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Our commitment to you

We are committed to providing you with accurate, consistent  

and clear information to help you understand your rights and 

entitlements and meet your obligations.

If you follow our information in this publication and it turns out to 

we must still apply the law correctly. If that means you owe us 

money, we must ask you to pay it but we will not charge you a 

penalty. Also, if you acted reasonably and in good faith we will 

If you make an honest mistake in trying to follow our information 

charge you a penalty. However, we will ask you to pay the money, 

and we may also charge you interest. If correcting the mistake 

means we owe you money, we will pay it to you. We will also 

If you feel that this publication does not fully cover your 

circumstances, or you are unsure how it applies to you,  

you can seek further assistance from us.

We regularly revise our publications to take account of any 

information. If you are unsure, you can check for more recent 

information on our website at ato.gov.au or contact us.

This publication was current at February 2014.
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As an employer, you have tax and superannuation 

These obligations include:

 super

When you make payments to employees and some 

contractors, you may need to withhold an amount 

 determine if your worker is an employee or 

contractor

 know the payments you need to withhold from

 work out the amount to withhold

 report and pay the withheld amounts to us

 lodge a payment summary annual report 

.

 To make it easier for you to meet your PAYG 
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What you need to know 

making the payments is called the payer

 individual being paid is called the payee.

Determine if your payee is an employee 

You have different obligations depending on if 

 employee

 independent contractor.

Whether your payee is an employee or contractor 

depends on your working relationship and is usually 

determined by the contractual arrangements made 

between the two of you. 

If your payee is an employee, you will need to register 

withholding if you enter into a voluntary agreement 

at

visit our website  and 
PAYG withholding – voluntary 

agreements (NAT 3063).
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Register for PAYG withholding

 by phoning 13 28 66

 by completing an Add a new business account 

 by contacting your registered tax or business 

abr.gov.au at the same 

Know the payments you need to 

The most common payments you need to withhold 

amounts from are payments you make to:

 your employees, company directors and office 

holders

 independent contractors who have a voluntary 

agreement with you

arrangement

termination payments
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Work out the amount to withhold

To work out how much to withhold, use information 

your payee gives you on their 

, or they may be entitled to a tax offset 

.

The easiest and quickest way to work out how 

.

Alternatively, we also produce tax tables that show 

weekly, fortnightly and monthly pay periods. You can 

also get tax tables for particular types of payments, 

such as payments made under a voluntary agreement. 

If your payee has a voluntary agreement with you, 

website at 
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Report and pay the withheld amounts

You need to report and pay amounts you withhold 

How often you report and pay amounts to us depends 

on whether you are a small, medium or large withholder. 

you register.

You are a: 

 

 m

 large withholder if you withheld amounts totalling 

.

Annual reporting obligations

 provide payment summaries to all your employees 

and other payees by no later than 14 July

 lodge your payment summary annual report with us 

as early as possible, but no later than 14 August.
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Payment summaries

You need to provide payment summaries to all 

There are different payment summaries depending 

summaries for:

 employment termination payments

 business and personal services income

The appropriate payment summary must be used 

 

 visit our website at 

13 72 26 and Fast Key Code 4. 

1300 720 092.
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Payment summary annual report

There are two ways you can provide us with 

1 online

2 using paper forms.

Reporting online

you can:

 lodge online using the file transfer facility through 

 provide your payees with an electronic payment 

summary

 give your payees their payment summaries 

summary statement or sending copies of paper 

payment summaries to us.

If you lodge your payment summary annual report 

online, you can use your software to print the individual 

These are then provided to your payees but should 

annual report. 

 There are also other methods available to 

at 



10 

Reporting using paper

If you use paper forms, we will send you blank payment 

summary statement to complete. 

 your completed personalised 

 the originals of all the payment summaries you 

issued for the financial year.

Make sure you keep a copy for your records. You 
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employees to prepare tax returns

You can make it easier for your employees to lodge 

their tax returns by lodging your payment summary 

annual report early and online. 

As soon as we have processed your annual report, 

available for your employees and other workers by:

e-tax
return service

 providing reports for tax agents to help 

website at 
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Taxable payments reporting in the building 

and construction industry

If you are a business in the building and construction 

industry, you need to report to us the total payments 

you make to each contractor for building and 

construction services each year. These payments 

The 

each year.
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at a glance

Super for employees

If you’re an employer, you need to pay super for 

Employee eligibility

month

You do not have to pay super for an employee who 

of each eligible employee’s ordinary time earnings. 

guarantee rate. 

Super for the self-employed

you may want to consider super as a way of saving 

Paying super for contractors

If you pay a contractor under a contract that is wholly 

or principally for labour, you have to make super 
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When to pay super contributions

You need to pay the minimum super guarantee rate 

Claiming a tax deduction for your super 

contributions

Where to pay your super contributions

You need to pay contributions into a complying super 

fund or retirement savings account. In most instances, 

your employees can choose the fund they want you to 

chooses a super fund, you have two months to 

Superannuation clearing house

A free superannuation clearing house service is 

employees.

lets employers pay their super contributions to a 

 For more information about the Small Business 

 visit 

1300 660 048. 
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Failing to meet your super obligations

If you don’t meet your obligations, you will incur a 

charge called the super guarantee charge. You will 

need to lodge a super guarantee charge statement 

 of at least the minimum super guarantee rate 

 into your employees’ chosen super funds.

 You cannot claim a tax deduction for the super 

guarantee charge or for late contributions where the 

late payment offset has been elected.

If you provide additional super contributions to your 

superannuation contribution.

When your employee completes a 

Tools and resources you can use

There are four online tools and calculators available 

ato.gov.au to help you work out 

contractors for tax and super purposes.
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contributions for your employees. 

contribute for your eligible employees.

 Superannuation guarantee charge statement and 

charge liability and prepare your Superannuation 

Super – what employers 
need to know (NAT 71038).

to their employees or their employees’ associates 

tax and is based on the taxable value of the various 

employee can be a current, future or former employee.
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If you answer yes to any of the following questions, 

leased by the business available to employees 

 Have you released any employees from a debt 

 Have you paid for, or reimbursed, an expense 

 Have you provided your employees with goods at a 

know
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Payroll tax

Payroll tax is a tax levied by each state and territory 

payable by employers.

 salaries

 remuneration

 commission

 bonuses

 allowances

 director’s fees

 super

 employee share schemes

 termination payments

monthly basis, with an annual adjustment reconciliation 
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 or visit 

1300 139 815 

1300 305 353 

1300 300 734 or visit 

(08) 8204 9880 

(03) 6233 8070 or visit 

13 21 61 or visit 

1300 368 364 
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More information

Online services

To access helpful online products and services, 

  to find out about our 

range of online services 

 

withholding

 helps you work out 

the tax you need to withhold on payments you make 

  for more information on super

 for more information on fringe 

benefits tax

 

  to order 

Phone

 13 10 20

 1300 130 248 

Free tax support

 visit our website at 

 register for a seminar at 

 phone 13 28 66



Mail

You can also write to: 

 
PO Box 3578 
ALBURY NSW 2640

Useful publications

 

businesses 

 Add a new business account 

Super

 

 

ato.gov.au
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