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Transcript – Keeping Good Records
[Charlie] Keeping good records. You must be able to show you have received the support that matches the claim you made and that the support is in line with what is included in your NDIS plan. We may contact you to check a claim or ask for this information during your plan reassessment.
[Zac] Records of payments can include: a receipt or tax invoice from the provider, a bank statement, or payroll record for any worker employed. A record should include the Australian Business Number or ABN of the provider or a statement by a supplier form where they do not have an ABN.
[Stoly] When I get an invoice, I print off the invoice and claim down through the portal on the NDIS website. I then put it into a manila folder and then into the filing cabinet. I, on the folder, write down the month and the year. I also write down all my claims in a book.
[Melana] I have a folder system on Dropbox where I split it down into the plan start date and then subfolders within that for each expense that are named according to the date of the supports, the NDIS receipt number for the claim. And then the company name that the claim was with. And inside each of those folders I keep the invoice, a screenshot or PDF printout or what have you of the NDIS claim and the payment receipt when it was actually paid to the provider.
[Zac] You need to keep your records for five years. You can upload an invoice or receipt into the my NDIS portal or my NDIS app while submitting a claim. You can open and view records that you have saved of the claim any time.
[Charlie] If we check your claims, you can provide proof of what you bought and show that the support you've received matches the payment claimed, and is in line with your NDIS plan. An ATM receipt where you have taken $500 cash out or an EFTPOS receipt that is not itemized won't be enough to show how the money was used.
[Taryn] I found a piece of exercise equipment on Marketplace that I knew was going to be really useful for my child. So I asked the person to hold it while I talked to our physiotherapist. She provided some written advice about whether the equipment was going to be safe and appropriate for use. Then when I bought it from the person, I asked them to sign something so that I had really good records that I could have on file for making my claim.
[Stuart] As an employer, we need to pay superannuation, pay as you go withholding tax, rostering and payment summaries. We use software for this that's designed for NDIS participants.
[Zac] If you employ your own support workers, you need to keep detailed records that match your claim, along with the records for the Australian Tax Office and Fair Work Commission.
[Charlie] For more information about self-management, contact your my NDIS contact or call the NDIS on 1800 800 110.
[End Transcript]
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