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(on Local Purchases, Imports with GST Paid, Tourist
Refund Scheme and Bad Debt Relief)
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STEP 3D:
Check your Input Tax and Refunds Claimed

(on Local Purchases, Imports with GST Paid, Tourist Refund Scheme
and Bad Debt Relief)

1 Review your listing(s)

1.1 Perform the following checks on the listing(s) for your input tax and refunds claimed.

a. Check that the total amount of your respective listing(s) tallies with the value
declared in Box 5, Box 7, Box 10 and Box 11 of your GST return (please refer to
paragraph 1.1 of Step 3 - Overview).
If you have been approved to import goods with GST suspended (e.g. under the
Major Exporter Scheme, etc.), the value of such imports should also be included in
Box 5 of your GST return.
Similarly, if you have been approved to import goods with GST deferred (under the
Import GST Deferment Scheme), the value of such imports and the corresponding
import GST deferred that are attributable to your taxable supplies should be
included in Box 5 and Box 7 of your GST return. Please refer to Step 3E on how

to check your imports with GST suspended or deferred.

b. If you are not approved under the Major Exporter Scheme (MES), Import GST
Deferment Scheme (IGDS) or any other GST scheme to import goods with GST
suspended or deferred, run through your listing(s) and see if there is any import
permit number that begins with ‘ME’ or ‘MC’. This is to check whether you have
wrongly imported goods with GST suspended or deferred by using another
business’ MES or IGDS status.

Z If yes, you should exclude such imports from your GST return and
write to the Comptroller of GST for rectification of the error.

c. Look through the dates of transaction, invoice or import permit recorded in your

listing(s). For transactions with dates falling before or after the accounting period
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of the selected GST return, ensure that you did not claim the input tax again in

your GST returns for other accounting periods.

£ You must hold the supporting tax invoice or import permit when
you make the input tax claim in your GST return. Hence, the
dates recorded in your listing(s) should generally fall within or
before the accounting period of your GST return.

Check that you do not make input tax claims on the same transaction more than

once.

£ The possibility of you making duplicate input tax claims can be
reduced if you generate your listing(s) using an accounting
software which has in-built functions or controls that can prohibit
or highlight duplicate entries.

Retrieve all credit notes received from your suppliers or debit notes issued to
your suppliers during the accounting period of your GST return. Ensure that the
Purchase Amount Excluding GST and the GST Amount have been reduced

correctly in your listing(s) based on these credit notes or debit notes.

Run through your listing(s) and pick out transactions with description or of nature
such as entertainment, phone charges, transport claims, miscellaneous expenses,
medical expenses, etc. Ensure that these input tax claims are for your business

purposes.

Ensure that you do not claim any input tax that is not allowable.

ﬁYou should not claim input tax on the following: \

B« pPurchases from non GST-registered suppliers
= Purchases where input tax is specifically not allowed:

% Club subscription fee charged by sporting and
recreational clubs

% Medical expenses, medical and accident insurance
premium incurred by your staff (excluding those covered
under the Work Injury Compensation Act or under any
collective agreement under the Industrial Relations Act)

% Benefits provided to the family members or relatives of
your staff

% Costs and running expenses (e.g. on petrol, parking,

K ERP charges) of motor cars (except for Q-plated cars)

Complete the Pre-Filing Checklist for Taxable Purchases and
O Input Tax & Refunds Claimed, if you have not done so when filing
the GST return.
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1.2 Follow the flowchart below to determine if you are required to apportion your input tax

claims. If yes, ensure that you have apportioned and claimed your input tax correctly.

You do not have
to apportion your
input tax claims.

Do you make
exempt supplies?

Are you actively making exempt

supplies, e.g.:

= as a property developer or property
investor generating income from sale
and/or lease of residential property; or

= in the business of providing financial
services?

No v v Yes
Proceed to Pre-Filing Checklist Proceed to Pre-Filing Checklist
for Exempt Supplies and Input for Exempt Supplies and Input
Tax Claims in relation to Tax Claims in relation to
Exempt Supplies — General Biz, Exempt Supplies — Ppty & FS,
Question 6 to determine how to Question 10 to determine how
claim your input tax. to claim your input tax.

2 Select samples from your listing

Follow the ‘Flowchart on the Selection of Samples’ in Step 3 - Overview. If the total

number of transactions in your various listing(s) for input tax and refund claims adds

up to more than 30, you should select:

e at least 30 samples to cover minimum 30% of the total input tax and refund
claims in your listing(s), or a maximum of 60 samples; and

¢ At least 1 sample from each of the category below that applies to your business.
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3.1

Category Samples selected should include:

Trade Purchases and Expenses covering:

Local Purchases i. Different nature of goods or services purchased

ii. Tax invoices billed in foreign currency

Imports with GST paid

Tourist Refund Scheme (“TRS”) Claims

Bad Debt Relief (‘BDR”) Claims

Check your supporting documents for the samples selected

Checks on your input tax claims on Local Purchases

Retrieve the source documents (i.e. tax invoices, simplified tax invoices and/or

receipts received by you) for the samples selected in Step 3D.2.

Perform the following checks on your source documents and listing.

a. The tax invoice is addressed to your business name and shows the amount of

b.

d.

GST charged on your purchase.

The Purchase Amount Excluding GST and the Total GST Amount are recorded

correctly in your listing based on the source document.

Z As GST amount may not be shown separately on simplified tax
invoices and receipts, you should claim for GST by re-grossing
the Total Amount Including GST based on tax fraction®.

If the source document (tax invoice) is issued in foreign currency, you should
claim input tax based on the Total GST Amount shown in Singapore Dollars or by
using the exchange rate stated by the supplier on the tax invoice. You should not

use your own exchange rate to claim input tax on your purchase.

The purchase is incurred wholly for your business purposes and is allowable.

Check that you do not claim input tax on those purchases listed in Step 3D.1.1g.

8

E.g. When GST rate is 7%, the tax fraction will be 7/107.
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3.2

3.3

Checks on your input tax claims on Imports (with GST paid)

Ensure that you have the supporting import permits or subsidiary import certificates

for the samples selected in Step 3D.2.

Perform the following checks on your import permit or subsidiary import certificate
and listing for each sample. Check that:
a. The import permit or subsidiary import certificate shows your business name as

the importer.

b. The Total Amount Excluding GST and the Total GST Amount are recorded
correctly in your listing based on the CIF amount and GST amount stated on the

import permit or subsidiary import certificate.

c. The goods are imported for your business purposes.

Checks on your refunds claimed on Tourist Refund Scheme

If you are operating the Tourist Refund Scheme on your own, you would give the
GST refunds to your customers (who are eligible tourists) and then recover the tax

from the Comptroller of GST in your GST returns.

Below are simple checks to help you in ensuring that your refunds claimed on Tourist
Refund Scheme are correct. For more information on the scheme, please refer to

the e-Tax Guide, “Guide to Retailers Operating Tourist Refund Scheme”.

Ensure that you have these supporting documents for the samples selected in Step
3D.2. The source documents include:

e Refund forms for your refunds claimed on the Tourist Refund Scheme

e Tax invoices, simplified tax invoices and/or receipts issued by you

e Evidence of your GST refund made to tourists (e.g. your bank statements)
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Perform the following checks on your source documents and listing for each sample.
Check that:

a. The refund form bears the original endorsement made by Singapore Customs.

b. The refund form is endorsed by Singapore Customs within 2 months from the

date of your tax invoice or receipt.

c. You have reported the original value of the standard-rated supply and accounted
for output tax in your GST return based on your tax invoice or receipt.

d. There is evidence of your GST refund made to your tourist customer during the
accounting period of the selected GST return (e.g. your bank statement showing that

your cheque for the GST refund has been encashed by the tourist).

e. The Total GST Amount (Refunded) is recorded correctly in your listing based on
the refund form endorsed by Singapore Customs.

34 Checks on your refunds claimed for Bad Debt Relief

Ensure that you have completed the checklist “Self-review of Eligibility to Claim Bad

Debt Relief” and satisfied all the conditions listed in that checklist.

4 Record the results of your checks in Template 6

Template 6 — Checklist For Input Tax and Refunds Claimed contains the Template 6
above checks that you need to perform to ensure that GST is properly (click to
claimed. It is also for you to record down results of your checks. download)
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