
 

 

 

Welcome to Exdia Express for February – keeping you 
informed with friendly updates from our team to yours. 

 

In this issue: 
 

• Team Faces: Meet Cerin 
• Client Share: Thank you Samantha 
• ICB eBrief: 

o EssenCal Business Updates for Small Businesses 
o Update Business and Employee Records 
o Strengthen Cybersecurity Measures 
o Plan for Compliance and Financial Success 
o Free Cyber Wardens Webinar  
o And … ATO Lodgement Dates 

We trust you’ll enjoy these updates, and we look forward to 
staying connected! 



Team Faces – Meet Cerin 
 

A#er coming to Australia, Cerin 
transi3oned from her previous 
roles in Accoun3ng and 
Audi3ng to working in the 
individual personal support 
field. But now, she’s excited to 
be working in accoun3ng again. 
Cerin is so happy to be a part of 
Exdia because everyone is ready 
to help one another. Whenever 
she has some issues, the team 
are so quick to respond to help 
her. A#er work, you can find her 
spending some quality 3me 

with her family – she just loves serving the people around her. And she loves 
cooking and gardening too! 

What do you enjoy most about working with our clients? 

We have a list of sa3sfied clients, and I enjoy the job sa3sfac3on that I receive 
when I am able to successfully meet client requirements. This ensures a 
smooth rela3onship with our clients. 

What’s a simple :p you use to stay produc:ve? 

Plan for the day - Prior3se the tasks – Persevere. 

What’s your favourite coffee or snack? 

I am not a coffee person, but a Masala tea or Rooibos keeps me working. 

Thank you Cerin for being such an amazing part of our Exdia team! 

Bachelor of Commerce, Cer.ficate in Discipleship Training, 
Cer.ficate in Order your Inner Life (Bible College), Cert III 
in Individual Support, Xero Cer.fied Advisor, Xero Payroll 



Client Share – Thank you Samantha! 

 
We are so grateful for our wonderful clients, and it’s always 
a pleasure to receive feedback like these thoughQul 
comments from Samantha: 

 

“I know I can always 100% rely on Ed and the 
team! They always provide accurate and 
efficient service with incredible pa?ence and 
kindness. I trust Exdia completely and am so 
thankful for their work and support.” 

Samantha 

 
Thank you, Samantha, for sharing your experience. We truly 
value the opportunity we’ve had to work together! 
And now in the following secCon we are delighted to share 
the latest eBrief from the InsCtute of CerCfied Bookkeepers 
with this month’s topics and content. 



Client eBrief 

 

  

Start the Year Strong 
Essential Business Updates for Small Businesses 
The beginning of the year is a great opportunity for small business 
owners to review their operations, update important records, and 
ensure their systems are working e:iciently. Taking the time to 
organise key areas now can help prevent disruptions, improve 
compliance, and create a strong foundation for the months 
ahead. 

Update Business and Employee Records 
Accurate record-keeping is essential for smooth operations and 
compliance with legal requirements. Start by reviewing and 
updating employee details, including addresses, phone numbers, 
and emergency contacts. This is especially important if sta: have 
moved or changed their contact information. 

Payroll details should also be checked to ensure that tax file 
numbers, bank details, and superannuation fund nominations are 
correct for all employees, particularly any new hires or departing 
sta:. Errors in payroll information can lead to delays in processing 
wages or complications with tax reporting. 

Employment agreements should be reviewed to confirm they 
reflect the latest terms and conditions. This is a good time to 
check if any updates are needed in response to changes in 
employment laws, business policies, or job roles. 

ATO 
Lodgement 

Dates 

The Institute of Certified Bookkeepers 
Volume 16 Issue 8 

February 2025 

These dates are from the ATO website and 
do not account for possible extensions. 

You remain responsible for ensuring that 
the necessary information is with us in time. 

See ATO Due dates by month to check 
monthly lodgment and payment dates. 

BAS/IAS Monthly Lodgements 
Final dates for lodgements and payments: 

February Activity Statement 
21 March 2025 

March Activity Statement 
21 April 2025 

 
BAS Quarterly Lodgements 
Final dates for lodgements and payments: 

3rd Quarter 2025 Financial Year: 
March Quarter 2025 (incl. PAYGI) 
28 April, 2025 

4th Quarter 2025 Financial Year: 
June Quarter 2025 (incl. PAYGI) 
28 July, 2025 

When a due date falls on a Saturday, Sunday 
or Public Holiday*, you can lodge or pay on 
the next business day. 

*A day that is a public holiday for the whole 
of any state or territory in Australia. 

 
Due date for super guarantee contributions: 

3rd Quarter 2025 Financial Year: 
January to March 2025 – contributions must 
be in the fund by 28 April, 2025 

4th Quarter 2025 Financial Year: 
April to June 2025 – contributions must be 
in the fund by 28 July, 2025 

Late payments of superannuation are not 
tax deductible. If your business has overdue 
superannuation guarantee payments and 
you are unsure of how to proceed, please 
contact us to discuss. 



System access should also be reviewed. Former employees should no longer have access to 
business software, online platforms, or sensitive information. New sta: should be given the 
appropriate access to the tools and systems they need. Keeping these records up to date helps to 
prevent payroll mistakes, administrative delays, and security risks. 

Review Business Software and Systems 
Small businesses rely on various software programs to manage their finances, employees, and day-
to-day operations. Regularly reviewing these systems ensures they are up to date, secure, and meet 
business needs. 

Start by conducting a software audit to check all subscriptions and user access. Deactivate 
accounts for former employees and ensure current sta: have the correct level of permissions. If 
your business has grown or changed, it may also be worth considering whether your current 
software still meets your needs or if better options are available. 

Updating software programs to the latest versions helps protect against security vulnerabilities and 
ensures access to the newest features. This includes accounting and payroll software, customer 
management systems, and other digital tools essential to running your business e:iciently. 

Assessing workflows is also important. If any processes are taking longer than they should or feel 
overly complicated, now is the time to look for improvements. Many software solutions o:er 
integrations or automation features that can help save time and streamline operations. 

Strengthen Cybersecurity Measures 
Cybersecurity is a growing concern for small businesses, especially when sta:ing changes occur. 
Failing to update access permissions or security settings can leave your business vulnerable to 
data breaches and fraud. 

One of the simplest and most e:ective security measures is to update passwords for shared 
systems, especially when employees leave the business. It is also recommended to enable multi-
factor authentication (MFA) where possible, adding an extra layer of protection against 
unauthorised access. 

Sta: should be reminded of best practices for cybersecurity, including recognising phishing emails 
and using strong passwords. Businesses may also consider enrolling sta: in basic cybersecurity 
training, which can prevent costly security breaches. See Cyber Wardens 

Plan for Compliance and Financial Success 
A clear plan for the year ahead can help businesses stay on top of their financial and compliance 
obligations. Creating a compliance calendar with key dates, such as BAS lodgements, payroll tax 
deadlines, and superannuation contributions, can help prevent last-minute scrambling and missed 
deadlines. 

Reviewing financial goals set at the beginning of the financial year is also beneficial. This allows 
business owners to assess progress, identify any challenges, and make necessary adjustments. If 
needed, a financial check-in with a bookkeeper or accountant can provide additional insights and 
ensure the business remains on track. 



Communicate with Your Bookkeeper/BAS Agent 
A strong partnership with your bookkeeper can help ensure your business remains financially 
organised and compliant throughout the year. Regular communication allows them to provide the 
best support and helps you stay on top of key financial obligations. 

Start by scheduling a check-in to review your financial position and discuss any updates that may 
a:ect your business. If there have been changes in sta:ing, payroll, or business operations, your 
bookkeeper must be informed to ensure accurate record-keeping and compliance with reporting 
requirements. 

Ensure they can access the latest financial documents, including bank statements, invoices, and 
receipts. Keeping these records up to date makes it easier for them to reconcile accounts, prepare 
BAS lodgements, and manage payroll e:iciently. 

Your bookkeeper can also assist in reviewing your financial goals and budgeting for the months 
ahead. If your business has expanded, changed direction, or faced unexpected challenges, they 
can provide insights and recommend adjustments to keep your finances on track. 

If you are unsure about upcoming compliance deadlines, ask your bookkeeper to help create a 
financial calendar. This can include key dates for tax reporting, superannuation contributions, and 
other obligations, ensuring you avoid late fees and penalties. 

By maintaining clear and open communication, you can work more e:ectively with your 
bookkeeper and set your business up for a productive and financially stable year. 

Communicate with Your Team and Clients 
Good communication is essential for a well-organised business. Scheduling a check-in with 
employees can help address concerns, clarify expectations, and ensure everyone is aligned with 
business goals. If your business works closely with clients, it may also be useful to update them on 
any changes, new processes, or improvements that will a:ect them in the coming months. 

Taking the time to review records, update systems, and set clear plans now can save time and 
stress later. By staying organised and proactive, small business owners can set themselves up for a 
smooth and successful year ahead. 



 

Free Cyber Wardens Webinar 

Cyber Wardens Foundations 
Small business owners and employees often juggle numerous 
tasks, with no two days ever quite the same. Adapting to sudden changes can make sticking to a 
schedule a challenge. 

That’s why the popular Cyber Wardens Foundations webinar is now available on demand. This 
format lets you attend the session whenever it suits you, o:ering the flexibility to learn at your own 
pace and revisit key topics as needed. Upon completing the webinar, you’ll receive your Cyber 
Wardens certificate and join a growing community of small businesses committed to prioritising 
cybersecurity. 

The Cyber Wardens Foundations webinar is an interactive way to learn the cyber security essentials 
you need to help protect your small business. 

This format is designed for small business owners and employees who prefer learning through live 
engagement with a Cyber Wardens educator. The webinar is your chance to complete your training 
through interactive learning and ask questions during the Q&A session. 

Join live or watch on-demand! 

The live webinars o:er real-time interaction with a Cyber Wardens educator and a live Q&A at the 
end of each session. Cyber Wardens Foundations - Live and On Demand Webinars - Cyber 
Wardens 

Disclaimer: All or any advice contained in this newsletter is of a general nature only and may not apply to your individual business circumstances 
For specific advice relating to your specific situation, please contact your accountant or contact me for further discussion. 

The Institute of Certified Bookkeepers 
Tel: 1300 856 181 

Email: admin@icb.org.au 

This newsletter is produced by the Institute of Certified Bookkeepers and distributed by members. 

 


