditions – for example, danger and dirt.

· Qualifications for special duties – for example, first aid certificate.

· Expenses that can not be claimed as a tax deduction by the payee – for example, travel between work and home.

· Work related expenses – for example, travel between work sites.

	ALLOWANCE TYPE
	WITHHOLD PAYG?
	SHOW ON PAYMENT SUMMARY?

	Allowances paid for working conditions, qualifications or special duties
For example:

Crib, danger, dirt, height, site, shift or travelling time, trade, first aid certificate or safety officer.
	Yes

	Yes
(include total allowance in “Gross Payment”)

	Allowances for non-deductible expenses
For example:

Part-day travel (no overnight absence)

Meals (not award overtime meal allowance or overnight travel allowance)

Motor vehicle for non-deductible travel (e.g. home to work)
	Yes
	Yes
(include total allowance in “Gross Payment”)

	Allowances for expected deductible expenses
For example:

Compulsory uniform, dry cleaning

Tools

Motor vehicle for work-related travel.
	Yes
	Yes
(show total allowance separately in the allowance box with an explanation)

	Cents per kilometre car expense payments using Tax Office rates
For payments made up to 5,000 business kilometres by applying the ATO rates to the number of kms travelled.
	No
	Yes
(show total allowance separately in allowance box)

	For payments made in excess of 5,000 business kms by applying the ATO rates to the number of kms travelled.
	Yes
(from the payment for the excess over 5,000km)
	Yes
(show total allowance separately in allowance box)

	Laundry (not dry cleaning) allowance for deductible clothing
Up to the threshold amount of $150.
	No
	Yes
(show total allowance separately in allowance box)

	Over the threshold amount of $150.
	Yes
(from excess over the threshold amount)
	Yes
(show total allowance separately in allowance box)

	Award overtime meal allowance
Up to reasonable allowances amount.
	No
	No

	Over reasonable allowances amount.
The allowance must be paid under an industrial instrument in connection with overtime worked.
	Yes
(from the excess over reasonable allowances amount)
	Yes
(show total allowance separately in allowance box)

	Domestic or overseas travel allowance involving overnight absence from payee’s ordinary place of residence
Up to reasonable allowances amount.
	No
	No

	Over reasonable allowances amount.
	Yes
(from the excess over reasonable allowances amount)
	Yes
(show total allowance separately in allowance box)


Reasonable amount for 2006-2007 

10. The reasonable amounts for daily travel allowance expenses, according to salary levels and destinations, for the 2006-2007 income year are shown in Tables 1-6 as follows. 

	Table 1: Employee's annual salary - $84,250 or below 
Place 


	Accomm. 
$ 
	Food and drink 
$ 
B'fast 19.60 
Lunch 21.95 
Dinner 37.80 
	Incidentals 
$14.95 
	Total 
$ 

	Adelaide 
	136 
	79.35 
	14.95 
	230.30 

	Brisbane 
	141 
	79.35 
	14.95 
	235.30 

	Canberra 
	114 
	79.35 
	14.95 
	208.30 

	Darwin 
	128 
	79.35 
	14.95 
	222.30 

	Hobart 
	104 
	79.35 
	14.95 
	198.30 

	Melbourne 
	150 
	79.35 
	14.95 
	244.30 

	Perth 
	126 
	79.35 
	14.95 
	220.30 

	Sydney 
	158 
	79.35 
	14.95 
	252.30 

	High cost country centres 
	See Table 4 
	79.35 
	14.95 
	Variable - see Table 4 

	Tier 2 country centres (see Table 5) 
	89 
	B'fast 17.50 
Lunch 20.05 
Dinner 34.55 
	14.95 
	176.05 

	Other country centres 
	78 
	72.10 
	14.95 
	165.05

	


	Table 2: Employee's annual salary - $84,251 - $149,750 
Place 


	Accomm. 
$ 
	Food and drink 
$ 
B'fast 21.30 
Lunch 30.15 
Dinner 42.25 
	Incidentals 
$ 
	Total 
$ 

	Adelaide 
	152 
	93.70 
	21.35 
	267.05 

	Brisbane 
	172 
	93.70 
	21.35 
	287.05 

	Canberra 
	143 
	93.70 
	21.35 
	258.05 

	Darwin 
	140 
	93.70 
	21.35 
	255.05 

	Hobart 
	125 
	93.70 
	21.35 
	240.05 

	Melbourne 
	169 
	93.70 
	21.35 
	284.05 

	Perth 
	152 
	93.70 
	21.35 
	267.05 

	Sydney 
	196 
	93.70 
	21.35 
	311.05 

	High cost country centres 
	See Table 4 
	93.70 
	21.35 
	Variable - see Table 4 

	Tier 2 country centres (see Table 5) 
	107 
	B'fast 19.60 
Lunch 20.05 
Dinner 39.00 
	21.35 
	207 

	Other country centres 
	94 
	78.65 
	21.35 
	194.00

	


	Table 3: Employee's annual salary - $149, 751 and above 
Place 


	Accomm. 
	Food and drink 
$ 
B'fast $25 
Lunch $36 
Dinner $55 
	Incidentals 
	Total 

	Adelaide 
	195 
	116 
	21.35 
	332.35 

	Brisbane 
	216 
	116 
	21.35 
	353.35 

	Canberra 
	195 
	116 
	21.35 
	332.35 

	Darwin 
	195 
	116 
	21.35 
	332.35 

	Hobart 
	195 
	116 
	21.35 
	332.35 

	Melbourne 
	265 
	116 
	21.35 
	402.35 

	Perth 
	195 
	116 
	21.35 
	332.35 

	Sydney 
	265 
	116 
	21.35 
	402.35 

	Country centres 
	$151, or the relevant amount in Table 4 if higher 
	116 
	21.35 
	Variable - see Table 4 if applicable

	


	Table 4: High cost country centres - accommodation expenses 
Country centre 


	$ 
	Country centre 
	$ 

	Ballarat (Vic) 
	100.00 
	Karratha (WA) 
	166.00 

	Bendigo (Vic) 
	95.00 
	Kununurra (WA) 
	113.00 

	Broome (WA) 
	134.00 
	Launceston(TAS) 
	96.00 

	Burnie (Tas) 
	100.00 
	Newcastle (NSW) 
	101.50 

	Carnarvon (WA) 
	97.00 
	Newman (WA) 
	119.50 

	Christmas Island (WA) 
	120.00 
	Norfolk Island 
	100.00 

	Dampier (WA) 
	105.00 
	Pt Hedland (WA) 
	124.00 

	Devonport (Tas) 
	103.50 
	Thursday Island (QLD) 
	140.00 

	Exmouth (WA) 
	96.00 
	Warrnambool (Vic) 
	95.00 

	Gold Coast (QLD) 
	112.00 
	Weipa (QLD) 
	125.00 

	Halls Creek (WA) 
	112.00 
	Wilpena (SA) 
	106.50 

	Horn Island (QLD) 
	119.00 
	Wollongong (NSW) 
	104.00 

	Jabiru (NT) 
	190.00 
	Yulara (NT) 
	307.00 

	Kalgoorlie (WA) 
	102.00 
	  
	 

	


	Table 5: Tier 2 country centres 
Country centre 

	Country centre 


	Alice Springs (NT) 

	Mount Gambier (SA) 


	Bordertown (SA) 

	Mount Isa (QLD) 


	Bright (VIC) 

	Mudgee (NSW) 


	Bunbury (WA) 

	Northam (WA) 


	Cairns (QLD) 

	Orange (NSW) 


	Castlemaine (VIC) 

	Port Lincoln (SA) 


	Cocos (Keeling) Island 

	Port Macquarie (NSW) 


	Derby (WA) 

	Portland (VIC) 


	Geelong (VIC) 

	Queenstown (TAS) 


	Katherine (NT) 

	Wagga Wagga (NSW) 



	Maitland (NSW)

	
	


ACTIVITY 2 – ALLOWANCES
Please state whether PAYG should be withheld in the following circumstances:
	ALLOWANCES
	PAYG TO BE DEDUCTED (YES/NO)
	SHOW ON PAYMENT SUMMARY (YES/NO)

	Allowance received for part day travel (no overnight absence).
	
	

	An employee is reimbursed based on the ATO cents per kilometre rates and claims less than 5,000 kilometres.
	
	

	An employee receives a laundry allowance of $300.
	
	

	An employee travels to Perth for work for five days and is paid an allowance of $1,000.  Her annual salary is $50,000.
	
	


BACK PAYMENTS

Back payments, including lump sum payments in arrears, are amounts that have accrued because they were not paid when they otherwise should have been.  They can be divided into salary or wages or other amounts.
The calculation of the amount to withhold will depend on whether the back payment was accrued in the current financial year or in a prior financial year.  The ATO provides methods for dealing with the following situations in their PAYG withholding – Tax table for back payments NAT 3348):

· When the payment has accrued in the current financial year.

· When the payment has accrued in a prior financial year and wages have accrued less than 12 months before the date of payment.

· When the payment has accrued in a prior financial year and wages have accrued more than 12 months before the date of payment.

ACTIVITY 3 – BACK PAYMENTS
An employee receives a back payment of $2,100 that relates to three pay periods in June 2006 period. The back payment relates to wages accrued less than 12 months before the date of payment. Calculate the amount of PAYG that should be withheld.  The employee normally earns $1,300 per week and claims the tax free threshold from this employer.

	ATO METHOD STATEMENT
	CALCULATION

	Step 1.


	

	Step 2.


	

	Step 3.


	

	Step 4.


	

	Step 5.


	

	Step 6.


	

	Step 7.


	


PAYG RECORDING ON THE BAS OR IAS
W 1 – Total of Salary, wages and other payments
	Items included
	Items excluded

	· Salaries & wages paid to full time, part time, casual employees.  This includes overtime, penalties and allowances.
· Commissions, retainers, performance incentives, bonus payments, holiday leave loadings.

· Severance, termination and redundancy payments.

· Directors’ fees and remuneration.

· Payments for unused annual or long service leave.

· Eligible Termination Payments and superannuation type payments such as annuities and pensions.

· Compensation, sickness and accident payments in respect of incapacity for work if made as regular/periodic payments.

· Payments made to workers by labour hire firms under labour hire arrangements.

· Payments made to an individual payee for work or services where the parties enter into a voluntary agreement that amounts will be withheld from those payments.

· Amounts paid as non-cash benefits but excluding amounts subject to fringe benefits tax.
	· Any non-employment related payment.
· Any amount from which tax was withheld due to failure to quote an ABN.


W 2 – Amounts withheld from salary and wages and other payments
Work out the total amount withheld from the payments recorded at W 1.  This would include amounts withheld from:

· All salaries and wages paid to employees, and
· Any amount withheld from the items listed in the above table.

W 3 – Other amounts withheld

This includes all other amounts withheld from payments that have not been recorded in either W 2 or W 4.

W 4 – Amounts withheld from payment of invoices where no ABN quoted

Include the total amount you have withheld from payments made to entities who are conducting business transactions and have not provided you with an invoice showing an ABN relating to that business activity.  Or where you have not received a “statement by supplier”.

ACTIVITY 4 – COMPLETION OF AN ACTIVITY STATEMENT

The following amounts have been paid during the BAS period.

· Salary and Wages of $50,000

· Tax withheld on above salary and wages of $12,000

· An allowance of $500

· No tax withheld on the allowance

· Commission paid to a contractor of $500

· The contractor did not provide an ABN so tax at 46.5% was withheld of $232.50.

· Eligible Termination Payments of $3,000

Please calculate the amounts to be included on the BAS in the following boxes:

	BOX LABEL
	AMOUNT

	W1 – Salary, wages and other payments


	

	W2 – Amount withheld from payments shown at W1.


	

	W4 – Amounts withheld where no ABN quoted.


	

	W3 – Other amounts withheld.


	

	W5 – Total amount withheld (W2+W4+W3)
	


COMPLETING THE PAYG PAYMENT SUMMARY

Refer to the ATO publication NAT 3388 – “How to complete the PAYG payment summary – individual non-business form” this has been included at the back of this section.

ACTIVITY 5 – COMPLETION OF PAYMENT SUMMARIES

An employee has received the following payments for the full year ended 30 June 2007.

· Salary and Wages $50,000 (gross)

· Tax withheld on the salary & wages $12,500

· Car allowance of $1,220 (which is to be included on the payment summary)
· Union Fees paid of $967.00

· $500 which relates to back payment of salary and wages which have accrued more than 12 months ago.

· $4,000 paid as a tax free bona fide redundancy payment.

Please complete the employee’s PAYG Payment Summary which is included at the back of this section.

SUPERANNUATION GUARANTEE
To classify whether an individual is an employee for Superannuation Guarantee purposes we must also look at the common law test.  If an individual is an employee under this test then the employer is legally obliged to contribute 9% superannuation for payments made which satisfy the Ordinary Times Earnings (OTE) definition.
Circumstances that are exempt for Superannuation Guarantee purposes

· employees aged 70 or over

· non-resident employees for work carried out, outside of Australia

· resident employees for work carried out, outside of Australia for a non-resident employer

· employees who receive salary and wages of less than $450 in a particular calendar month

· employees under the age of 18, who are employed on a part-time basis (e.g. less than 30 hours per week)

· recipients of defence force reserve payments

· any prescribed person/foreign executive holding a class 2 temporary entry permit to Australia

· residents of Norfolk Island

· employees receiving salary and wages under the Commonwealth Government Community Development Employment Program

· employees who elect not to receive SGC support because their accumulated superannuation entitlements exceed their pension reasonable benefit limit (RBL), and

· a non-resident employer may not be required to satisfy superannuation guarantee obligations for an employee sent to work temporarily in Australia.

The following table provides a checklist for what items should be included as OTE:

	CHECKLIST - SALARY/WAGES & OTE 
Payment Type


	OTE?
	Salary or Wages?

	Allowances paid (other than a reimbursement of expenses) 
	Yes 
	Yes 

	Reimbursement of expenses (e.g. travel costs) 
	No 
	No 

	Bonuses that do not relate to specific performance criteria (e.g. Christmas bonuses) 
	No 
	Yes 

	Other bonuses 
	Yes 
	Yes 

	Commission 
	Yes 
	Yes 

	Over award payments 
	Yes 
	Yes 

	Shift loading 
	Yes 
	Yes 

	Overtime 
	No 
	Yes 

	Casual loading 
	Yes 
	Yes 

	Benefits subject to fringe benefits tax 
	No 
	No 

	Workers compensation payments, including top up payments, where no work is performed. 
	No 
	No 

	Workers compensation payments, including top up payments, paid by the employer, where work is performed. 
	Yes 
	Yes 

	Top up payments, e.g. when serving on jury duty or with reserve forces etc. 
	No 
	Yes 

	Payments when on maternity or paternity leave 
	No 
	Yes 

	Pay for annual holiday leave taken 
	Yes 
	Yes 

	Government (wage) subsidies, e.g. jobs start allowance 
	Yes 
	Yes 

	Annual leave loading 
	No 
	Yes 

	Pay for sick leave taken 
	Yes 
	Yes 

	Pay for long service leave taken 
	Yes 
	Yes 

	Accrued annual leave, long service leave and sick leave paid as a lump sum on termination 
	No 
	Yes 

	Payments in lieu of notice 
	No 
	Yes 

	Redundancy payments 
	No 
	Yes 

	Other payments made by an employer on termination of employment 
	No 
	Yes 

	Director's fees 
	Yes 
	Yes 

	Payments for performance in, or provision of services relating to, entertainment, sport, promotions, films, discs, tapes, TV, or radio 
	Yes 
	Yes 

	Payments to a contractor who is an employee under the SGAA (labour portion only) 
	Yes 
	Yes 

	Dividends 
	No 
	No 

	Partnership and trust distributions 
	No 
	No 

	Payments for entering into a restraint of trade agreement 
	No 
	No 

	Payments for domestic or private work under 30 hours per week
	No
	No

	Top-up payments (e.g. when on jury duty)
	Yes
	No

	CDEP payments
	Yes
	No


ENDING EMPLOYMENT

There are numerous reasons for terminations of employment including:-
· death

· early retirement

· redundancy

· dismissal

· resignation

· retirement, or

· invalidity

When an employee ceases employment the following payments may occur:

· eligible termination payments

· bona fide redundancy payments not in excess of the tax free amount

· unused annual leave and long service leave payments

· accrued salary and wages, and

· approved early retirement schemes.

Each of the above types of payments have different taxation treatment.

As from 1 July 2007 ETP will stand for Employee Termination Payments.
CLASSIFICATION OF PAYMENTS

If you are ending employment and you have made a payment to an employee the first step required is to determine the category of the payment as this will determine the taxation treatment consequences.

The categories are:-

· accrued salary and wages

· ETP’s:

· Bona fide redundancy payments in excess of the tax free amount

· Golden handshakes

· Accrued sick leave and RDO’s

· Payment in lieu of notice

· Bona fide redundancy payments tax free

· Accrued annual leave and loading

· Accrued long service leave

· Tax free part of redundancy/approved retirement schemes, and

· Post June 1994 invalidity payments.

Accrued salary and wages

The accrued salary and wages will be taxed at the employee’s marginal tax rate.

Eligible Termination Payments (ETP’s)

Lump sum payments made in consequence of a termination of employment are called eligible termination payments (ETP’s).  Only certain payments paid to an employee on termination of employment are classified as ETP’s.
Termination of Employment

Termination of employment can occur at the request of the employer, employee or by mutual agreement.  There must be a termination of employment for there to be an ETP.

ETP – Payment Process

The payment process of the ETP can be shown as follows:-

STEP 1: Determining whether a lump sum payment is an ETP
The table below will help you decide if any part of a lump sum termination payment is an ETP.
	Eligible termination

payments


	NOT eligible termination

payments



	The employer payments listed here are payments paid because of termination of employment and are ETPs:
	The employer payments listed here may be paid on termination of employment but are not ETPs:



	■ unused rostered days off (RDOs)

■ payments in lieu of notice (in place of giving an employee earlier notice of their termination)

■ unused sick leave

■ a gratuity or golden handshake

■ compensation for loss of job

■ compensation for wrongful dismissal

■ because of an employee’s invalidity payments (permanent disability, other than compensation for personal injury)

■ bona fide redundancy and approved early retirement scheme payments over the tax free amount, and

■ certain payments after the death of an employee.
	■ unused annual leave and/or leave loading

■ unused long service leave

■ salary, wages and allowances owing to an employee for work done or leave already taken

■ compensation for personal injury

■ payment for restraint of trade

■ an advance or loan, and

■ bona fide redundancy and approved early retirement scheme payments that are within the tax free amount (if the payment is higher than the tax free amount, the excess is an eligible termination payment).


STEP 2: Calculating the components of an ETP

An ETP needs to be divided into the following components:
· Pre-July 1983 component – this component will occur if the employee commenced employment prior to 30 June 1983.

	= ETP amount – invalidity component(if any)   x   Eligible service period days

                                                                               before 1 July 1983 / Total

                                                                               eligible service period days


Where total eligible service period days is: number of calendar days from when the employee started working for you to the date the employee finished working for you.  Include weekends, public holidays, annual leave and long service leave.  Exclude leave without pay.

· Post-June 1983 untaxed element – this component will always be present.

	= ETP amount  -  invalidity component (if any)  -  pre-July 1983 component


· Post-June 1994 invalidity component – this component will occur when an employee is ceasing employment early due to a permanent disability.

STEP 3: Calculating PAYG withholding

The employee can roll over the payment into superannuation or take the amount in cash.  If the employee takes the amount in cash, PAYG withholding needs to be withheld from the applicable amount.

The following table determines the amount of PAYG withholding including Medicare of 1.5%:

	
	Age of Person
	TFN Provided
	TFN Not Provided

	Pre-June 1983 component
	Any Age
	Nil
	46.5%

	Post-June 1983 untaxed element component
	
	
	

	· Amount up to the low rate threshold
	55 or Older
	16.5%
	46.5%

	· Amount over the low rate threshold
	55 or Older
	31.5%
	46.5%

	All other amounts
	Under 55
	31.5%
	46.5%

	Post-June invalidity component
	Any Age
	Nil
	Nil


The low rate threshold for the year ended 30 June 2007 is $135,590.
BONA FIDE REDUNDANCY PAYMENTS
For a redundancy to receive concessional tax treatment, it must be a ‘bona fide’ redundancy payment.  The following conditions must be satisfied:-

· You have made a definite decision that the job of an employee ceases to exist (that is, the position is made redundant). Redundancy refers to situations where an employer no longer requires an employee to carry out work of a particular kind or work of a particular kind at the same location.
· The decision is not due to the ordinary and customary turnover of labour.
· The decision led to the termination of your employee’s employment.
· The termination is not on account of any personal act or default of your employee, or caused by any consideration abnormal to your employee, or for personal or disciplinary reasons.
A bona fide redundancy does not occur when:

· Your dismissed employee reaches normal retirement age.

· Your employee was not dismissed but left voluntarily.
· Another employee of similar age and skills replaced your employee soon after.

· Your employee was dismissed for disciplinary reasons.

· Your employee was dismissed for inefficiency.

Tax Free Calculation for bona fide redundancy payments
The tax-free amount is limited to a specified amount plus an additional amount for every year of service.  The current amounts for the 2006/07 income year are:


$6,783 plus $3,392 for each year completed

UNUSED LEAVE PAYMENTS

Unused Annual Leave

Payments made to an employee on termination of employment for unused annual leave are not ETP’s but are concessionally taxed under the Income Tax Assessment Act 1936 section 26AC.

The lump sum payment for unused annual leave is included in the employee’s assessable income for the year that it is received and taxed at marginal rates.
The marginal rate is not applicable if the following situations occur:-

· The amount was accrued before 18 August 1993.

· The payment is a bona fide redundancy amount, an early retirement scheme or an invalidity amount that accrued on or after 18 August 1993.

For these amounts of unused annual leave the tax payable is limited to 31.5% (including medicare levy).

Unused Long Service Leave

Payments for unused long service leave are not ETP’s and are concessionally taxed under section 26AD of the ITAA36.  The concessional rules apply to lump sum payments to employees in consequence of retirement or termination of an employment after 15 August 1978.

The following table illustrates the concessional tax treatment of unused long service leave.
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ACTIVITY 6 – ENDING EMPLOYMENT

Steve ceased employment with the AMS and the following payments were made on 14th February 2007, these payments were made as termination of employment and as a result of a bona fide redundancy.
· Accrued salary and wages of $1,000 (paid weekly)

· Unused sick leave of $500

· Unused annual leave of $2,000

· Bona fide redundancy payment of $20,000 (note that Steve had been employed for 3 full years commencing on 16 January 2004).

· Steve was born on 1 November 1949 (age 57)

Please complete the following tasks:-
1. Calculate the amount of tax to be withheld from the above payments.

2. Indicate which payment summary form is required to be used for each payment and which box on the form is to be filled out. (i.e. PAYG payment Summary or ETP Payment Summary).

STEP 1: Determine whether ETP

	Payment Category
	ETP? Yes/No
	Payment Amount

	Salary and Wages


	
	

	Unused Sick Leave


	
	

	Unused Annual Leave


	
	

	Bona Fide Redundancy Payments:-

· Tax-free amount

· Excess amount


	
	

	Total ETP component amount


	
	


STEP 2: Determine tax payable on income not ETP
	Payment Category
	Tax payable on income not ETP

	Salary and Wages


	

	Unused Annual Leave


	


STEP 3: Determine the tax payable on the ETP components

	Payment Category
	Tax payable on – ETP components

	Unused sick leave


	

	Bona fide redundancy payments


	


STEP 4: Summary of Payments

	Income Item
	Income
	Tax

	Salary and Wages

	
	

	Unused Sick Leave

	
	

	Unused Annual Leave

	
	

	Bona Fide Redundancy

	
	

	Total
	
	


STEP 5: Completion of forms

	Income Item
	Which Payment Summary?
	Which Box?

	Salary and Wages

	
	

	Unused Sick Leave

	
	

	Unused Annual Leave

	
	

	Excess Bona Fide Redundancy

	
	

	Bona Fide Redundancy payment not excess
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