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PRE-APPOINTMENT CHECKLIST - BUSINESS

We recommend you scan through this list to be sure you have everything gathered and to
note any questions you want to ask. Having everything ready helps keep your taxes on track.
Simply check the boxes below for G Yes / G No / G Not sure.

GENERAL

G/G/G Any changes to your contact information such as mailing address, cell/work numbers, e-
mail address? – mention during your tax interview.

G/G/G Any changes to ownership? – bring names, addresses, and tax identification numbers.

G/G/G Any changes to Board of Directors, if applicable? – bring names and addresses.

G/G/G For your financial system – grant us “advisor access” to your online Xero file
(preferred), list us as an “accountant user” for your Quickbooks Online file, or secure upload us a
Quickbooks “Portable Company File” with username/password. (If we setup your Xero file, we
will already have “advisor access”.)

BUSINESS

Perform a year-end check of your financials to make sure your numbers are accurate. (Financial
systems we have designed, and systems we have performed “Accounting Checkups” on during
the year, are more likely to be accurate.) Some of the items to verify are:

G/G/G Any business loans? – be sure to have separated principal and interest in your financial
statements, and provide statements showing balances at the end of the year.

G/G/G Any equipment purchases/disposals? – be sure to separately categorize in your financial
system, and mention during your tax interview.

G/G/G Any new equipment leases? –  be sure to have evaluated for capital lease treatment and
properly reflected in your financials.

G/G/G Any health insurance plan? – be sure to separately categorize in your financial system
for special reporting.

G/G/G Any personal expenses or mixed expenses paid through the business? - be sure to
properly categorize in your financial system to prevent improper deduction.

G/G/G Any owner funding during the year?  – be sure owner loans & contributed capital are
properly categorized in your financial system.

G/G/G Any retirement plan contributions made? – provide amounts for owner versus employee,
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if not already separately categorized in your financials.

G/G/G Any significant repairs? – be sure to mention during tax interview for evaluation under
the new IRS repair regulations.

G/G/G Any business income? – bring Forms 1099-MISC from customers, if received.

G/G/G Any wages paid? – bring Form W-3 and W-2's issued to employees. (If you use our
online payroll system, we already have these on file).

G/G/G Any subcontractors paid? – be sure you issued and properly filed Forms 1099-MISC
with the subcontractors & IRS. (We don’t need a copy as long as they are properly categorized in
your financials.)

G/G/G Any multi-state activity? – provide a schedule of revenue by state, assets by state, &
payroll by state. Also list any out-of-state owners. (Note: We’ll be able to create this report for
financial systems we’ve designed and have access to.)

G/G/G Any home office? – provide home insurance, utilities, repairs, and other house costs.


