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BUSINESS FINANCIAL STATEMENTS CHECKLIST  
 
CLIENT:  
PERIOD: 01.04.2015 – 31.03.2016   IRD No:   
 
Your current email address is:  
 

The following information is required to complete your annual financial statements for your business.  
 

Note that in order to complete your returns on your  behalf we must have your signed 
checklist.  This is required for all circumstances including nil returns. 

 
Please respond to every item on this checklist.  

1. If applicable, tick the appropriate box and provide details, either in the 
space provided, or clearly marked with the number of the item. 

2. If not applicable, write N/A in the box. 
3. If there is anything you are not sure about, or want us to clarify, 

please attach a note, or contact the office. 
 

A. Records required 
*Note: a), b), c), d) and e) are not applicable if you are using MoneyWorks, 
Xero, MYOB, Quickbooks, Infusion, BankLink, Cash Ma nager, or other 
accounting software. Please supply an electronic co py of, or direct 
access to your file instead.  Contact us if you are  not sure how to get this 
information to us. 
 

 

a) All cheque butts  for the year, showing the nature of each payment on the cheque butt. 

Suppliers statements and invoices  should be available if required. [see note* above] 

 

□ 

b) Bank  statements and credit card statements  for the year for all  business accounts, 
including credit card accounts  and for any other account used for business transactions. If 
you use internet banking please email electronic copies of your bank statements [see note* 
above] 

 

□ 

c) Bank deposit books for the year . 

Items other than normal business sales should be clearly marked.  For example: private 
funds paid in; proceeds from the sale of an asset; rebates from suppliers; insurance claim 
payouts; income that isn’t business income; rents; interest or dividends. [see note* above] 

 

□ 

 If a), b), and c) are applicable to you, please make sure the documents you give us start from 
the beginning of the financial year, and go right through to the last date.  We can arrange to 
return cheque or deposit books to you straight away, if you let us know that you need them. 

 

 

d) If applicable, a cash book  detailing all expenditure and income  [see note* above] 

or  spreadsheet files or printouts .  Preferably fully reconciled to the bank statements 
provided in (b) above 

 

□ 

e) Copies of all GST returns  competed in the financial year, including your calculations. 

[see note* above] 
□ 
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B. Information required  
a) Cash and floats : 

Cash on hand – this is business income received prior to balance date, but not banked until 
after balance date. 
Petty cash float as at balance date. 

Till float as on hand at balance date. 

 

 
 
$ __________ 
$__________ 
$ __________  

b) Work in progress:  
Work in progress is work started but not yet invoiced.  It only applies to certain industries; you 
should only include material cost, labour cost and overhead content. This amount should be 
GST exclusive.  (Contact us, if you aren’t sure about this question). 

 

 
$ __________ 
GST EXCLUSIVE 

c)  Stock on hand:  

You should carry out a stock-take, write out the quantity, description, and stock value of each 
item.  Stock should be valued at the lower of cost or net realisable value. This amount should 
be GST exclusive.  
You don’t have to carry out a stock-take or show a figure in this section if the overall stock 
value is less than $10,000. (This exemption does not apply to livestock) 

If you have livestock you will need to fill in a separate livestock checklist. 

 

 
 
 
$ __________ 
GST EXCLUSIVE 

d) Fixed Assets:  
Please provide details of all fixed assets (those valued at over $500) purchased or sold 
during the year, together with details of how the acquisitions were financed.  (Note: with some 
accounting programmes you can attach pdf copies to individual transactions) 

Fixed assets include, for example: motor vehicles; plant and equipment; properties.  

 

 
$ __________ 

e) Mortgage Statements, H.P. Agreements , Finance & Operating  Leases : 
Please provide us with all your mortgage statements for the entire financial year, and copies 
of any loans, leases, or hire purchase agreements entered into during the year.  (See section 
7 if you are claiming home office expenses).   

 

 
 

□ 

f) Acc ounts Receivable , ie money owing to you: 

All accounts owing to you at the balance date should be listed, and any bad or doubtful debts 
included on this schedule should be clearly marked. This amount should be GST inclusive 

 

 
$ __________ 
GST INCLUSIVE 

g) Accounts Payable,  ie money owing by you: 

All accounts owing by you at the balance date should be listed. Show a description for each 
item, eg Purchases, Repairs & Maintenance, etc. This amount should be GST inclusive.  

Indicate any Accounts Payable for suppliers who are not GST registered. 

 

 
$ __________ 
GST INCLUSIVE 

h) Investments:  
If your business has invested in term deposits, shares or bonds, please provide statements 
for the entire financial year, and include any resident with holding tax certificates or dividend 
statements with your records.  (Even though PIE investments need not be included in tax 
returns, sometimes there is an obligation to include this income, so please make sure you 
provide this information to us also). 

 

 

 

□ 

i) General Information   
 1. 

 

 

 

 

Were all business takings banked in your business t rading account?  
 

 

 

Were you paid in cash for any jobs during the year?    

Yes / No 
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2. If you answered “Yes” 

 
Yes / No 

 

 

 

 

 
I. Did you use the cash for personal expenditure? 

 

II. Did you use the cash for business expenditure? (attach a list showing how this 
was spent) 
 

III. Did you bank your cash takings into another bank account? 

Yes / No 

Yes / No 
 
 

Yes / No 

 3.  The value of goods taken for private use  at their cost price. $ __________ 
 

 4. If you are using motor vehicles in your business : 

Are any used for personal travel? 

If you answered “no”, you are saying that all of the motor vehicle expenses are to be 
claimed at 100% for your business.  Skip the rest of this section. 

If you answered “yes” then you must provide either : 

� the business percentage worked out in your last log book  

and the month / year when you last kept this log book [a log book must be kept for 
3 months, every 3 years, or earlier if the business / personal use changes 
significantly] 

� Or your logbook for the entire year, which will allow you to claim vehicle expenses 
based on the public service mileage rate or other approved per km rate 

Please note that vehicles owned by companies are subject to Fringe Benefit Tax rules.   

If you are not sure how this applies to you, just let us know and we will arrange for 
someone to discuss this with you. 

 

   
Yes / No 

 
 
_________% 
 
_________ 
[Month / year] 

 

□ 

 5. Please provide solicitor's statements  relating to any legal transactions that may affect 
your business during the year.  If you answer yes to item 7 below, include any 
statements relating to your home property. 

 

□ 

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

If yes, please provide brief details. 

____________________________________________________________________ 

Yes / No 

 7. Are any of your business activities conducted from home? 

 If you answered yes, please provide: 

I. private house expenses  such as rates, insurance, mortgage interest, 
electricity and gas, water rates, or rent paid if renting 

II. home telephone accounts , with business toll calls added or highlighted 

 

If claiming home office or workshop expenses for the first time: 

III. cost of house on purchase, and a rates notice or current GV 
IV. total area of house 
V. area of house used for business 
 

Yes / No 

 
□ 

□ 
 

$ _________ 

  __________ 

  __________ 

 8. Details of any cash expenses you have paid , that have not been reimbursed by the 
business.  Please attach the receipts, or a list. 

 

$ __________ 

 9. Is there any other information  not detailed above that you consider would be of 
benefit in preparation of the accounts? If yes, please detail below, or attach. 

_____________________________________________________________________  

_____________________________________________________________________ 

_____________________________________________________________________ 

Yes / No 

 

Signed:________________________________________     Date: _______________ 
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