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ACCOUNTING RECORDS 1.1 
 
INTRODUCTION 
 
As laid down in the Accounts & Audit Determination for Area Health Services and Public Hospitals, a health 
organisation shall keep accounting records and maintain suitable accounts by manual or electronic means to 
ensure that: 
(i) its financial affairs are accurately and reliably recorded; 
(ii) that reports can be prepared which reliably present the affairs and operations of a health organisation; and 
(iii) allow the reports required by the Department to be presented in the required form, facilitating a common 

presentation across health services generally. 
 
Because a health organisation receives a very significant proportion of its funding from the State Government it 
has an obligation to maintain accounting records and systems of control which are at least similar to the 
accounting systems and controls which are laid down in the Treasurer’s Directions issued under the Public 
Finance and Audit Act 1983. 
 
This Manual outlines the minimum standard required of a health organisation in receipt of Government Cash 
Payments (both recurrent and capital) and applies the requirements of the Treasurer’s Directions to health 
organisations generally where they are appropriate to such organisations. 
 
In this respect, the Accounts & Audit Determination identifies responsibility as follows: 
 
“The Board of Directors (where applicable) and the Chief Executive, or equivalent, of a public health 
organisation shall be responsible to ensure: 
(i) the proper performance of its accounting procedures including the adequacy of its internal controls; 
(ii) the accuracy of its accounting, financial and other records; 
(iii) the proper compilation and accuracy of its statistical records; and 
(iv) the due observance of the directions and requirements of the Director-General and the Department 
 
as laid down in this Determination and in circulars and directives issued by the Minister, the Director-General 
and the Department.” 
 
DISTINGUISHING BETWEEN FUNDS 
 
A health organisation is required by the Accounts & Audit Determination to distinguish between its General 
Fund and its Special Purposes and Trust Fund, having adequate accounting and associated records which allow 
it to accurately and reliably record the affairs of each fund and clearly distinguish the affairs of one from the 
other. 
 
Expenditures on Mental Health, Aboriginal Health and Community Health programs must be maintained in real 
terms, at least at the level of 1998/99 annual budgets.  Any reductions to those budgets can only occur with the 
Department’s approval. 
 
Accrual Accounting 
 
A health organisation that has been directed by the Department to introduce accrual accounting on or after 1 
July 1990, shall keep its accounts, prepare its financial statements and report in accordance with the provisions 
of the Accrual Accounting Standards and Procedure Section of this Manual. 
 
In any instance where a provision of the Accrual Accounting Standards and Procedure Section differs from a 
provision of the Accounts & Audit Determination or a provision of the Accounting Manual for Area Health 
Services and Public Hospitals regarding accounting, the provision of the Accrual Accounting Standards and 
Procedure Section prevails. 
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ACCOUNTING RECORDS 1.2 
 
General Fund 
 
Accounting records shall be maintained on the double entry system of accounting, using ledger 
accounts and subsidiary ledger accounts, and journals to accurately and reliably record the financial 
operations and affairs of the health organisation. 
 
Special Purposes and Trust Fund 
 
The accounting records of the Special Purposes and Trust Fund are to comply with the requirements 
of the Accrual Accounting Standards and Procedures Section. 
 
TREASURY MANAGED FUND 
 
It is compulsory for all Budget Sector Departments, including the Department of Health, to belong to 
the Treasury Managed Fund and to have the Fund undertake claims management.  Any consultancies 
which are aimed at setting up individual Area or District/Hospital Managed Funds or which offer 
claims management should not therefore be entertained. 
 
Where approval is obtained from the Department health organisations are permitted to establish a cash 
reserve against possible future managed fund deficits within the General Fund. 
 
Declaration of dividend and payment should be at same time.  However, if cash follows at a later date 
GIO is to be recognised as banker.  No change is to be effected. 
 
The Department of Health operates under Treasury direction a managed fund approach to all income 
policies for the NSW public hospital system. 
 
Such policies cover: 
(i) Cash in Transit; 
(ii) Fidelity Guarantee (in respect of all employees); 
(iii) Fire and Other Perils (in respect of hospital buildings and contents); 
(iv) Personal Accident (in respect of hospital board directors); 
(v) Personal Accident (in respect of voluntary workers); 
(vi) Public Liability; 
(vii) Workers’ Compensation. 
(viii) Motor Vehicles (comprehensive) 
 
Area Health Services, District Health Services and Public Hospitals shall: 
 
(i) comply with directions issued by the Department of Health from time to time concerning the 

operation of the managed fund including requirements in respect of: 
• the insured component 
• the managed fund component 

(ii) ensure sound risk management policies are adopted. 
(iii) comply with requests issued by the Fund Manager (GIO from 1.7.89) including the use of on-

line computer processing requirements on claims processing. 
 
In this regard, the Chief Executive Officer, must be satisfied that each such group’s activities are bone 
fide health related. 
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ACCOUNTING RECORDS 1.3 
 
However, to reduce potential liability to the centrally held Public Liability Managed Fund, such 
groups should be encouraged to take independent public liability insurance if at all possible. 
 
Whilst the Public Liability Managed Fund has been retained centrally, it is the responsibility of all 
Chief Executive Officers to ensure that effective risk management procedures are applied to the area 
of liability and deficits, if any, must be met from within the Departments’ allocation. 
 
Chief Executive Officers should insist that non health related groups who wish to use hospital 
facilities have adequate public liability insurance coverage, prior to such use being approved. 
 
LEDGER ACCOUNTS 
 
Ledger accounts shall be classified to provide at minimum monthly, quarterly and annual reports 
required by the Department and those other reports required by external agencies.  The Chart of 
Accounts may be expanded to suit local needs, provided the health organisation is able to supply its 
financial information in the form required by the Department of Health, NSW. 
 
JOURNALS 
 
The following journals shall be used: 
 

General Journal (with appropriate narrations for each entry); 
Fees Journal; 
Cash Receipts Journal; 
Cash Payments Journal; 

 
Where appropriate, an electronic interface may be used between the General Ledger and subsidiary 
accounting systems to replace the manual preparation of Fees Journals, Cash Receipts Journal and 
Cash Payments Journals. 
 
Other subsidiary journals as required may be used to ensure that the financial affairs of a health 
organisation are accurately and reliably recorded. 
 
The receipts and payments accounts of a health organisation shall have provision for dissection in 
accordance with the prescribed Chart of Accounts and be updated regularly, showing all receipts and 
payments and amounts deposited in the bank.  These accounts shall be reconciled with official records 
maintained by the bank or financial institution (i.e. bank statement, certificate, passbook etc.) at the 
end of each month and particulars of the reconciliation shall be: 
(i) recorded or appended in an appropriate section of the Cash Records; 
(ii) signed by the person preparing the reconciliation; 
(iii) checked and signed by the supervisor of the person who prepared the reconciliation. 
 
REGISTERS 
 
The following registers shall be used in respect of the General Fund: 
 

Register of Accountable Records; 
Stores Register; 
Commitments Register; 
Assets Register; 
Motor Vehicle Register; 
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ACCOUNTING RECORDS 1.4 
 
and other registers as are required to ensure that the financial affairs of a health organisation are 
accurately and reliably recorded. 
 
Register of Accountable Records 
 
Accountable records are documents, records or registers which relate to the ordering, payment, 
receipting or recording of moneys and/or assets identified by serial numbers or other specific 
reference, and include: Admission Forms (A1 Forms)/Patient Fees Record Cards, Cabcharge 
Vouchers, Cheques (Computer/Manual), Meal Tickets, Purchase Order Books, Receipts. 
 
A health organisation shall maintain a record of all accountable forms and records held unissued in 
stock, in use, or used or cancelled.  The register shall be a bound volume with numbered pages and 
shall show particulars of the accountable records, such as: serial numbers; the date of issue; the person 
to whom the documents were issued; the location where they are to be used, the date when the volume 
was returned as used or to be cancelled etc., and the signature/initials of the persons issuing and 
receiving the documents. 
 
Stores Register 
 
The Stores Register shall record (on stock cards or on an electronic medium) the receipt and issue of 
stores, and be supported by an adequate system of internal control to ensure that such assets are 
adequately safeguarded. 
 
The register shall provide for appropriate controls over all goods received and issued from the store. 
 
Stock records should show: 
 
(a) Goods Received: 

Date of Delivery 
Description of Goods 
Quantity Received 
Storage Centre 
Initials of Receiving Officer 

 
(b) Goods Issued: 

Date of Issue 
Particulars of Requisition (Requisition order no.) 
Description of Goods 
Quantity Issued 
Initials of Issuing Officer 
Initials of Receiving Officer 

 
A separate register may be kept where the volume of issues justifies a separate register for certain 
stores items.  Supplies of Drugs, both into and out of store should be separately controlled (by the 
pharmacist) in compliance with the Purchasing and Storekeeping Procedure Manual for Area Health 
Services and Public Hospitals.  The provisions of that Manual should also be observed in respect of 
Receipt and Custody of Stores. 
 
Commitments Register 
 
The Department of Health, NSW required the introduction of a formal commitments register (either 
manual or electronic) within each health organisation from 1 July 1988, with a view to facilitating: 
• greater accountability at the “cost centre”, or point of order; 
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ACCOUNTING FOR FEES AND OTHER INCOME 3.67 
 
NSW HEALTH SYSTEM FEES AND CHARGES - IMPACT OF THE GOODS AND 
SERVICES TAX (GST) 
 
In regard to the impact of the GST on the NSW Health System Fees and Charges the following is 
advised: 
 
• Fees and charges determined/reviewed by the NSW Health Department 
• A schedule of the fees/charges determined/reviewed by the Department, which are not subject 

to GST is at Attachment l. 
• The fees/charges set by NSW Health that are taxable supplies or that Health Services are to 

consider for GST implications are as follows: 
• Charges for Health Records and Medical Reports (PD2006_050) 
 
Where revenue derived from the preparation of Medical Reports is in the context of the Medical 
Officers Rights of Private Practice the service is to be regarded as a taxable supply. 
 
Where the income derived is treated as public hospital revenue, consideration is to be given as to 
whether it satisfies GST-free status under section 38-250 of the A New Tax System (Goods and 
Services Tax) Act 1999” (GST Act). 
 
ie. Supplies are GST-free if: 
 
• the charge is less than 50% of the GST inclusive market value of the supply; or 
• the charge is less than 75% of the cost to the supplier of providing the supply. 
 
NB. Further details are contained in section 3.3 (pages 22 to 24) of the “NSW Health - Finance and 
Commercial Services - Tax Reform - GST Manual” which is available on the NSW Health Intranet. 
 
All health services need to ensure that documentation/systems exist to compare the costs (including 
overheads) of providing health records and medical reports, and being able to assess the GST status as 
detailed above. 
 
Where the Service is determined as being GST-free the rates at column A (below) apply. 
 
or 
 
Where the GST free test is not satisfied the service is therefore a taxable supply and the GST inclusive 
rates at column B (below) apply. 
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 A  B 
 Current Fee  From Feb 2002 

(including GST) 
 $  $ 
Medical Reports 
- no further examination of the patient 
- re-examination of the patient is required 
- new medical practitioner/examination is required 
- health professional other than a medical practitioner 

 
220 
314 
566 
220 

  
241 
345 
622 
241 

 
Clinical Notes/Summary of Inquiries/Search Fee 30  32 

 
Heath Records required to be produced by Subpoena 
- at least 5 working days’ notice 
- less than 5 working days’ notice 
- Plus a photocopying charge of $0.25 per page 
 

  
50 
75 

 

Photocopying charge (per page) 
(number of pages being charged multiplied by 27 cents 
with total rounded down to nearest 5 cents) 

0.25  0.27 

 
• Public Hospital Accommodation Charges 
 
Public Hospital Accommodation Charges are GST-free under section 38-20 of the GST Act except for 
taxable services eg cosmetic surgery not covered by Medicare (refer section 38-7 of the GST Act). 
 
Where public hospital accommodation is provided for a taxable supply there is to be no grossing up of 
the approved bed day charge, however 1/11th is payable as GST. 
 
• Accommodation and Meal charges for Parents, Relatives or Friends of Patients 

(PD2014_020) 
 
Accommodation fees are GST-free if: (section 38-250 of the GST Act refers) ie. 
 
• the charge is less than 75% of the GST inclusive market value of the supply; or  
• the charge is less than 75% of the cost to the supplier of providing the accommodation. 
 
Supplies (eg Meals) are GST-free if: (section 38-250 of the GST Act refers) ie. 
 
• the charge is less than 50% of the GST inclusive market value of the supply; or  
• the charge is less than 75% of the cost to the supplier of providing the meal. 
 
NB. Further details are contained in section 3.3 (pages 22 to 24) of the “NSW Health - Finance and 
Commercial Services - Tax Reform - GST Manual” which is available on the NSW Health Intranet. 
 
Based upon the benchmark values contained in DEWRSB (Department of Employment, Workplace 
Relations and Small Business) advice No 1999/7, current Accommodation and Meal charges above 
are deemed to be GST free ie 
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 Current Fee 

$ 
Accommodation Only (excluding meals) 
- self contained units 
- other 

 
30 
15 

 
Meals (maximum per meal per person) 5 
 
• Fees and charges set/reviewed by Area Health Services/Hospitals 
 
• Treasury Circular No. 00/06, advises the NSW Government’s policy on adjusting the prices of 

government goods and services to reflect the impact of the GST, has issued to Area Health 
Services (copy attached).  Area Health Services are to ensure compliance with the contents of 
this circular in regard to the fees and charges set/reviewed locally. 

 
• In determining the taxable status of Meals on Wheels the following needs to be considered. 
 
 1. Supply of meals to an individual. 
 

The Commonwealth Minister for Aged Care has made a determination under section 38-30(4) 
(Community Care) of the GST Act that charges for the supply of meals are GST-free. 

 
1. Supply of meals to a “Meals on Wheels” organisation. (See also page 3.52) 
 

Supply of Meals on Wheels is GST free if: 
 

• the provisions of section 38-250 (nominal consideration etc.) of the GST Act are 
satisfied. 

ie.  
• the charge is less than 50% of the GST inclusive market value of the supply; or  
• the charge is less than 75% of the cost to the supplier of providing the meal. 
 
NB. Further details are contained in section 3.3 (pages 22 to 24) of the “NSW Health - Finance and 
Commercial Services - Tax Reform - GST Manual” which is available on the NSW Health Intranet. 
 
If section 38-250 is not satisfied then the provision of meals to a Meals on Wheels Organisation is a 
taxable supply. 
 
Area Health Services are to review the current rates of charge for Meals on Wheels in accordance 
with the above advice and the Treasury circular. 
 
• Ambulance Services are GST free under section 38-10 of the GST Act in all cases where a 

person is transported as part of their treatment eg primary responses and inter hospital 
transports. 

 
Provision of an Ambulance Service presence at events conducted by organisations (eg sporting 
events) are a taxable supply and current rates should be grossed up in accordance with the 
Treasury Circular.  Where it is necessary to transport a person as part of their treatment at such 
an event) the transport is GST free. 
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Freedom of Information (FOI) requests 
 
It is now confirmed that a Division 81 Determination has been approved in relation to FOI requests 
which renders fees/charges for these reports ‘out of scope’ of the GST.  Accordingly the Department’s 
advice of 10 July 2000 not to gross up FOI rates for GST or provide 1/11th of FOI payments to the 
ATO is confirmed. 
 
Health Records required to be produced by Subpoena 
 
The Attorney General’s Department has been granted a Division 81 Determination in respect of 
documents required to be produced by subpoena which renders these fees ‘out of scope’ of the GST. 
Accordingly the rates at column A (GST exclusive) of the Department’s letter of  
10 July 2000 are to apply in relation to Health Records required to be produced by Subpoena 
retrospectively from l July 2000. 
 
Should you have any enquiries concerning this matter they may be directed to Trevor Smith on (02) 
9391 9158. 
 
 



 
ACCOUNTING FOR PURCHASES AND PAYMENTS 4.23 
 
PAYMENT TO VISITING MEDICAL OFFICERS (76/317 as amended) 
 
It has been brought to the attention of the Department that in some cases where doctors providing 
services to public patients are practising in partnership, or there is a relationship between such doctors 
of employer and employee, accounts for the services of all doctors are being issued in the name of one 
doctor or the partnership concerned. 
 
Areas/hospitals should require and obtain a separate statement of account from each appointee in 
respect of the services personally rendered by the appointee.  (See more hereunder.) 
 
This does not preclude the area/hospital obtaining from a doctor an appropriate direction for payment 
where the terms of his/her contractual arrangements with another or others preclude payment to 
him/her personally.  That is, a doctor may give a written authority that any moneys due by the hospital 
be paid to another person or other persons.  The authority may either have effect for a particular 
month’s accounts or be for an indefinite period. 
 
The following policy should be adhered to by all areas/hospitals: 
 
• Every doctor, who is not a salaried member of the medical staff of the hospital, who provides 

medical care to public patients shall be individually appointed as a Visiting Medical Officer by 
the CE, or delegate, of the area health service and Royal Alexandra Hospital for Children under 
a written service contract unless section 85 as listed hereunder is applied in respect to the 
service contract. 

 
• Such appointments shall be made by resolution of the Board and be recorded in the minutes of 

the meeting at which the resolutions were passed. 
 
• Each Visiting Medical Officer will render accounts individually. 
 
The method of payment has been so determined because the contract is between the practitioner and 
the relevant area health service/public hospital. 
 
Note: Under section 85 Health Services Act 1997 “a medical practitioner who a public health 
organisation wishes to appoint as a visiting medical officer may elect to be appointed under a service 
contract entered into between the organisation and the medical practitioner’s practice company”.  No 
such election may be made unless the medical practitioner’s practice company carries public liability 
and medical indemnity insurance to a level approved by the Department from time to time. 
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 APPENDIX A 
FOLIO NO...................................... CHEQUE SIGNING MACHINE 
 CONTROL REGISTER 
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