ANNUAL ACCOUNTS QUESTIONNAIRE

CLIENT NAME: ………………………………………….

INFORMATION REQUIRED FOR 31 MARCH 2011
Please answer ALL questions.  Where lists of information are required use back of the form or attach a separate schedule.  If you require any assistance, please give me a call.  Please advise if you would prefer me to visit you and collect your records.

	1. BANK STATEMENTS AND/OR CASHBOOK:  April 2010 to March 2011 (plus April and May 2011 if available).  Check that none are missing.  Please provide details of new automatic payments/direct debits.


	Circle / Tick

N/A



	2. GST:  Copies of worksheets and returns.
	N/A



	3. FBT:  Copies of worksheets and returns.
	N/A



	4. WAGE RECORDS:  Please supply a copy of your wages and PAYE Statements (IR345) sent to IRD.
	N/A



	5. INVENTORY:  The total value of your “trading stock” at 31 March 2011.  EXCLUDE GST.  (Trading stock is goods bought, that you intend to sell.)  Stock may be valued at the lowest of (a) Cost, (b) Market Value, (c) Replacement Cost, (d) Discounted Selling Price.  You must make and keep a stock list.

If your turnover along with that of any associated entities is over $3 million, different rules may apply.  You should therefore contact us to discuss your inventory valuation.


	N/A



	6. WORK IN PROGRESS:  Must be valued – please contact us if you have any queries.
	N/A



	7. ACCOUNTS RECEIVABLE: A list of amounts owing to you at 31 March 2011 for goods or services you sold in March or earlier, but did not receive payment for until April or later.  Mark any debts likely to be bad.

Name
Particulars
Amount including GST
………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

Note:  If Bad Debts are to be a deductible expense in the current year they must be written out of your Debtors Ledger before the end of your financial year.

(Please attach a separate list if insufficient space here)


	N/A



	8. ACCOUNTS PAYABLE:  A list of any goods or services you bought in March 2011 or earlier, but did not pay for until April 2011 or later (e.g. your March power bill paid in April).  Include March PAYE.

Name
Particulars
Amount including GST
………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

………………………………..
………………………………..
$………………………

(Please attach a separate list if insufficient space here)
	N/A




	9. VEHICLE LOG BOOK:  For 1 April 2010 to 31 March 2011 (if available)
	N/A



	10. DAY BOOKS:  For 1 April 2010 to 31 March 2011.  Show all payments made in cash.


	N/A



	11. LOAN DETAILS:  Details of any money borrowed from 1 April 2010 to 31 March 2011 and loan balances at 31 March 2011.
	N/A



	12. FINANCE COMPANY BORROWINGS:  Copies of Hire Purchase and Loan agreements.
	N/A



	13. CASH ON HAND:  Unbanked cash and cheques as at 31 March 2011.


	N/A



	14. WAS ALL INCOME:  (including cash) banked to your business account.

YES/NO

If no, please advise details.


	N/A



	15. PETTY CASH:  Details of petty cash expenses from 1 April 2010 to 31 March 2011.
	N/A



	16. FIXED ASSET CHANGES:  Details of cost, selling price and trade-in value of plant, vehicles, property etc bought, sold or traded in from 1 April 2010 to 31 March 2011.

PURCHASED

Date    New (N)
Description
Price
Asset Traded
Value Incl.

           Used (U)

Including GST
(if any)
GST
……………(    )
…………………….
$……………….
……………………
$………………

……………(    )
…………………….
$……………….
……………………
$………………

……………(    )
…………………….
$……………….
……………………
$………………

……………(    )
…………………….
$……………….
……………………
$………………

……………(    )
…………………….
$……………….
……………………
$………………

……………(    )
…………………….
$……………….
……………………
$………………

SOLD (excluding trade-ins included above)

Date
Description
Price
Tick if




Including GST
Scrapped

……………
…………………….
$……………….
……………………


……………
…………………….
$……………….
……………………


……………
…………………….
$……………….
……………………


……………
…………………….
$……………….
……………………


……………
…………………….
$……………….
……………………
	N/A



	17. REPAIRS & MAINTENANCE:  Details of significant repairs and maintenance, alterations and modifications.
	N/A



	18. LEGAL FEES:  Copies of all solicitors statements.
	N/A



	19. ENTERTAINMENT:  You can only claim 50% of most entertainment expenses.  However, there are exceptions and exemptions.  List all entertainment and give a brief explanation of each.


	N/A



	20. HOME OFFICE EXPENSES:  If part of your home is used for business purposes, please advise expenses, e.g. insurance, mortgage interest, power and gas, rates and repairs.  This includes a home office, workshop or storage area.  Please provide details of the purchase price of the property and a copy of the rates demand if this is the first year you have made a home office claim.

Area of home for office   ……………..…………… sq m

Total of area of home       ………………………… sq m       …………..%


	N/A



	21. NOTE:  If you have shares in Public Companies we will need copies of originals of every piece of paper they send you, e.g. dividend advice slips, shares in lieu of dividend, bonus issues, cash issues, takeover advice etc.


	N/A



	22. GOODS FOR OWN USE:  Please advise value of goods taken from business for own use, without payment from personal funds.  At cost price (excluding GST) $………………..
	N/A



	23. HAS THERE BEEN any significant change to your business during the past year?

YES/NO

If yes, please provide details.
	N/A



	24. CONTINGENT LIABILITIES/COMMITMENTS:

· Are there any contingent liabilities, lawsuits, guarantees?

· Any commitments for capital expenditure at or since balance date?

· Any commitment under a lease for plant or vehicles?

YES/NO

If yes, please provide details.
	N/A



	25. LOSS ATTRIBUTING QUALIFYING COMPANY:  Has there been any change of shareholding during the past year?  If the company shares are owned by a Trust, have any of the Trustees changed or have any beneficiaries reached age 20.

YES/NO

If yes, please provide details
	N/A





