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LARRY’S LANDSCAPING 

PAYROLL POLICY &PROCEDURE  

 

 

 

 

Effective xx/xx/xxxx (Current date) 
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  Electronic payslips will be Issue to all staff 
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 Payment is to be made to the Australian Taxation Office (ATO) every quarter, as per 

the ATO requirements. 
 

4.3 Unless otherwise specified by and agreed to by the ATO, payments are to follow the 
schedule: 

Quarter 1 (July-September) – 28 October 

Quarter 2 (October-December) – 28 February 

Quarter 3 (January-March) – 28 April 

Quarter 4 (April- June) – 28 July 

 

4.4 PAYG Withholding is to be reported through the Business Activity Statement 
 

 electronic 

funds transfer. 
 

4.6 The reporting and lodgement of PAYG is to be processed through the business 
portal. 
 

 
 

  
 

 

 
 

 quarterly as per the following: 
Quarter 1 (July-September) – 28 October 

Quarter 2 (October-December) – 28 January 

Quarter 3 (January-March) – 28 April 

Quarter 4 (April- June) – 28 July 

 

  

employees’ choice superannuation fund. 
 

  
 
 
  

 
 

 
 

6.2 Access to payroll records containing personal and sensitive information is restricted to 
authorised personnel. 
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6.3 In line with ASIC requirements, records are to be kept 
securely for a period of seven (7) years. 
 

6.4 Records are to be de-identified and destroyed by shredding the documents after the 
seven (7) year retention period. 
 

 


