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Business Questionnaire – 1 April 2009 to 31 March 2010
This questionnaire must be completed and included with your records
(PLEASE STATE IF YOUR END OF FINANCIAL YEAR IS NOT MARCH__________________________________________)
One Form to be completed for each Sole Trader / Partnership / Limited Company / Trust
Please circle the appropriate entity
	Business Name
	
	IRD Number
	            _            _

	Address
	
	Phone
	

	Email
	
	Cellphone
	


	Has the nature of your business changed in any way during the past 12 months?

If yes, please provide brief details. Attach a separate sheet if necessary:

___________________________________________________________________________________________
___________________________________________________________________________________________


	RECORDS REQUIRED 

	Accounting Systems, Bank Statements, Cheque Butts, Cash Books, Spreadsheets, Other Software, etc

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	OTHER SOFTWARE CLIENTS:

State what Software and Version______________________________________________________________________

Copy of Bank Reconciliation as at balance date for all bank accounts.

Bank Statement as at 31 March 2009 for all bank accounts. 

Printed general ledger detailed and printed general ledger summary by code or category

Printed Trial Balance

Supply copies of Goods & Services Tax (GST) Returns and work papers. Or  FORMCHECKBOX 
 Not Registered For GST 
N/A I/we or Make$ Cents keep our records in a different method

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

	MANUAL RECORDS CLIENTS -Where you do a Spreadsheet or written Cashbook please provide (including one month past March or balance date)
Cashbook, or spreadsheet written up, analysed and reconciled to the bank statements monthly.

All Bank Statements including any savings account or term deposit.

Cheque & deposit butts showing the nature of each payment/deposit.

Suppliers’ invoices (bills paid) filed in date paid order.

Supply copies of Goods & Services Tax (GST) Returns and work papers. Or  FORMCHECKBOX 
 Not registered For GST
N/A I/we or Make$ Cents keep our records in a different method 

	Transactions not Through the Business Bank Account

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Yes - all income(including cash) and all expenses were received or paid out of my/our business account during the year, or Make$ Cents have already recorded all transactions not through the business account.

No - not all transaction went through business account and I/we have attached or enclosed details of all cash or credit card payments and receipts 

	Employers – Wages Paid to Employees or Contractors paid Deducting  Withholding Tax

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Yes I/we pay wages and/or contractors subject to PAYE or withholding tax deductions - please supply all wage records
N/A I/We do not pay wages or contractors subject  to PAYE or Withholding tax deductions

	Fringe Benefit Tax (FBT) Returns

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Attach / enclosed copies of Fringe Benefit Tax (FBT) Returns and work papers.

N/A – I/We are not registered for FBT

	Interest and Dividend Certificates

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Attach / enclosed copies of certificates.

N/A – I/We have no Interest & Dividends

	Accounts Payable (Creditors) – see attached Schedule 1

	 FORMCHECKBOX 

 FORMCHECKBOX 

	All accounts or amounts owing by you at 31st March are listed and attached on schedule 1. 

N/A – I/We owe no money at 31st March

	Accounts Receivable (Debtors) – see attached Schedule 2

	 FORMCHECKBOX 

 FORMCHECKBOX 

	All accounts or amounts owing to you at 31st March are listed and attached on schedule 2. 

N/A – I/We have no money owing to us at 31st March

	Cash on Hand

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Cash on Hand

$______________(sales prior to balance date but not banked) 
Date banked __/__/__ 

Till Floats/Cash Floats
$______________

Petty Cash
$______________

N/A – I/We had no Cash on Hand  at 31st March

	Stock on Hand

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Stock must be physically counted at balance date and adequate records retained to substantiate the value arrived at.  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 – You must attach/enclose a stock list and state your costing method and state if your costs include or exclude GST

N/A – I/We had no stock on hand as at 31st March

	Work in Progress

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Yes – we have work in progress as at 31st March, including material, labour & overheads valued at:
$______________GST Included  FORMCHECKBOX 
 Excluded  FORMCHECKBOX 
 

N/A – I/We had no work in progress on hand as at 31st March

	Goods for Private Use

	 FORMCHECKBOX 


 FORMCHECKBOX 

	I/We have taken goods for private use at their cost price of $______________ GST  Included  FORMCHECKBOX 
  Excluded  FORMCHECKBOX 

N/A


	Capital Expenditure or Fixed Assets

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	SOLD or Scrapped (including trade-ins) Please check last years Depreciation Schedule to identify any assets that may have been sold or scrapped or no longer exist. You will need to do this even if you captured the sales in software. Either fill in below or attach a copy of last years depreciation schedule and mark. Please contact the office if you need another copy of your depreciation schedule.
Date
Description
Price
Tick if


Including GST
scrapped

  
$

 FORMCHECKBOX 


  
$

 FORMCHECKBOX 


  
$

 FORMCHECKBOX 

PURCHASED  FORMCHECKBOX 
 I/We use BankLink or other software that captures these purchases, so have not listed below.
Date
(N)NEW
Description
Price
 


(U)USED
(including GST)

(    )

$


(    )

$



(    )

$


I/We have attached or enclosed invoices of assets purchased or sold during the year such as motor vehicles, plant and equipment and properties.  FORMCHECKBOX 
 Make$ Cents already holds these for me/us.
N/A – We have not sold or purchased any assets during this financial year.


	Legal and Loan Documents

	 FORMCHECKBOX 

 FORMCHECKBOX 

	I/we have attached/enclosed any solicitor's statements and Sale and Purchase Agreements relating to any legal transactions or asset purchases or sales during the year.  Please also include Statements and Agreements relating to any mortgages, hire purchases, leases or loans. (Whether first year or not.)
N/A – We have no legal documents or loans

	Motor Vehicles

	Please indicate which method of vehicle claim
Percentage Claim Vehicle (1)______% Vehicle(2) ______% Vehicle (3) ______%. 
Please note that a detailed and accurate log book must be completed for a three month period every three years or vehicle expense claims will be limited to a maximum of 25% of expenses incurred.
 FORMCHECKBOX 
Logbook(s) enclosed if first year with Make$ Cents  FORMCHECKBOX 
 Logbook(s) supplied in previous years, %(’s) haven’t changed
 FORMCHECKBOX 
I/We wish to claim mileage travelled at IRD rates for a total of ____________km’s. I/We understand we must have kept a dated log of all trips to come to this total. 

	Individual Questionnaire / Home Office Expenses / Working for Families Tax Credits

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Attached/Enclosed an individual questionnaire for a sole trader  or one fore each shareholder / partner related to this entity. Home office is claimed by detailing on individual questionnaire, but can only be claimed by one individual.
N/A


Don't forget to sign below.   Completion of questionnaires saves us time and therefore you money.
Terms of Engagement
I/We hereby instruct Make$ Cents Limited to prepare my/our Financial Statements and Taxation Returns for the 2010 financial year.  I/We undertake to supply all information necessary to carry out such services, and will be responsible for the accuracy and completeness of such information.  I/We understand that you will rely upon the information provided by me/us.  Your services are not intended to, and accordingly will not result in the expression by you of an opinion on the Financial Statements in so far as third parties are concerned, or in the fulfilling of any statutory audit requirements.  I/We understand that during preparation of the Financial Statements and Taxation Returns you will not be specifically investigating non-compliance with laws and regulations.  I/We understand that the Financial Statements and Taxation Returns are prepared for my/our own use and to determine my/our taxation liabilities.  If this should change in any material respect, I/we will inform you immediately.  You will not accept any responsibility to any person, other than me/us, for the contents of the Financial Statements.  All other terms and conditions of this engagement are the same as those referred to in the original Engagement Letter I/we signed when I/we became a client. 

I/We also accept that all accounts are due for payment on completion of the Financial Statements and / or Tax Returns, before they are filed with the Inland Revenue Department.  Make$ Cents Limited has the right to charge interest on overdue accounts at the rate of 1.5% per month.  If the client defaults in payment of invoices when due, the client shall indemnify the seller from and against all costs including collection and legal costs or attempted collection of the defaulted amount calculated on a solicitor and own client basis.

Make$ Cents Limited are hereby authorised to communicate with my/our bankers, solicitors, finance companies and all government agencies to obtain such information as you require in order to complete the above assignments.  Make$ Cents Limited are to represent me/us as my/our tax agent.  You are therefore authorised to sign any taxation return on my/our behalf or any of my/our associated entities

Signature ___________________________________________________

Date _______________________

	Client Name


	


Schedule 1 – Accounts Payable (Creditors)

Amounts owing by you at 31st March 2010
	Name of Creditor
	Description of Expense
	Net Amount
	GST
	Total Incl GST

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Totals
	
	
	


Schedule 2 – Accounts Receivable (Debtors)

Amounts owing to you at 31st March 2010
	Name of Debtor
	Description of Sale
	Net Amount
	GST
	Total Incl GST

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Totals
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