Notes to Report on Factual Findings
	Name of ACAP Applicant and Tax Reference Number
	

	ACAP Period and Test period
	



Section 1 - GST Control Practices at Entity Level

Overall objective: To enable the management to maintain effective oversight of GST compliance and GST matters.
	Name of ACAP Applicant:
	

	[bookmark: _Ref124859651]Annex 1: Self Review of GST Controls (Entity Level)
	Annex 5B: Notes to Factual Findings Report

	Control Ref. No.
	Key control/control features
	Key controls/ control features present? 
(Applicant’s assessment)
	Control features present? (Reviewer’s assessment)
	Review Method 
(e.g. Observation, Interview)
	[bookmark: _Ref15909351]Description by ACAP Reviewer[footnoteRef:2] [2:   Describe the control features established that are specific to the Applicant, review method (e.g. interview, observation) and sample size, reasons why Reviewer felt that missing or controls not working well are not control gaps. Specify improved controls that are implemented after the ACAP Period, if any.] 


	Control Environment
Senior management sets a conducive GST compliance environment to better fulfil the business’ tax obligations

	There is an organisation structure[footnoteRef:3] or function to manage GST compliance. [3:  A sample of a GST structure is in page 3 of Annex 3 of Appendix 1 of e-Tax Guide “GST: ACAP”.] 

	Yes/No
	
	
	

	The structure shows the responsibility and accountability of the GST team involved in managing, processing and reporting of GST data.
	
	
	
	

	The designated person or team is aware and clear of GST responsibilities assigned.
	
	
	
	

	A key person is appointed to be responsible for the accuracy of the business’ GST return declarations.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	There is management oversight of major matters that potentially pose GST impact to the business.
	Yes/No
	
	
	

	The major matters are as follows:
	
	
	
	

	Major information system overhauls or changes that impact financial and operating modules and GST codes assigned as well as changes to GST law and practice (e.g. prescribed goods subject to customer accounting (“CA”), imported services subject to GST under reverse charge (“RC”), digital services subject to GST under the overseas vendor registration (“OVR”) regime.
	
	
	
	

	Results of the GST review conducted by an independent team and the recommendations (if any) to mitigate the control gaps.
	
	
	
	

	GST errors made by the business resulting in additional net GST payable or repayable exceeding a tolerant level in dollar value set.
	
	
	
	

	Outcome of GST Audit review initiated by IRAS.
	
	
	
	

	Disputes with IRAS on GST treatment that may have substantial revenue impact and/or penalties exposure.
	
	
	
	

	Process to escalate GST matters to the management.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Senior management adopts a risk management framework to manage compliance or processing risks arising from major changes in business activities or operating processes.
	Yes/No
	
	
	

	Senior management maintains oversight of GST risk management policy. Risk management framework is established and updated on a timely basis.
	
	
	
	 To submit a copy of the risk management framework, if applicable.


	Senior management designates a GST competent person or team to:
· identify business transactions that are affected by changes to GST law and practice (e.g.  prescribed goods subject to CA, imported services subject to GST under RC, digital services supplied by electronic marketplace operator on behalf of overseas suppliers subject to GST under the OVR regime[footnoteRef:4]) and make changes to the system controls and GST processes accordingly; [4:  Please refer to e-Tax Guide on “GST: Taxing imported services by way of an overseas vendor registration regime”] 

· identify situations (e.g. sale of equity or debt securities to local person, provision of inter-company loans to local person, sale and lease of residential properties)  in which the business or GST group is not allowed to claim input tax incurred on business expenses in full[footnoteRef:5] and/or require the business to account for output tax on imported services[footnoteRef:6] procured from a supplier who belongs outside Singapore; and [5:  Please refer to e-Tax Guide on “GST: Partial Exemption and Input Tax Recovery”.]  [6:  Please refer to e-Tax Guide on “GST: Taxing imported services by way of reverse charge”.] 

· advise process owners involved in the GST management process to identify, manage and monitor GST risks of the business transactions. 
	
	
	
	

	The following techniques are deployed to manage GST risks:
	
	
	
	

	(a) Identify or anticipate GST risks that the business is exposed to, due to external or internal factors as well as specific activity or processes.
	
	
	
	

	(b) Analyse the potential impact (likelihood, frequency and financial impact) of these risks.
	
	
	
	

	(c) Map and link GST risks to existing control features.
	
	
	
	

	(d) Implement new measures for GST risks that are not covered by the existing controls.
	
	
	
	

	(e) Incorporate system controls or enhance existing GST process to ensure correct GST treatment is applied at source.
	
	
	
	

	(f) Others: (if applicable) 
	
	
	
	

	The designated person or team carries out the risk management process to identify or anticipate GST risks that the business is exposed to, due to internal factors (e.g. change in business models, new contracts) or external factors (e.g. change in GST law, Financial Reporting Standards [FRS]).
Frequency (Please check the appropriate box): 
	
	On a periodic basis:

	
	
	monthly
	
	bi-annually

	
	
	quarterly
	
	annually

	
	During major changes of business activities or processes.

	
	



	
	
	
	

	In the case of outsourcing of processes to external service providers, controls and checks are put in place to manage the GST aspects of compliance.
	
	
	
	

	GST risk management is incorporated as part of risk management policies.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Senior management has confidence that the designated person or team (including the GST return preparer or tax team) has the necessary skills and experience to manage GST matters effectively.
	Yes/No
	
	
	

	The designated person or team is competent in GST rules and applications, including awareness of latest changes to GST law and practice.
	
	
	
	

	The designated person or team is able to recognise potential GST issues to seek clarification from external professionals or IRAS when in doubt.
	
	
	
	

	The designated person or team is aware of the workings of GST controls that are mapped to financial and operating controls.
	
	
	
	

	The designated person or team provides necessary GST technical support to the process owners of the system or process implications arising from changes to GST law and practice or changes in business models.
	
	
	
	

	The designated person or team attends regular updates (at least annually) to maintain competence and keep abreast of GST developments.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Control Activities
Business profiles its GST risks and establishes preventive and detective controls to manage them.

	There is a process to identify, evaluate and manage GST risks.
	Yes/No
	
	
	

	Management has identified and managed the following major GST risks affecting its GST compliance: 
(g) Compliance risks; and 
(h) Processing risks. 
(i) Others. Please specify: 
	
	
	
	

	Staff tasked to determine GST treatment[footnoteRef:7] for the transactions are trained to properly tax code (i.e. standard-rate, zero-rate, out-of-scope and exempt) the transactions.  [7:  Depending on the processes put in place, this may be part of the master supplier/vendor record set-up, processing of each transaction or set-up of tax logic in information/accounting systems.] 

	
	
	
	

	There is a mechanism in the GST risk management process to detect non-standard transactions in which GST rules deviate from accounting rules or FRS, and ensure correct GST treatment is applied. For example, time of supply, recovery of expenses, prescribed goods subject to CA, imported services subject to GST under RC.
	
	
	
	

	New types of business transactions and emerging business models are reviewed for issues of potential uncertainty for clarification with IRAS or GST professional.
	
	
	
	

	[bookmark: _Ref16003161]Process owners work with the GST team to manage the identified GST risks for existing and new business transactions (e.g. seek GST team’s advice in their design of preventive and detective controls[footnoteRef:8] to secure proper tax coding). [8:  For details on preventive and detective controls established by process owners, please refer to the indicators highlighted at the supplies, purchases and GST reporting level.] 

	
	
	
	

	All staff involved in the processing of GST data consult the designated person or GST team on GST treatment of new business transactions or when there are changes to existing business model that have impact on GST tax classification, whenever in doubt.
	
	
	
	

	Process owners are familiar with the operational and accounting processes and changes are communicated on a timely basis.
	
	
	
	

	Relevant staff is given training and appropriate tools to facilitate compliance (e.g. checklist of GST errors to avoid, checklist to guide staff on specific areas of review).
	
	
	
	

	There is segregation of duties so that no one person can fully process and record a transaction.
	
	
	
	

	All records are kept in accordance with statutory requirements.
	
	
	
	

	Where there is an agreement with a customer to key in invoice or sales details via the customer’s digital platform or for the customer to issue buyer-created invoices, there are controls to ensure that the same invoice or sales details are captured in the sales system.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	System Controls 
Internal controls or features present in information system (IT system) to prevent, detect, correct errors or protect the integrity of the data.

	There is a process put in place to safeguard the accuracy of GST transactions captured by the process owners and data processed by IT system including the tax classification.
	Yes/No
	
	
	

	Only designated person is authorised to access, amend or make changes to modules in the IT system.
	
	
	
	

	Any changes to pre-set tax code could only be effected by authorised person.
	
	
	
	

	Only authorised person can process non-routine transactions requiring manual tax classifications. Any changes to the tax code table and tax logic in-built in the systems can only be requested by authorised person in the GST team.
	
	
	
	

	There are built-in control features to ensure reliability of the data being processed (e.g. process only transactions that are approved in the system by the supervisor).
	
	
	
	

	System is enhanced to cater to changes in GST law and practice (e.g. prescribed goods subject to CA, imported services subject to GST under RC, digital services subject to GST under OVR regime). If the system enhancement is not ready, there must be a process to ensure correct tax classification by the process owners.
	
	
	
	

	System creates adequate audit trails that allow the understanding of the flow of events.
	
	
	
	

	System will produce exception reports on transactions that are outside normal processing parameters (e.g. error report for duplicate invoice numbers).
	
	
	
	

	Parameters set out for GST data extraction contain:
	
	
	
	

	(j) correct mapping of General Ledger Accounts to GST report module; and
	
	
	
	

	(k) correct cut-off period in accordance with the prescribed accounting period of the GST return.
	
	
	
	

	System allows production of GST Report in softcopy listings to generate information necessary for preparing GST returns with minimal human adjustment.
	
	
	
	

	Information relevant for risk identification to conduct tax review can be retrieved by generating other reports to facilitate review of transactions.  For example, mode of export, name of customers, name of suppliers, tax invoice number, invoices denominated in foreign currency and converted to Singapore dollar based on supplier’s rate.
	
	
	
	

	Users are briefed and trained to use the latest application processes.
	
	
	
	

	Resources are available to assist users and auditors to understand how the tax code application operates.
	
	
	
	

	Tests are performed regularly to confirm the integrity of GST data generated by the systems.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Change Management
Process available to ensure that GST control environment established remains effective despite exposure to changes internally or externally.

	Management has formal procedures to manage change that impacts the effective management of GST matters. 
	Yes/No
	
	
	

	Proper handover via a list of outstanding issues in the event of a change in personnel involved in the GST management process.
	
	
	
	

	Proper procedure to take over accounting systems and records which affect the GST reporting arising from structural changes (such as inclusion or removal of GST group members, merger and acquisition of businesses).
	
	
	
	

	Designated person or team considers the GST implication when changes are made to the GST law and practice, accounting policies and procedures (such as changes to revenue recognition) and establishes the correct GST treatment for new business models.
	
	
	
	

	Designated person or team keeps abreast of GST by reviewing changes to GST law and practice, validity of rulings, GST schemes and considers any impact to the business.
	
	
	
	

	GST rules and requirements are considered if there are system upgrades to accounting and operating modules. All modifications to IT systems used for processing of GST transactions must be formally authorised. There are formal procedures to define how system changes are to be undertaken.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Information and Communication 
Process established by the business to equip its process owners and users with necessary information to execute their designated function competently and ensure the effective flow of information.

	There is a process for timely dissemination of relevant GST information to relevant persons. 
	Yes/No
	
	
	

	A designated person or team keeps copies of communications with IRAS and external consultants on treatment of GST issues, including request for private rulings and advance rulings.
	
	
	
	

	A designated person or team keeps an updated GST manual or register of GST treatment on complex transactions, new business models, routine transactions, etc.[footnoteRef:9] [9:  Example of register to capture GST treatment: 
] 

	
	
	
	

	A designated person or team keeps a log of GST control weaknesses and GST errors, including rectifications.
	
	
	
	

	A designated person or team circulates and keeps the latest copy of IRAS’ e-Tax Guides or training materials and seminar materials on changes to GST law and practice.
	
	
	
	

	Process owners refer to the GST file or library for the latest copy of materials highlighted in paragraph 8.4 above on a need to basis.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Monitoring and Review
Assessment of accuracy in GST reporting performance.

	There is a process for periodic review of the GST processes for correct GST reporting. 
	Yes/No
	
	
	

	There is a process to ensure that all categories of transactions including the following are correctly collated for the purpose of filing the GST return:
(l) transactions affected by changes to GST law and practice (e.g. prescribed goods subject to CA, imported services subject to GST under RC, digital services supplied by electronic marketplace operators on behalf of underlying suppliers subject to GST under OVR regime)
(m) transactions captured in the financial accounting system which are not auto-extracted for GST reporting purposes (e.g. realised exchange gain or loss, sale of equity and debt securities) 
	
	
	
	

	There is a process to review the categories and value of exempt supplies made to assess if the business or GST group is required to apply input tax apportionment rules and the correct input tax apportionment formula is applied accordingly.  
	
	
	
	

	If the business or GST group is unable to claim input tax in full, it will review if there are imported services (including intra-GST group and inter-branch transactions) and account for GST on the imported services, if applicable.  
	
	
	
	

	Management requires an update on the checks performed to ensure correct GST reporting for transactions affected by changes to GST law and practice during the initial period.
	
	
	
	

	Post filing checks are performed on past GST returns.
Frequency (Please check the appropriate box)
	
	On an annual basis.

	
	On a half-yearly basis.

	
	On a random basis currently, but management is committed to perform Post ACAP Review in line with the ACAP review requirement.

	
	

	
	Others: please specify 



	
	
	
	

	Past tax reviews were conducted by:

(Please check the appropriate box)
	
	Internal process owners (e.g. finance team or tax team)

	
	

	
	Internal audit team

	
	External consultants



	
	
	
	

	Findings on gaps and errors from monitoring processes are reviewed for follow-up action to prevent recurrence and updated to management.
	
	
	
	

	GST errors are rectified promptly by filing the GST F7 or making a voluntary disclosure to IRAS.
	
	
	
	

	Others: (if applicable)
	
	
	
	




Section 2 - GST Control Practices at Transaction Level
[bookmark: Purchase_heading]Section 2A - GST Control Practices at Transaction Level - Taxable Supplies and Output Tax
Overall objective: To manage GST risks identified at sales cycle to ensure that GST data at source is properly tax classified and accurately reported.
	Name of ACAP Applicant:
	

	Annex 1: Self Review of GST Controls (Supplies)
	Annex 5B: Notes to Factual Findings Report

	Control Ref. No.
	Key control/ control features
	Key controls/ control features present?
(Applicant’s assessment)
	Control features present? (Reviewer’s assessment)
	Review Method
	[bookmark: _Ref334449596][bookmark: _Ref334803609]Description by ACAP Reviewer [footnoteRef:10] [10:   Describe the control features established that are specific to the Applicant, review method (e.g. walk through, tests of controls and substantive review) and sample size, reasons why Reviewer felt that missing or controls not working well are not control gaps. Specify improved controls that are implemented after the ACAP Period, if any. If they relate to any process flows, to highlight the important elements of the controls and cross reference to the process flows attached to the report.] 


	Oversight function of revenue and non-revenue accounting process

	1. A designated person or team is tasked with the responsibility of overseeing the effective working of revenue accounting process to manage GST risks.
	Yes/No
	
	
	

	The designated person possesses accounting qualification with practical GST and accounting experience of at least 5 years.
	
	
	
	

	The designated person is authorised to review the tax impact resulted from any procedural and/or system change.
	
	
	
	

	The designated person is equipped with the relevant GST training to effectively discharge his responsibilities diligently. 
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Tax classification of transactions

	1. There is a process to identify, determine and map major categories of transactions (both revenue and non-revenue) to relevant tax codes to capture correct tax coding right from the source data.
	Yes/No
	
	
	

	All major categories of transactions are identified and mapped to a tax code table from the onset to distinguish them as taxable, zero-rated, exempt or out-of-scope supplies.
Example of a tax code table for businesses making mainly taxable supplies:
	Category of transactions (example)
	Tax Code
	Types of supplies 
transaction 

	· Sale of goods locally delivered
· Sale of fixed assets 
· Lease of furniture and fittings 
· Management services provided to local person
	S7
	Standard-rated supply of goods and services 

	· Export of goods
	ZG0
	Zero-rated supply of goods

	· Construction services in relation to property situated outside Singapore
· Management services provided to overseas person
· Logistic arrangement relating to export of goods
	ZS0
	Zero-rated supply of services


	· Interest from local bank deposit
· Realised exchange gain or loss
· Factoring of trade receivables
	ES33
	Regulation 33 exempt supplies

	· Sale or lease of residential properties
· Gross proceeds from sale of share
	ESN33
	Other exempt supplies

	· Sales from third country trading 
· Disbursements
· Value-added activities to overseas client on goods delivered to an ACMT person under the ACMT scheme
	OS
	Out-of-scope supplies

	· Local sale of mobile phones without mobile subscription to GST-registered person exceeding $10,000
· Local sale of memory cards to GST-registered person exceeding $10,000
· Local sale of anti-virus software (boxed package) to GST-registered person exceeding $10,000 
	CA
	Sale of prescribed goods under Customer Accounting

	· Imported services from overseas suppliers (including inter-branch and intra-GST group member transactions)
	R1-S
	Reverse charge on imported services

	· Digital services supplied on behalf of underlying suppliers (as an electronic marketplace operator)[footnoteRef:11]  [11:  Underlying suppliers refer to both local and overseas suppliers if the business has elected to account for GST on all digital services.] 

	DS-1
	Supplies subject to Overseas Vendor Registration regime



	
	
	
	 In addition to footnote 7, to highlight the major types of GST risks identified including industry specific risks.

	Systematic and periodic checks are performed to ensure correct identification and mapping of transactions to relevant tax code right from the source data.
Methodology and frequency of checks: 
(Please check the appropriate box)
	
	Performed on every transaction and reviewed by experienced staff to prevent human errors. 

	
	

	
	Performed only on the first transaction and subsequent transactions are pre-tax coded based on tax logic in-built into the system (e.g. supplies of goods are standard-rated based on destination of goods to prevent human errors).

	
	

	
	Performed only for ad-hoc transactions encountered as all tax transactions are already pre-tax coded based on macro tax logic in-built into the system to prevent human errors.

	
	

	
	Others: (if applicable)



	
	
	
	

	Designated process owner performs prescribed checks to ensure that tax codes are correctly: 
	
	
	
	

	0. defined and set-up in the business’ information system.
	
	
	
	

	pre-fetched from the system for processing of sales transactions.
	
	
	
	

	assigned for manually posted transactions (e.g. journal entry posting).
	
	
	
	

	updated to be in line with changes in GST law and practice in the business’ information system.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Notwithstanding whether the business currently makes any supplies of prescribed goods that is subject to customer accounting (“CA”), there is a process to ensure that if the business ever makes supplies of the following prescribed goods, staff will determine if CA is applicable and apply the correct GST treatment[footnoteRef:12]: [12:  From 1 Jan 2019, a business is required to apply CA on a relevant supply of prescribed goods made to a GST-registered customer for his business purpose if the GST-exclusive value of the supply exceeds $10,000. Please refer to e-Tax Guide “GST: Customer Accounting for Prescribed Goods”. ] 

(a) mobile phones; 
(b) memory cards; and 
(c) off-the-shelf software. 

(If the business’ principal activities involve the sale of the above prescribed goods, please complete Control Ref. No. 12 of this Section).
	
	
	
	

	Notwithstanding whether the business or GST group is currently required to apply reverse charge (“RC”) on its imported services, there is a process to ensure that a designated staff will review if the business or GST group is unable to claim full input tax or has elected to apply reverse charge (“RC”), and will review if the business has procured imported services from overseas suppliers (including inter-branch and intra-GST group member transactions) to apply the correct GST treatment[footnoteRef:13] [13:  Under the RC mechanism, when a supplier who belongs outside Singapore makes a business-to-business supply of services to a GST-registered person who belongs in Singapore, the GST-registered recipient would be required to account for GST on the value of his imported services as if he was the supplier, to the extent the imported services fall within the scope of RC. The GST-registered recipient would be allowed to claim the corresponding GST as his input tax, subject to the normal input tax recovery rules. Please refer to e-Tax Guide on “GST: Taxing imported services by way of reverse charge”.] 

(Please complete Control Ref. No. 13 of this Section if the business is subject to RC.)
	
	
	
	

	If the business is an electronic marketplace operator, the designated person identifies the digital services made on behalf of the overseas suppliers to non-GST registered customers and apply the correct GST treatment. 
(Please complete Control Ref. No. 14 of this Section if the business is an electronic marketplace operator and supplies digital services to non-GST registered customers on behalf of overseas suppliers.)
	
	
	
	

	Only authorised personnel can create new or amend existing tax codes or other pre-determined fields (e.g. product unit price, customer’s details, delivery address).
	
	
	
	

	Staff involved in the processing of GST data is equipped with established guidelines and tools to ensure that tax classification function is effectively performed.
	
	
	
	

	Staff adheres to the following checks and reviews at the point of capturing transaction to secure correct tax coding at source:
	
	
	
	

	(d) check the correctness of GST treatment on existing transactions to confirm the mapping performed is still valid;
	
	
	
	

	(e) refer to the latest version of the tax logic decision tree and tax code table available in the GST database when capturing any new business scenario or sales transaction to new customer;
	
	
	
	

	(f) refer to the available set of tools or documentation or consult designated person when in doubt; and
	
	
	
	

	(g) keep abreast of changes or seek clarification on GST matters disseminated by GST team.
	
	
	
	

	(h) Others: (if applicable).
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Invoicing system, tax invoices and credit notes

	1. There are controls to ensure price displays and tax invoices, debit notes or credit notes[footnoteRef:14] issued comply with the GST requirements (unless the Comptroller approves the deviation). [14:  Refers to document issued by the seller to the buyer to correct a genuine mistake or to give a credit.] 

	Yes/No
	
	
	

	The tax invoice contains the following information:
	
	
	
	

	0. all particulars of a proper tax invoice, including the Singapore dollar (SGD) equivalent for the following items when local transactions are billed in foreign currency:
(i) total amount payable excluding GST; 
(ii) total GST payable; and
(iii) total amount payable including GST.
	
	
	
	

	0. GST amount reflected on the invoices is calculated based on prevailing GST rate of the value of supply.
	
	
	
	

	For transactions under special GST rules, the invoice format and GST charged comply with the requirements under the respective GST provisions or schemes[footnoteRef:15]. [15:  Examples of transactions under special invoicing rules are Discounted Sale Price Scheme for the sale of second-hand motor vehicle, Approved Marine Fuel Trader Scheme, supplies under the self-billing arrangement and CA for supply of prescribed goods.] 

	
	
	
	

	The credit notes contain all the particulars of a proper credit note (in accordance with relevant GST guidance) and are issued only to correct genuine mistakes or to give credit for the following reasons:
(a) supply has not taken place
(b) charges are partly or fully waived before or after delivery of the goods
(c) goods or services are accepted but terms of the contract are not fully met (e.g. sub-standard goods are accepted by the customer at a reduced price)
(d) goods are returned or services are not accepted
(e) goods and services are supplied for an unconfirmed consideration
	
	
	
	

	Only authorised person can amend the details described including the GST rate in the invoice or credit note.
	
	
	
	

	Valid tax invoices or credit notes must have valid controlled number (allocated either by designated person or system-generated) printed on them.
	
	
	
	

	GST-inclusive price is reflected on all written or verbal price displayed, advertised, published or quoted on any medium (e.g. advertisement, price list, web pages) for any local supply of goods or services to the public unless the Comptroller approves the deviation. 
	
	
	
	

	Others: (if applicable)
	
	
	
	

	1. There are controls to ensure data accuracy and correct GST treatment at the point of issuing invoices and credit notes in the Invoicing or Credit note Module. 
	Yes/No
	
	
	

	Invoicing Module has in-built automated features (such as appropriate tax code for the transaction, calculation of GST, auto-conversion of foreign currency into pre-approved SGD, etc.) to minimise computation errors.
	
	
	
	

	System will prompt staff if tax code is not selected or tax code selected is not within the tax logic pre-set (e.g. selecting a zero-rated supplies tax code for goods locally delivered, applying CA for local sales of prescribed goods to a non-GST registered person).
	
	
	
	

	When there is any enhancement to the operating systems (such as Sales order or Inventory operating Module), checks are performed to confirm that in-built automated features are still working effectively (such as calculation of GST, conversion of foreign currency to SGD equivalent and pre-fetching of tax code).
	
	
	
	

	All fulfilled sales orders or service requisitions are matched to invoices generated and discrepancies are investigated and followed-up.
	
	
	
	

	An independent reviewer checks invoices, debit notes and credit notes issued for correctness of GST treatment and accuracy of value.
	
	
	
	

	All processed sales orders or service requisitions are followed-up to ensure that they are billed timely and consistently according to invoicing policy (e.g. triggered from approved sales order, payment received or goods delivered or services performed).
	
	
	
	

	If payment is not the trigger point for invoicing, staff ensures that a tax invoice is issued within 30 days whenever advance payment is received.
	
	
	
	

	Staff obtains endorsement from approved person if he overrides any values or tax code captured in the Invoicing Module due to a changing event.
	
	
	
	

	The revised value or tax code is supported by documentary evidence (e.g. revised sales order, revised delivery note).
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Supplies made on behalf of an overseas person under section 33(2) of the GST Act

	1. There is a process to manage the invoicing for goods locally delivered in the capacity of an agent under section 33(2).
	Yes/No/ Not Applicable
	
	
	

	A designated person is tasked with the responsibility to manage the billing arrangement for this business model.
	
	
	
	

	Tax invoice is issued when goods imported on behalf of the overseas principal are delivered locally.
	
	
	
	

	GST is charged based on the actual sales value transacted between the overseas principal and the customer.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Cash sales 

	1. There are controls to ensure accuracy and completeness in the record of cash takings and physical cash.
	Yes/No/Not Applicable
	
	
	

	Cash register is programmed to print the name and registration number of the business; date of issue of the receipt; and total amount payable including the total tax chargeable on the supply.
	
	
	
	

	Receipts issued are serially printed with duplicate copies retained.
	
	
	
	

	Tax invoices are issued for standard-rated supplies made to a GST registered person where the sales value exceeds $1,000.
	
	
	
	

	Only designated cashiers have physical access to the till rolls and cash register and is accountable for record of cash and cash takings.
	
	
	
	

	A designated person is responsible for reconciling and recording of the daily gross takings and physical cash collected by the cashiers.
	
	
	
	

	A reviewer checks and agrees the total cash collected daily with the record of total daily gross takings.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Sales accounting process

	1. There are controls to ensure that all data in the Invoicing, Credit and Receipting Modules are posted to the GST and financial accounts accurately and timely.
	Yes/No
	
	
	

	Checks are performed to ensure that data captured in the Invoicing Module agreed with the data captured in the Financial Module.
(Please check the appropriate box)
	
	For an integrated Invoicing and Financial Module, an error report would be generated automatically for review of unmatched data.

	
	

	
	For a non-integrated Invoicing and Financial Module, a designated person will run a batch total check to ensure that data captured in the Invoicing Module is completely posted to the Financial Module.

	
	



	
	
	
	

	All cash sales in the Invoicing or Receipting Module (e.g. point of sale system) are posted timely to the Financial Module.
(Please check the appropriate box)
	
	A designated person is responsible for transposing the daily gross takings from the Operating Module to the Financial Module.

	
	

	
	System automatically transposes daily gross takings from Operating Module to the Financial Module based on time schedule.

	
	



	
	
	
	

	A designated person reviews, extracts, consolidates transactions managed outside the Invoicing Module and ensures they are posted to the Financial Module accurately and in a timely manner. 
For example:
(i) part cheque payment or deposit received where invoices are not issued for GST reporting
(ii) receipts generated for sales made
(iii) debit notes (e.g. for sale of fixed assets)
(iv) buyer-created invoices 
(v) billings submitted in customer’s digital platform 
(vi) invoices for relevant supply of prescribed goods subject to CA
(vii) receipts from staff for payment of benefits provided and do not qualify as disbursement
	
	
	
	

	A designated person reviews, extracts and consolidates transactions to be reported in the GST return due to specific GST provisions such as the following (if such role is not designated to the GST return preparer):
(i) sale of goods in the capacity of a section 33(2) agent;
(ii) re-export of goods imported for repair;
(iii) deemed supply (e.g. goods put to private use);
(iv) purchase of relevant supply of prescribed goods subject to CA; 
(v) supply of imported services subject to GST under RC; and 
(vi) supply of digital services to non-GST registered customers, on behalf of underlying suppliers through the business’ electronic marketplace subject to GST under overseas vendor registration (“OVR”) regime.[footnoteRef:16] [16:  Review should include digital services supplied on behalf of local suppliers if it has obtained prior approval from the Comptroller to account GST on all digital services made through its marketplace.] 

	
	
	
	

	Checks are performed to review any missing numbers for system and manually generated invoices and credit notes to ensure no omitted sales.
	
	
	
	

	In a situation where more than one set of values is available (e.g. in actual commercial invoice and proforma invoice), staff will capture the actual values for GST reporting.
	
	
	
	

	The system allows generation of reports for follow-up on potential omission or incorrect capturing of transactions.
Examples of exception reports on: 
(Please check the appropriate box)
	
	Unrecorded fulfilled sales order or service request

	
	Supply of locally delivered goods tax coded as zero-rated or out-of-scope

	
	



	
	
	
	

	Reconciliation of records (such as bank statement to bank account, sales record to inventory record and cash on hand to total in cash register) is performed periodically to detect omission of supplies.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Zero-rating of supply of goods

	1. There is a process to assist staff to determine the GST treatment on supply of goods qualifying for zero-rating.
	Yes/No/Not Applicable
	
	
	

	To be certain that the goods will be exported at the point of supply, staff confirms the destination of goods to be delivered to and obtains the shipping instruction from the customer.
	
	
	
	

	Staff ensures that the goods are not delivered to a local person other than a freight forwarder or handling agent.
	
	
	
	

	Staff determines if the transaction is a direct or indirect export scenario i.e. whether business has custody of the goods to be exported and export arrangement.
	
	
	
	

	If the transaction falls within the export scenarios described in the e-Tax Guide “GST: Guide on Exports”, staff ensures that the documentary evidence prescribed by the Comptroller will be obtained within 60 days (or longer timeframe as allowed by the Comptroller) from the time of supply:
· for direct export scenarios, staff will obtain the required documents from the freight forwarder
· for indirect export scenarios, staff will inform customers to forward the required documents.
	
	
	
	

	If the transaction does not fall within the export scenario, staff will standard-rate the supply.
	
	
	
	

	After the export of goods, the logistics or designated person matches the transport documents against the commercial documents; and investigates any discrepancies.
	
	
	
	

	Logistics or designated person informs the finance staff of any supply not supported by transport documents so that the necessary adjustments can be made to standard-rate the transaction.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Zero-rating of supply of services

	1. There is a process to ensure that the applicable supply of services is correctly zero-rated.
	Yes/No/Not Applicable
	
	
	

	Staff understands and applies the qualifying conditions for zero-rating under section 21(3) of the GST Act in the context of the business by referring to the relevant sources (e.g. IRAS website, guidelines or tools maintained by the business).
	
	
	
	

	Staff initiates consultation with his tax or finance team when he is unsure of the GST treatment of existing or new contract or transaction.
	
	
	
	

	There is a process to treat exempt supplies as zero-rated supplies if they qualify as international services (e.g. interest income received from a bank located overseas).
	
	
	
	

	At the point of negotiation of the contract or upon receipt of service requisition, the staff:
(i) knows the nature and details of services provided to the customers to assess which category of section 21(3) services[footnoteRef:17] that they may fall under; [17:  Please refer to IRAS website for a list of international services that qualify for zero-rating.] 

(ii) obtains necessary information[footnoteRef:18] to ensure that the qualifying conditions to zero-rate that category of services can be met; and [18:  Important information includes the following: belonging status of the recipient; whether services supplied are directly in connection with goods/land located outside Singapore; goods for export; where/when the services are performed, etc.] 

(iii) maintains the necessary commercial documents (such as contract, invoices, milestone billing, etc.) to prove that qualifying conditions are met.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Exempt supplies (financial services and residential properties) [footnoteRef:19] [19:  The business may tick “N.A.” if it only makes regulation 33 exempt supplies.] 


	1. There is a process to ensure that the applicable supply of goods or services is correctly exempted.
	Yes/No/Not Applicable
	
	
	

	The designated person has knowledge of the special GST provisions on the three major categories of exempt supplies under the Fourth Schedule of the GST Act (e.g. certain financial services, sale or lease of unfurnished residential properties, the importation and local supply of investment precious metals).
	
	
	
	 To highlight the categories of exempt supplies made.

	The designated person has read and understood the contents of the relevant e-Tax Guides relating to exempt supplies, for example: 
· GST: Partial Exemption and Input Tax 
· GST: Guide for Property Developer
· GST: Guide for Property Owners and Property Holding Companies
· GST: Guide on Exemption of Investment Precious Metals (IPM)
	
	
	
	

	A designated person is responsible for the following: 
	
	
	
	

	0. Identifying and classifying all categories of exempt supplies as follows:
(i) Exempt supplies listed under regulation 33
(ii) Non-regulation 33 exempt supplies, for example:
· proceeds from sale of shares
· sale or lease of residential properties and mixed development comprising residential portion 
	
	
	
	

	0. Monitoring and reviewing the value and categories of exempt supplies to apply partial exemption rules on recovery of input tax when exempt supplies failed the tests prescribed under the GST law and practice (e.g. failed the De Minimis Rule under regulation 28 and made non-regulation 33 exempt supplies; or nature of the business is listed under regulation 34).
	
	
	
	

	0. Informing the GST return preparer of the need to apportion input tax or perform longer period adjustment should the business fail to meet the conditions set out under the GST Act.
	
	
	
	

	0. Informing the relevant process owners to assess if the business has to account for GST on imported services (including inter-branch and intra-GST group members transactions) under RC if it is unable to claim full input tax.
(Please complete Control Ref. No. 13 of this Section if the business is subject to RC.)
	
	
	
	

	Others: (if applicable)
	
	
	
	

	[bookmark: _Ref279651725]Supplies made under special GST schemes[footnoteRef:20]  [20:  Examples of GST schemes include Approved Contract Manufacturer and Trader (ACMT) Scheme, Approved Marine Fuel Trader (MFT) Scheme, Approved Third Party Logistics (3PL) Company Scheme, Gross Margin Scheme, Tourist Refund Scheme (as independent retailer), Approved Refiner and Consolidator Scheme, Specialised Warehouse Scheme, Hand-Carried Exports Scheme.] 


	1. There is a process to ensure that the GST treatments for the qualifying transactions for the respective schemes are correctly applied and such transactions are properly accounted for.
	Yes/No/Not Applicable
	
	
	

	There is a designated person to maintain oversight of the specific requirements of the qualifying transactions.
	
	
	
	

	Procedures are established to ensure that the specific requirements of the scheme (including accounting and documentary requirements specified in IRAS e-Tax Guides) are adhered to.
	
	
	
	

	Staff who processes the qualifying transactions complies with the procedures established in paragraph 11.2 and random checks are performed by a reviewer to ensure the GST scheme conditions and record keeping requirements are met.
	
	
	
	

	There is a process for staff to initiate consultation when in doubt of the application of GST treatment on current or new business transactions.
	
	
	
	

	Supply of prescribed goods subject to Customer Accounting (“CA”) (by the supplier)
Please indicate “Not Applicable” only if the business is not supplying prescribed goods as defined in the e-Tax Guide “GST: Customer Accounting for Prescribed Goods”.
The business should read the e-Tax Guide before completing this section. If the business has established additional controls that are not highlighted in this section, please provide the information in a separate attachment.

	1. There is a process to ensure CA is correctly applied on relevant supply of prescribed goods[footnoteRef:21]. [21:  Relevant supply refers to local supply of prescribed goods (mobile phones, memory cards and off-the-shelf software) where the GST-exclusive sale value exceeds $10,000 and is not an excepted supply. Customer will be responsible for the accounting of output tax and supplier will issue a customer accounting tax invoice to the GST-registered customer to show no GST was collected.
] 

	Yes/No/Not Applicable
	
	
	

	There is a designated person or team to maintain oversight of the specific requirements of CA on local sale of prescribed goods (i.e. mobile phones, memory cards and off-the-shelf software) made to a GST-registered customer exceeding $10,000 (excluding GST) and the GST treatment of such supplies.
	
	
	
	

	All prescribed goods are identified and mapped to a tax code table from the onset to distinguish them for correct tax coding at source and GST reporting purposes. 

If they are not mapped to a tax code table, staff is provided with procedures and guidelines (e.g. decision tree) to identify and subject the relevant supply of prescribed goods to CA.
	
	
	
	

	Checks are performed and controls are put in place to ensure CA for supply of prescribed goods is applied correctly and value is accurate. 

	
	
	
	

	The checks and controls implemented include the following:
(a) Staff is aware of CA requirements and is able to determine if CA is applicable. Staff is equipped with a list of prescribed goods that are subject to CA as guidance.
(b) System or process is put in place to subject relevant supply to CA and ensure that excepted supply[footnoteRef:22] is excluded from CA.  [22:  An excepted supply refers to:
(a) a supply of goods made under the Gross Margin Scheme; 
(b) a supply of goods made under the Approved Third Party Logistics Company Scheme or Approved Refiner and Consolidator Scheme to an approved/specified person; and 
(c) a deemed taxable supply of goods arising from the transfer or disposal of goods for no consideration. 
] 

(c) At the point of invoicing, checks are performed to verify the customer’s GST registration status and number, the customer’s purpose of purchasing the goods and sale value (whether it exceeds $10,000). 
(d) If both the business and the GST-registered customer have opted to apply CA on all supplies of prescribed goods made by the business (regardless of value of supply) via a letter of undertaking to the Comptroller, controls are put in place to ensure that all prescribed conditions are met at all times. 
(e) For a mixed sale of prescribed and non-prescribed goods to a GST-registered customer which may involve free goods or services given, controls are established to determine the value attributable to prescribed and non-prescribed goods, apply the correct GST treatment and comply with the invoicing requirement. 
(f) For supply of prescribed goods made to a non-GST registered customer, staff will standard-rate the supply (and issue a normal tax invoice). 
(g) For supply of prescribed goods made to a GST-registered customer exceeding $10,000 (excluding GST), staff will apply CA (i.e. ensure that output tax is not charged and collected from the customer) and issue a CA tax invoice. If the sale of prescribed goods does not exceed $10,000, staff will standard-rate the supply and issue a normal tax invoice. 
(h) There is a process for staff to initiate consultation when in doubt of the application of GST treatment on current or new business transactions.
	
	
	
	

	The CA tax invoice contains all the details required of a valid tax invoice and the following additional information:
· the customer’s GST registration number; and
· a statement “Sale made under customer accounting. Customer to account for GST of $X.” or “Customer accounting: Customer to pay GST of $X to IRAS.”,  
(where ‘$X’ refers to the amount of output tax due on the relevant supply, which the customer will account for on behalf of the business.) 
	
	
	
	

	GST adjustments made via issuance of credit notes for supplies of prescribed goods subject to CA complied with the requirements prescribed in the e-Tax Guide “Customer Accounting for Prescribed Goods” and supported with documentary evidence.
	
	
	
	

	When the business purchases prescribed goods and a CA tax invoice is received, staff will check if it is correctly issued by the supplier and perform CA on such transactions i.e. account for output tax and claim input tax (subject to the conditions for claiming input tax) accordingly.

Staff will ensure that the value of relevant supplies received from the supplier is excluded from the value of taxable supplies and value of total supplies when computing the residual input tax recovery ratio.
	
	
	
	

	There is a process to identify all CA tax invoices issued for GST reporting and include them in Box 1 “Total value of standard-rated supplies” of the GST return based on the normal time of supply rule. No output tax is reported in Box 6 “Output tax due” of the GST return. 
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Supply of imported services by way of Reverse Charge (“RC”)
Please indicate “Not Applicable” only if the business is entitled to full input tax in all its GST returns or at the end of the longer period; and has not elected to be a RC business. 
Before completing this section, the business should read the e-Tax Guide "GST: Taxing imported services by way of reverse charge”. If the business has established additional controls that are not highlighted in this section, please provide the information in a separate attachment.

	1. There is a process to ensure that the correct GST treatment is applied on imported services subject to RC.
	Yes/No/Not Applicable
	
	
	

	There is a designated person or team to monitor whether the business or GST Group is able to claim full input tax; and maintain oversight of the specific requirements of imported services that fall within the scope of RC and the GST treatment of such supplies.
	
	
	
	

	All imported services that fall within the scope of RC are identified and mapped to a tax code table from the onset to distinguish them for correct tax coding at source and GST reporting purposes.

If they are not mapped to a tax code table, staff is provided with procedures and guidelines to identify and subject the applicable import services to RC (e.g. decision tree on GST treatment, list of GST adjustments to be made prior to submission of GST return).
	
	
	
	

	The reverse-charged transactions are supported by relevant documentary evidence and complied with the record keeping requirements prescribed in the e-Tax Guide "GST: Taxing imported services by way of reverse charge”. 

Checks are performed to ensure that the overseas supplier’s invoice should minimally contain the following information: 
(a) Supplier’s name and address;
(b) Invoice number and date;
(c) A description of the services supplied;
(d) The value of the supply (i.e. consideration to be paid); and
(e) Where an invoice is issued in a foreign language, the business must be able to translate this information to English on request. In addition to the invoice, the business may also provide contracts or agreements entered into with the supplier to explain the nature of the services received.
	
	
	
	

	Checks are performed and controls are put in place to ensure that RC on imported services is applied correctly and value is accurate.

The checks and controls implemented include the following:
(f) Staff is aware of the RC mechanism and imported services that fall within the scope of RC. Staff is equipped with a list of imported services that are subject to RC as guidance. 
(g) System or process is put in place to subject all imported services to RC unless they are specifically excluded from the scope of RC.  
If the business has elected to apply RC on all imported services including those that are specifically excluded, the “Declaration of Reverse Charge Election” form is maintained as part of the business’ record.
(h) Staff will ensure that the value of imported services is based on the open market value (without any deduction of withholding tax) if:
(i) the consideration paid to overseas suppliers on imported services are not wholly in money; or 
(ii) the consideration paid to the overseas related party who is a connected person (including an overseas member within the same GST group) or overseas branch or head office is less than the open market value of the supply.
(i) If there is cost allocation or procurement of services from an overseas member within the same GST group or from an overseas branch or head office, staff will account for output tax on the open market value of the imported services after excluding identifiable salaries, wages, interest costs components and their proportionate mark-up in accordance with the transfer pricing policy. 
(j) For imported services invoiced in a foreign currency, staff will ensure that the exchange rate used to convert the invoice amount to SGD equivalent is in accordance with the e-Tax Guide “GST: Exchange Rates for GST Purpose” and account for output tax accordingly. 
(k) Consultation will be initiated with the tax or finance team when in doubt of the application of GST treatment on current or new business transaction.
	
	
	
	



	Subject to the rules applicable to transactions straddling implementation date of 1 Jan 2020, the output tax on the imported services that are subject to RC will be accounted for timely based on:
(l) the time of supply rule i.e. earlier of date of supplier’s invoice or date of payment made to supplier;
(m) the posting date of the imported services if it is consistently applied, provided it is before the date of payment; or
(n) the first day after the end of the longer period if the business has elected to apply RC at the end of the longer period.
	
	
	
	

	For supply of imported services procured from an overseas related party who is a connected person (including an overseas member within the same GST group) or an overseas branch or head office, staff will determine the time of supply at the earliest of the following:
when invoice is issued;
when payment is made; and
12 months after the Basic Tax Point (i.e. the 12-month rule).
However, (iii) does not apply if the imported services are continuous in nature.
	
	
	
	

	Designated person responsible for accounting for GST on the imported services will ensure that the correct amount of input tax is claimed on reverse-charged transactions. Otherwise, he will communicate the necessary information to the GST return preparer for follow up.
	
	
	
	

	A designated person performs checks which include the following: 
(o) Input tax claims on reverse-charged transactions are supported by overseas supplier’s invoice or alternative documents (e.g. accounting entries, payment evidence) which prior approval has been obtained from the Comptroller. 
(p) Staff will ensure that the value of imported services is excluded from both the numerator and denominator of the input tax recovery formula to compute the residual input tax claimable.
If the business is prescribed with a fixed input tax recovery rate or special input tax recovery formula, staff will ensure that the correct rate or formula is applied to compute the input tax claimable. 
(q) For imported services invoiced in a foreign currency, the same exchange rate is used to convert the foreign currency to SGD to account for output tax and claim the corresponding input tax.
(r) Perform yearly review on whether any election is made under RC. For example for business that has elected to apply RC only at the end of the longer period[footnoteRef:23], a designated person checks that RC is applied when the business files the GST F5 return for the first prescribed accounting period after each tax year, and ensure that a copy of the election form is maintained. [23:  This is not applicable to businesses that are accorded fixed input tax recovery rates as they are not required to perform longer period adjustments.
] 

	
	
	
	

	If the business has previously accounted for reverse-charged output tax and payment is not made to the overseas supplier within 12 months, staff will determine that the conditions in the checklist “Refund for Reverse Charge Transaction: Checklist for Self-Review of Eligibility of Claim” are met before making an adjustment to claim a refund for the unpaid RC transaction. 

All such adjustments are supported by supplier’s invoice, supporting business or accounting records and the completed checklist.
	
	
	
	

	A process is put in place to repay the above refund mentioned (i.e. control feature no. 13.9) on RC transactions where subsequent payments are made to overseas suppliers. All adjustments are substantiated with supporting evidence.   
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Supply of digital services under Overseas Vendor Registration (“OVR”) regime 
Please indicate “Not Applicable” only if the business is not an electronic marketplace operator and not regarded as a supplier of digital services, on behalf of underlying suppliers, to non-GST registered customers.  
Before completing this section, the business should read the e-Tax Guide "GST: Taxing imported services by way of an overseas vendor registration regime”. If the business has established additional controls that are not highlighted in this section, please provide the information in a separate attachment.

	1. There is a process to ensure that the correct GST treatment is applied on digital services provided to non-GST registered customers, on behalf of underlying suppliers[footnoteRef:24] through its marketplace. [24:  Underlying suppliers refer to both local and overseas suppliers if the business has elected to account for GST on all digital services.  
] 

	Yes/No/Not Applicable
	
	
	

	A designated person or team maintains oversight of the supplies of digital services made on behalf of overseas suppliers to non-GST registered customers in Singapore. 
	
	
	
	

	The designated staff or team is aware of the list of conditions which the business will be regarded as the supplier for the digital services supplied on behalf of overseas suppliers, and will charge and account for GST on digital services supplied to non-GST registered customers.
	
	
	
	

	If the digital services supplied on behalf of overseas suppliers are provided to GST-registered customers, staff has confirmed the GST registration number of the customers and maintained such information in its sales documentation.
	
	
	
	

	A system and/or process is put in place to ensure all digital services supplied to non-GST registered customers, on behalf of underlying suppliers are identified by staff to apply correct GST treatment and ensure accuracy in GST reporting by:
(a) mapping the tax coding of such transactions to a tax code table from the onset; 
(b) providing written guidelines (e.g. decision tree on GST treatment) to assist designated person to apply the correct tax coding at source on every transaction; updating the control process or system tax coding when there is a change in the election to account for GST on all digital services or change in business arrangement with the underlying suppliers;  
(c) maintaining at least 2 proxies of non-conflicting evidence of customer’s belonging status to determine if GST is to be charged; and
(d) substantiating with appropriate sales record and documentary evidence.
	
	
	
	


	The designated staff will initiate consultation with tax or finance team when in doubt of the application of GST treatment on current or new business transactions.
	
	
	
	

	Others: (if applicable)
	
	
	
	




Section 2B - GST Control Practices at Transaction Level - Taxable purchases (including imports) and Input Tax
Overall objective: To manage GST risks identified at purchases cycle to ensure that GST data at source is properly tax classified and accurately reported.
	Name of ACAP Applicant:
	

	Annex 1: Self Review of GST Controls (Purchases)
	Annex 5B: Notes to Factual Findings Report

	Control Ref. No.
	Key control/ control features
	Key controls/ control features present?
(Applicant’s assessment)
	Control features present? (Reviewer’s assessment)
	Review Method
	Description by ACAP Reviewer[footnoteRef:25] [25:   Describe the control features established that are specific to the Applicant, review method (e.g. walk through, tests of controls and substantive review) and sample size, reasons why Reviewer felt that missing or controls not working well are not control gaps. Specify improved controls that are implemented after the ACAP Period, if any. If they relate to any process flows, to highlight the important elements of the controls and cross reference to the process flows attached to the report.] 


	Oversight function of revenue and capital expenditure accounting process

	1. A designated person or team is tasked with the responsibility of overseeing the effective working of revenue and capital expenditure accounting process to manage GST risks.
	Yes/No
	
	
	

	The designated person possesses professional accounting qualification with practical GST or accounting experience of at least 5 years.
	
	
	
	

	The designated person is authorised to review the tax impact resulted from any procedural and/or system change.
	
	
	
	

	The designated person is equipped with the relevant GST training to effectively discharge his responsibilities diligently. 
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Tax classification of transactions

	1. There is a process to identify, determine and map major categories of revenue and capital expenditure transactions to relevant tax codes to ensure appropriate tax coding right from the source data.
	Yes/No
	
	
	

	All major categories of transactions are identified and mapped to a tax code table from the onset to distinguish them for GST reporting purposes such as imports under MES, purchases and zero-rated purchases. 
Example of a tax code table for businesses making mainly taxable supplies:
	Category of transactions (example)
	Tax code
	Types of purchases transactions

	· Purchase of raw materials for production 
· Upkeep of factory premises
	TX7
	Purchases from GST-registered suppliers directly attributable to taxable supplies

	· Club subscription fees
· Running expenses of motor cars 
	BL
	Expenses where the GST incurred is blocked under regulations 26/27

	· Freight charges on importation of goods
· IDD calls
	ZP
	Purchase from GST-registered supplier with 0% GST incurred

	· Brokerage fees for hedging of foreign exchange currency 
	TX-E33
	Payment directly attributable to regulation 33 exempt supplies

	· Brokerage fees for shares trading
· Commission for rental of residential properties
	TX-N33
	Payment directly attributable to exempt supplies (excluding those under regulation 33)

	· Overheads (e.g. rental, utilities)
	TX-RE
	Purchases attributable to both taxable and exempt supplies

	· Import of fixed assets with GST paid to Singapore Customs
	IM
	Imports into Singapore with GST paid

	· Major Exporter Scheme (MES)
· Approved Third Party Logistics Scheme (3PL)
· Approved Import GST Suspension Scheme (AISS) 
	ME
	Imports into Singapore with GST suspended under GST schemes 

	· Purchase of residential property
· Purchases from non-GST registered suppliers
· Purchase of goods from overseas, which is not imported into Singapore
· Interest expenses
· Wages
	NR 
	Exempt purchases/ Purchases outside the scope of GST 


	· Purchase of anti-virus software (boxed package) from GST-registered supplier exceeding $10,000
· Purchase of mobile phones (handset only) from GST-registered person exceeding $10,000
· Purchase of memory cards from GST-registered person exceeding $10,000
	CA1
	Purchase of prescribed goods from GST-registered suppliers that are subject to customer accounting 
(For purpose of accounting for GST under customer accounting)

	· Procured imported services from overseas suppliers (including inter-branch and intra-GST group members)
	RC1
	Imported services procured from overseas suppliers that are subject to reverse charge



	
	
	
	 In addition to footnote 7, to highlight major categories of purchases and the major types of GST risks identified including industry specific risks.


	Systematic and periodic checks are performed to ensure correct identification and mapping of transactions to relevant tax code right from the source data. 
Methodology and frequency of checks
(Please check the appropriate box)
	
	Performed on every transaction and reviewed by experienced staff to prevent human errors.

	
	

	
	Performed only on the first transaction and subsequent transactions are pre-tax coded based on tax logic in-built into the system (e.g. input tax can only be captured for purchases from GST-registered businesses to prevent human errors).

	
	

	
	Performed only for ad-hoc transactions encountered as all tax transactions are already pre-tax coded based on macro tax logic in-built into the system to prevent human errors.

	
	



	
	
	
	

	Designated process owner performs prescribed checks to ensure that tax codes are correctly:
	
	
	
	

	0. defined and updated in the accounting master vendor file.
	
	
	
	

	pre-fetched from the system for processing of purchase transactions.
	
	
	
	

	assigned for manually posted transactions (e.g. journal entry posting).
	
	
	
	

	updated to be in line with changes in GST law and practice in the business' information system.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Only authorised staff can create or amend tax codes and mapping.
	
	
	
	

	Staff adheres to the following checks and reviews to secure correct tax coding at source:
	
	
	
	

	0. Check if the purchases are prescribed goods which are subject to customer accounting (“CA”) and ensure that the correct GST treatment is applied i.e. account for output tax and claim input tax (subject to the conditions for claiming input tax) unless prior approval has been sought from the Comptroller to be exempted from CA. 
	
	
	
	

	0. If the business or GST Group is unable to claim full input tax or the business has elected to be a Reverse Charge (“RC”) business, staff checks if the purchases are imported services procured from non-GST registered overseas suppliers, overseas related party (including inter-branch and intra-GST group members), which are subject to RC and ensure that the correct GST treatment is applied i.e. account for output tax and claim input tax (subject to the conditions for claiming input tax).
(Please complete Control Ref. No. 13 of Section 2A (Taxable Supplies and Output tax) if the business is subject to RC.)
	
	
	
	

	0. Check the correctness of GST treatment on existing transactions to confirm that the mapping performed is still valid.
	
	
	
	

	Refer to the latest version of the tax logic decision tree and tax code table available in the GST database when capturing any new category of purchases or purchase transactions from new vendor.
	
	
	
	

	Consult designated person when in doubt.
	
	
	
	

	Keep abreast of changes or seek clarification on GST matters disseminated by the GST team.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Revenue and capital expenditure system and process

	1. Controls are present to ensure that valid and correct tax classification is applied to data captured in the revenue and capital expenditure system and posted in a timely manner to financial and GST accounts.
	Yes/No
	
	
	

	Staff captures only authorised and valid transactions incurred by the business for business purposes and the purchases are supported by commercial and transport documents as follows:

Examples of checks performed: 
(Please check the appropriate box)
	
	Staff reviews transaction for proper authorisation before capturing the invoice

	
	

	
	System does not allow the capture of invoices to unmatched purchase order or requisition or goods receipt note

	
	

	
	Staff reviews and ensures input tax incurred on re-import of customer’s goods sent overseas for value-added services satisfied the conditions in the e-Tax Guide “Claiming of GST on re-import of value-added goods”.

	
	

	
	Others: (if applicable)


 
	
	
	
	

	Staff can only capture GST claims by the business based on valid tax invoices and payment permits. System-computed GST amount, if applicable, must agree with the GST amount stated on the tax invoice or payment permit. 
	
	
	
	

	For GST incurred on local purchases billed in foreign currency, input tax claims are recorded based on the Singapore dollar (SGD) equivalent reflected on the supplier’s tax invoice.
	
	
	
	

	When a CA tax invoice is received, staff checks if it was correctly issued by the supplier and informs the designated person to apply CA on the purchase of the prescribed goods i.e. account for output tax and claim input tax (subject to the conditions for claiming input tax).
	
	
	
	

	When the business procures imported services, staff informs the designated person who will determine if RC is applicable, and ensures that the correct GST treatment is applied and relevant documentary evidence is maintained. 
	
	
	
	

	Non-standard manually tax-coded transactions are reviewed for correct tax classification and valuation.
	
	
	
	

	Upon receipt of credit note from GST-registered supplier, input tax should be reduced based on the GST amount reflected in the credit note and in the correct prescribed accounting period.
	
	
	
	

	The staff involved in processing of purchases transactions is aware of the legislative time limit to claim late input tax and such claim was not claimed in earlier period. 
	
	
	
	

	Purchase transactions are reviewed by a reviewer for validity of purchases, appropriateness of documentation, value accuracy and correctness of tax classification applied.
	
	
	
	

	Staff who performs data-capturing is aware of the cut-off date to facilitate report generation for GST reporting and alerts GST return preparer of any items that require adjustment for reporting if the cut-off date is not met.
	
	
	
	

	There is a process to ensure that the Purchase and Input tax listing has excluded input tax disallowed under regulations 26 and 27. If not, they are identified for exclusion at the GST Reporting level.
	
	
	
	

	A list of potential irrecoverable input tax is identified and communicated to the relevant staff to separately capture the data for exclusion from the main input tax claims or for alerting the GST return preparer for exclusion from the GST report.
	
	
	
	

	Examples of identified items: 
(Please check the appropriate box)
	
	Input tax incurred for exempt supplies, which may be disallowed if De Minimis limit is exceeded

	

	

	
	Input tax incurred on common expenses, which may require apportionment

	
	

	
	Input tax on standard-rated purchases not paid within 12 months

	
	



	
	
	
	

	Others: (if applicable)
	
	
	
	

	1. Controls are present to detect data entry errors and ensure data entry accuracy. 
	Yes/No
	
	
	

	There is a consistent basis of capturing purchases value, GST amount and document reference to avoid record of duplicate transactions.
	
	
	
	

	System identifies and prompts staff of anomalies at the point of data entry:
	
	
	
	

	0. value of purchases exceeds that of the purchase order
0. the GST amount entered does not agree with the tax rate applied to the purchase value
0. duplicate transactions
GST claims on imports under MES
	
	
	
	

	Manual checks are performed to agree captured data with source documents.
	
	
	
	

	Exception report on anomalies of data captured is generated periodically for review and follow-up.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Inventory 

	1. Controls are present to account for the physical movement of all inventories to and from the premises.
	Yes/No/Not Applicable
	
	
	

	The business maintains up-to-date perpetual inventory system to keep track of the movement of goods.
	
	
	
	

	Separate records are maintained for goods belonging to the business and others such as goods belonging to overseas principals and goods under consignment.
	
	
	
	

	Physical inventory count of goods belonging to the business is conducted at least annually and verified by local or overseas auditors. Discrepancies are investigated and follow-up.
	
	
	
	

	Reconciliation of the business’ inventory records to financial accounts figures are performed periodically. Discrepancies are investigated and follow-up.
	
	
	
	

	For goods that do not belong to the business (e.g. overseas principal’s goods, customer’s goods), periodic physical count of goods and reconciliation of inventory records are performed. 

Control or process is put in place to track the movement of goods from the point of importation to the subsequent supplies made (i.e. local sale, export).
	
	
	
	

	There are physical safeguards to prevent theft, misuse or deterioration of goods.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Goods imported for overseas principals as an agent under section 33(2) and/or 33A of the GST Act (where the overseas principal is non-GST registered)

	1. [bookmark: _GoBack]There is a process to assist staff to comply with specific tax rules, reporting and documentary requirement.
	Yes/No/Not Applicable
	
	
	

	There is appointment of the business as the local agent for each overseas principal.
	
	
	
	

	Business maintains an up-to-date record of the details of these overseas principals to ensure that these principals are not GST-registered.
	
	
	
	

	Inventory records and accounts are separately maintained for the goods belonging to overseas principals. In situations where these transactions are managed through the same inventory and accounting system, specific codes are assigned to distinguish the overseas principals’ transactions.
	
	
	
	

	Where goods are exported back to the same overseas principal, approval is sought from the Comptroller except in circumstance where concession has been given in IRAS publication.
	
	
	
	

	System is able to extract the following details for inclusion in the GST returns:
	
	
	
	

	0. values of goods imported and GST paid;
	
	
	
	

	0. value of goods imported under MES or other import suspension schemes;
	
	
	
	

	0. value of goods exported back to the overseas principal (i.e. section 33A situation);
	
	
	
	

	0. value of goods sold by overseas principal:
	
	
	
	

	(i) standard-rated supplies and output tax for goods delivered locally; and
	
	
	
	

	(ii) zero-rated supplies for goods exported 
	
	
	
	

	All the above transactions are supported by import permits, commercial and transport documents[footnoteRef:26]. [26:  Transport documents are those listed under the e-Tax Guide "GST: Guide on Exports".] 

	
	
	
	

	Periodic inventory checks are performed to ensure that quantities recorded agreed with physical count of the stock balance and overseas principals’ record. Discrepancies are investigated and followed-up.
	
	
	
	

	When goods are sold locally: 
	
	
	
	

	0. tax invoice is issued; and
	
	
	
	

	the sale is accounted for in the GST returns.
	
	
	
	

	Import GST paid and claimed in the GST returns is not claimed from the respective overseas principals.
	
	
	
	

	Where business paid for local purchases that are contractually made to overseas principals, staff is trained to identify and exclude such transactions from the GST returns.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Imports schemes with GST suspended [e.g. Major Exporter Scheme (MES), Approved Import GST Suspension Scheme (AISS)]

	1. There is a process to assist staff to comply with specific tax rules, reporting and documentary requirement.
	Yes/No/Not Applicable
	
	
	

	A process is put in place to ensure staff only use the scheme to import goods belonging to the business or import in the capacity of agent permitted under the GST law and practice (e.g. for overseas principals under section 33(2) and 33A of the GST Act).
	
	
	
	

	Designated person ensures that the Comptroller’s requirements on accounting and compliance records listed in the e-Tax Guide of the applicable import suspension schemes are complied with.
	
	
	
	

	Separate inventory records and accounts are maintained for goods belonging to the business and the overseas principals.
	
	
	
	

	System is able to extract information necessary to ensure GST reporting requirements are adhered.
	
	
	
	

	A record of the pool of MES declaring agents is maintained and updated regularly.
	
	
	
	

	For all goods imported, a copy of the ME permit or Subsidiary import certificate is taken up in the business’ name, or Inward Summary Reports[footnoteRef:27] are obtained timely from the authorised declaring agents.  [27:  Applicable to imports by the four air express companies: DHL International (S) Pte Ltd, Federal Express (S) Pte Ltd, TNT Express (Worldwide) Singapore Pte Ltd and United Parcel Services (S) Pte Ltd. ] 

	
	
	
	

	Goods imported are matched against commercial documents i.e. purchase order, valid invoice, ME import permit, shipping documents and payment evidence.
	
	
	
	

	To ensure that the business is the rightful importer, a staff is designated to perform periodic (e.g. quarterly) reconciliation of permits on hand.
The reconciliation is performed against the:
(Please check the appropriate box)
	
	monthly statement of accounts of permits from declaring agents; and

	
	

	
	complete listing of import permits from declaring agents or permit listing from TradeExchange (TX).

	
	



	
	
	
	

	A reconciliation report is maintained if the import value is reported based on the overseas supplier’s invoice instead of the ME permit.[footnoteRef:28] [28:  N.A. can only be selected if the import value is reported based on ME permit.] 

	
	
	
	

	ME permits that are taken up for the month are captured and reported in the GST return for the corresponding accounting period.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	[bookmark: _Ref279563339]Purchases made under special GST schemes (e.g. Approved Marine Fuel Trader Scheme)

	1. There is a process to ensure that the GST treatments for the qualifying transactions under the respective schemes are correctly applied and such transactions are properly accounted for.
	Yes/No/Not Applicable
	
	
	

	There is a designated person to maintain oversight of the specific requirements of the qualifying transactions.
	
	
	
	

	Procedures are established to ensure that the specific requirements of the scheme (including accounting and documentary requirements specified in IRAS e-Tax Guides) are adhered to.
	
	
	
	

	Staff who processes the qualifying transactions complies with the procedures established in paragraph 8.2.
	
	
	
	

	There is a process for staff to initiate consultation when in doubt of the application of GST treatment on current or new business transactions.
	
	
	
	

	Others: (if applicable)
	
	
	
	




Section 3 - GST Control Practices at GST Reporting Level
Overall objective: To ensure that data extracted and compiled for GST return submission is accurate and complete.
	Name of ACAP Applicant:
	

	Annex 1: Self Review of GST Controls (GST Reporting)
	Annex 5B: Notes to Factual Findings Report

	Control Ref. No.
	Key control/ control features
	Key controls/ control features present? (Applicant’s assessment)
	Control features present? (Reviewer’s assessment)
	Review Method
	Description by ACAP Reviewer[footnoteRef:29] [29:   Describe the control features established that are specific to the Applicant, review method (e.g. walk through, tests of controls and substantive review), reasons why Reviewer felt that missing or controls not working well are not control gaps. Specify improved controls that are implemented after the ACAP Period, if any. If they relate to any process flows, to highlight the important elements of the controls and cross reference to the process flows attached to the report.] 


	Extracting GST report

	1. A designated person or team is tasked with the responsibility of overseeing the effective working of GST data extraction and compilation process.
	
	Yes/No
	
	

	The designated person possesses accounting qualification with practical GST and accounting experience of at least 5 years.
	
	
	
	

	The designated person is equipped with the relevant GST training to effectively discharge his responsibilities diligently. 
	
	
	
	

	The designated person performs checks to ensure correct mapping of tax code for new purchases or sales transactions.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	1. There are controls to ensure that all relevant GST data are identified and extracted for GST reporting.
	Yes/No
	
	
	

	[bookmark: _Ref279408415]System is programmed to:
0. Extract GST data from the Financial Module based on the prescribed accounting period for GST reporting; and 
Generate GST Report (listings of supplies/output tax and purchases/input tax/MES imports) for GST declaration.
	
	
	
	

	Data not reflected in paragraph 2.1 is identified and collated for inclusion in the GST Report. They include: 
(Please check the appropriate box)
	
	Data that falls within the accounting period and is not captured in the same period (e.g. sales invoices issued but not captured timely in the Financial Module).

	
	

	
	Data extracted from other relevant sources[footnoteRef:30] [30: Examples include deemed supplies (e.g. gift of goods), sale of assets, supplies made as agent under section 33(2) & 33A of the GST Act, GST on unpaid purchases, transactions subject to reverse charge, transactions subject to customer accounting, digital services provided by marketplace operators to non-GST registered customers on behalf of underlying suppliers.
] 


	
	



	
	
	
	

	A designated person conducts prescribed checks to ensure completeness of the GST data extracted:
	
	
	
	

	0. Data extracted are based on correct parameters set (e.g. correct prescribed accounting period, relevant sources, correct categories of supplies and purchases) and include the following categories:
· Prescribed goods subject to customer accounting (“CA”)
· Imported services subject to GST under reverse charge (“RC”)
· Digital services provided by underlying suppliers through the business’ marketplace subject to GST under the Overseas Vendor (“OVR”) regime 
	 
	
	
	

	0. Cut-off dates for sales and purchase transactions are correctly applied for GST reporting as follows:
	
	
	
	

	(i) Supplies and output tax are extracted based on time of supply rule;
	
	
	
	

	(ii) Taxable purchases and input tax are extracted based on the date of tax invoices or permits. If payment date or posting date is used as the basis, it must be applied consistently; and
	
	
	
	

	0. Agrees the total number of data extracted from GST reports to system records; and identifies, reconciles and resolves issues involving any missing data during the GST extraction process.
	
	
	
	

	0. Others: (if applicable).
	
	
	
	

	No overriding of GST data in the system records is allowed upon completion of the data extraction process for the prescribed accounting period. 
	
	
	
	

	A designated person is responsible for the final figures extracted including verifying with the relevant process owners and sighting evidence for any GST post extraction adjustments.
	
	
	
	

	Workflow on extraction of data is established, kept up-to-date and applied by the relevant staff involved.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Compiling GST data

	1. There are controls to ensure that data compiled exist and are correct both in value and GST treatment.
	Yes/No
	
	
	

	All data compiled in the GST report have audit trails and are traceable to the main financial data source.
	
	
	
	

	GST return preparer maintains a checklist of:
	
	
	
	

	0. Transactions that may require manual compilation of data due to system restrictions or special GST provisions.
	
	
	
	

	Past GST errors peculiar to the business.
	
	
	
	

	To ensure GST value accuracy, correct tax code mapping for all major categories of transactions and adjustments for specialised GST treatment, a designated person:
	
	
	
	

	0. Agrees the figure in each box of the GST return to the values in the GST reports and other working schedules.
	
	
	
	

	0. Reconciles the net GST refund or payment on the GST return submission with the GST control accounts in the General Ledger.
	
	
	
	

	0. Incorporates special adjustments (e.g. reduce input tax on standard-rated purchases not paid within 12 months, exclude disallowed input tax, apply partial exempt rules on recovery of input tax when exempt supplies failed the tests prescribed under the GST law and practice in the current period and longer period, exclude input tax incurred for non-business activities, account for output tax on bad debt recovered on standard-rated supplies (where bad debt relief was claimed)).
	
	
	
	

	0. If the business is unable to claim full input tax for any prescribed accounting period or at the end of the longer period, checks are performed to assess if RC is applicable and output tax is accounted for correctly on imported services procured from overseas suppliers* that fall within the scope of RC.

*For services procured from intra-GST group or inter-branch, the output tax is computed after excluding identifiable salaries, wages, interest costs components and their proportionate mark-up in accordance with the transfer pricing policy from the value of services. 
(Please complete Control Ref. No. 13 of Section 2A (Taxable Supplies and Output Tax) if the business is subject to RC.)
	
	
	
	

	Ensures output tax is accounted for on local purchases of prescribed goods supported by CA tax invoices when the corresponding input tax (subject to the conditions for claiming input tax) is claimed.
	
	
	
	

	Checks that conditions for any deviation from normal GST rules granted by the Comptroller are met (e.g. special input tax formula, exemption from CA for sale of prescribed goods and application of CA on all relevant supply of prescribed goods, account for GST on all digital services provided by both local and overseas suppliers through its electronic marketplace).
	
	
	
	

	Reviews current values to be declared in the GST return for anomalies.
	
	
	
	


















	Examples of review: 
(Please check the appropriate box)
	
	Perform reasonableness test (e.g. comparison of the output tax against the value of standard-rated supplies).

	
	

	
	Compare current values to be reported in the GST return against declaration in past periods.

	
	

	
	Review GST report and listing for exceptions or indicators for errors (e.g. zero-rated supply of goods which are locally delivered, input tax claimed on local purchases of prescribed goods subject to CA with no corresponding accounting of output tax, procurement of imported services subject to RC with no corresponding accounting of output tax).

	
	

	
	Did not account for output tax based on the Singapore dollar equivalent reflected on the tax invoices issued by suppliers under CA.


	
	

	
	Review standard input tax apportionment formula and ensure it excludes certain supplies (e.g. relevant supplies received under CA, supply of imported services subject to GST under RC, digital services provided by electronic marketplace operators on behalf of underlying suppliers subject to GST under OVR regime)  

	
	

	
	Exceptions are investigated and follow-up action taken, if applicable.

	
	



	
	
	
	

	A designated person performs random checks with audit trail to ensure GST value accuracy, correct tax code mapping for all major categories of transactions and adjustments for specialised GST treatment are present.
	
	
	
	

	The workflow for compilation of GST return is documented and kept up-to-date.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Responsibilities of representative member under GST group registration (for GST group registrants only)

	1. All members in the GST group are aware of their responsibilities and scope of reviews in GST extraction and compilation.
	Yes/No/Not Applicable
	
	
	

	If GST data extraction is performed independently by each GST member, the group consolidator of the GST data ensures that the members are aware of their responsibilities stated in paragraphs 1 and 2 of this Section.
	
	
	
	

	The group consolidator ensures that the group members compile reports on a timely basis for the preparation of the consolidated GST return.
	
	
	
	

	The group consolidator is aware of the latest changes to the GST group structure and makes necessary adjustments to the group consolidated GST reports (e.g. new GST group members, removal of group members).
	
	
	
	

	The group consolidator performs checks to ensure that GST reports compiled by each member are correct:
	
	
	
	

	0. Reviews GST reports for exceptional outliers and investigates any anomalies.
	
	
	
	

	Ensures that the supplies made among members are identified and correctly excluded in the GST returns.
	
	
	
	

	Ensures that transactions that are affected by changes to GST law and practice (e.g.  prescribed goods subject to CA, imported services subject to GST under RC, digital services provided by electronic marketplace operators on behalf of underlying suppliers subject to GST under OVR regime) are identified and the GST treatment is correctly applied. 
	
	
	
	

	Reviews the GST reports of each member against the list of potential GST errors and errors peculiar to each member's industry.
	
	
	
	

	Procedure is put in place to apply the partial exemption rules[footnoteRef:31] on the recovery of input tax when exempt supplies of the group failed the tests prescribed under the GST law. [31:  Please refer to the e-Tax Guide on “GST: Partial Exemption and Input Tax Recovery” for more information.
] 

	
	
	
	

	There is a process to disseminate timely information relating to GST matters and documentation requirements to all the members.
	
	
	
	

	Others: (if applicable)
	
	
	
	

	Submission of GST return

	1. Checks are performed to ensure the GST values are correctly captured in the GST return and submitted to IRAS.
	Yes/No
	
	
	

	There is a process to monitor the due date for timely submission of GST return and settlement of tax.
	
	
	
	

	There is a process to agree the figures entered into the GST e-filing screen in myTax Portal with GST reports or schedules.
	
	
	
	

	There is a process to ensure accuracy of the figures entered into the GST e-filing screen before submission.
	
	
	
	

	Upon e-filing of the GST return, the acknowledgment page is printed and checked for accuracy of net tax payable or repayable.
	
	
	
	

	GST payment to or refund from IRAS is reconciled to the GST return submission to highlight the need for further follow-up action required.
	
	
	
	

	Others: (if applicable)
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	Name of ACAP Applicant
	



Section 2
	1. Justification for Reduction in Scope of Test of Controls



We have reduced our scope of review on test of controls of the Applicant, due to an independent equivalent review previously performed. The following are the details:

1.1. Reliance Placed On Our Previous Work Engagement 

Supplies

	[bookmark: _Ref451960172]Name of Business Unit/group member[footnoteRef:32](if applicable) [32:  In your previous engagement, if you have identified and grouped Business Units or group members that operate on the same financial and accounting systems and have similar GST control flows for the purpose of tests of controls, please indicate the names of Representative Units in the same column.] 

	Briefly describe the essential controls tested (e.g. types of preventive and detective controls)
	Total number of samples selected

	
	
	

	
	
	

	
	
	

	
	
	



Taxable Purchases

	Name of Business Unit/group member32 (if applicable) 
	Briefly describe the essential controls tested (e.g. types of preventive and detective controls)
	Total number of samples selected

	
	
	

	
	
	

	
	
	

	
	
	







1.2. Reliance Placed On Work Performed by Other Professionals 

	
	Brief description

	1.2.1. Category of transactions and type of review previously performed by other professionals that we have placed reliance on. 
		Transaction categories
	Please  if applicable

	Supplies
	

	Purchases
	



A brief description of the type of controls tested by other professionals that you have placed reliance on.

	



	




	1.2.2. Period in which above work is performed 
	

	1.2.3. Business units involved (if applicable)
	

	1.2.4. We have ascertained that the above work included tests on working of GST logic and tax classification.
		Please  accordingly:

	Yes
	

	No
	






	1.2.5. We have included tests on GST specific controls in circumstances where the work of other professionals excluded tests on GST specific controls. 
		Please  accordingly:

	Yes
	

	No
	




	1.2.6. List of GST process flows in which we have placed reliance on the work of other professionals that the ACAP Applicant had submitted to us (if applicable). 
	




	2. Substantive tests



We have increased the sample size for the purpose of conducting the substantive tests on the following business units and furnish the details in the following table: 

	
	Brief description[footnoteRef:33] [33:  Please append the information in a separate attachment if the 2 columns provided are insufficient. ] 


	2.1. Name of the business units
	
	

	Supplies
	
	

	2.2. Total number of transactions reviewed for the following categories of Supplies[footnoteRef:34]: [34:  Comprise the summation of all categories of revenue and non-revenue items selected for review on all representative business units/ group members. ] 

	
	

	· Standard-rated supplies & output tax
	
	

	· Zero-rated supplies

	
	

	· Exempt supplies

	
	

	· Out-of-scope supplies

	
	

	2.3. Briefly describe the circumstances that led to the need to increase the sample size:
Some of the possible reasons could be:
(a) High possibility of GST errors arising from control gaps noted
(b) Number of material transactions identified exceeded the minimum sample size 
(c) Other reasons

	The circumstances that led to our need to increase sample size are detailed below:
Please  accordingly:
	(a)
	

	(b)
	

	(c)
	



Please provide details of other reasons

	The circumstances that led to our need to increase sample size are detailed below:
Please  accordingly:
	(a)
	

	(b)
	

	(c)
	



Please provide details of other reasons


	Purchases
	
	

	2.4. Total number of transactions reviewed for the following categories of Purchases:
	
	

	· Standard-rated purchases & input tax
	
	

	· Zero-rated purchases

	
	

	· Imports under GST schemes
	
	

	· Imports under payment permit
	
	

	
2.5. Briefly describe the circumstances that led to the need to increase the sample size:
Some of the possible reasons could be:
(a)  High possibility of GST errors arising from control gaps noted
(b)  Number of material transactions identified exceeded the minimum sample size
(c)  Other reasons
	The circumstances that led to our need to increase sample size are detailed below:
Please  accordingly:
	(a)
	

	(b)
	

	(c)
	



Please provide details of other reasons

	The circumstances that led to our need to increase sample size are detailed below:
Please  accordingly:
	(a)
	

	(b)
	

	(c)
	



Please provide details of other reasons
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