
 
 

STP Authorisation of Registered Agent 

End of Financial Year Finalisation 

Terms of Engagement 
 

Single Touch Payroll (STP) is an Australian Government initiative to reduce employers' reporting burdens to 

government agencies. This measure has replaced the requirement to issue payment summaries to your 

employees. 

 

With STP, you report employees' payroll information to the ATO each time you pay them through STP-enabled 

software. Payroll information includes: 

• Salaries and wages 

• Pay as you go (PAYG) withholding 

• Superannuation. 

STP started on 1 July 2018 for employers with 20 or more employees and 1 July 2019 for employers with 

19 or fewer employees and is a mandatory obligation. 

 

This also includes the requirement to complete an end of financial year finalisation process by the 14th of July 

which will enable your employees to attend to their own individual income tax needs. 

 

Below is an outline of the Scope of Works we will perform upon your request and acceptance, and our fee schedule 

regarding support options available to assist you in administering your end of financial year STP reporting 

requirements and any future assistance regarding STP as required. 

 

What’s included 

Fixed Fee  

(ex GST) 

$ 

END OF FINANCIAL YEAR SINGLE TOUCH PAYROLL FINALISATION 

Payroll 

Reconciliation 

We will attend to a review of, and reconciliation of your 

payroll for the year to ensure that all pay runs have been 

accounted for properly, and that your payroll clearing 

account is balanced. 

 

300.00 

 

Payroll 

Adjustments 

Should any minor discrepancies in your payroll system be 

identified, we will make the relevant adjustments and 

report these changes through STP.  

Payroll Reporting 

Before we submit anything further, we will provide a full 

list of your employees and detailed information of what 

will be submitted as part of this process. Upon your 

approval, we will finalise your STP for the financial year. 

Major Payroll 

Adjustments 

Should we identify any major discrepancies in your payroll 

system, excess time required to reconcile this will incur an 

additional charge at an hourly rate. Before any additional 

work is commenced, we will contact you to discuss. 

160.00 

 

Once you are satisfied with the terms of our engagement and acknowledge that you would like to engage us to 

perform this function, please have an authorised person sign, date, and return the attached acceptance page. 



 

 

 

Terms 
 

Purpose and scope 

of engagement  

Our engagement is to attend to the end of financial year single touch payroll (STP) 

finalisation process. 

Basis of 

engagement 
You authorise Meridian Accounting & Business Services Pty Ltd (TAN 25419887) to attend 

to the end of financial year STP process along with any ancillary reporting required 

throughout the process. 

 

Meridian Accounting & Business Services Pty Ltd (TAN 25419887) accept responsibility for 

the preparation and lodgement of STP reports for your business based on the information 

provided by the you; the employer. We acknowledge that the software we use to prepare 

and lodge STP reports is listed on the Australian Government’s STP product register list.  
 

Period of 

engagement 
This engagement will start on the date of acceptance of the terms of this agreement. This 

agreement is our offer to enter into an engagement agreement with you. If you accept this 

offer you will be regarded as having entered into a client agreement with us. This means 

you will be bound by the terms and conditions set out in this document. Acceptance may 

be by way of any one of the following:- 

1. Signing and return this agreement to us; 

2. Giving instructions before or after receiving this agreement. 

3. Contacting us and advising of your acceptance. 

 

The first period we will be responsible is the tax year ending 30 June, 2021. We will not 

deal with earlier periods unless you specifically ask us to do so and we agree. 

 

This engagement document will be effective for 12 months only from the commencement 

date. 

 

Responsibilities You accept responsibility for providing true and correct payroll information to us as your 

authorised agent for the purpose of that agent preparing and lodging Single Touch Payroll 

reports on your behalf to the Australian Taxation Office (ATO). You accept responsibility 

for providing that payroll information by the date of my Single Touch Payroll (STP) pay 

event, being the appropriate pay run date.  

  

You confirm and warrant that:   

- your staff wages comply with all applicable agreements, awards, employment 

contracts, regulations and legislation;   

- you have collected the correct amount of pay as you go (PAYG) withholding from 

payments you have made to employees and other workers that you have  

voluntary agreements with, for remittance to the ATO by the due date;  

- you have withheld the correct amount of superannuation for each of my 

employees for depositing into the correct superannuation fund by the due date;  

- There is no outstanding activity statement lodgments;  

- There are no outstanding ATO debts unless they are subject to payment 

arrangements or review; and  

- you have not been the subject of ATO compliance activity for PAYG withholding 

within the last two years.  

  



 

 

Acceptance of Terms of Engagement 

Single Touch Payroll EOFY Finalisation 

 

As the authorised representative of ____________________________________________________ (Entity Name) 

I, the individual listed below, hereby agree to the terms of engagement regarding the Single Touch Payroll End of 

Financial Year Finalisation Package offered by Meridian Accounting & Business Services Pty Ltd as the entity’s 
current tax agent to attend to the selected services contained within this document. I acknowledge that we are 

bound by the terms contained within this document along with the standard engagement terms and conditions 

contained within our pre-existing engagement document.  

 

I also acknowledge that should additional professional advice and assistance be required outside of the selected 

service offering of this package, the respective entity may incur fees at normal charge-out rates which may exceed 

what is stipulated in this scope of works and fixed fee arrangement. 

 

 

FEE SCHEDULE 
Amounts Payable 

(inc. GST) 

STP END OF YEAR FINALISATION – MINOR ADJUSTMENTS 

End of Year STP Finalisation $330.00 

STP END OF YEAR FINALISATION – MAJOR ADJUSTMENTS 

End of Year STP Finalisation $330.00 

       Major Payroll Adjustments if required Per Hour - $176.00 

 

An invoice will be issued upon completion of the job which will include your payment options. 

 

 

 

 

          

Name         Position     

 

 

         

Signature       Date 


