Planche · Politz · Ledet, L.L.C.

Certified Public Accountants and Business Consultants

CLIENT NOT USING ACCOUNTING SOFTWARE

(USING MANUAL CHECKBOOK)
The following information will be required to complete your corporate tax return accurately & efficiently.

_____ Bank statement (s) with canceled checks for all business checking accounts.

_____ Check stubs for all business checking accounts with descriptions to ensure

          accuracy of classifications of disbursements.

_____ Deposit slips for all business checking accounts.  Deposits for other than         

          usual business income should be separately identified (loans, tax refunds, 

          asset sales, etc.).
_____ All statements issued on business savings accounts (regular savings, C.D.’s, etc.)

_____ Disbursement journal (s) for all checking accounts (if applicable).

_____ Sales or income records/journals (if applicable).

_____ Purchase/accounts payable journal (if applicable).

_____ Copies of sales tax forms prepared by you.

_____ Copies of payroll tax reports prepared by you along with W3.
_____ Copies of 1099s prepared by you.

_____ Invoices of any and all asset acquisitions for business use.  (Office           

          furniture, machinery & equipment, vehicles, etc.).

_____ Loan contracts/papers on all notes incurred by your business.

_____Verification of all the loan balances.

_____ Copies of all notices received from federal, state, or local government 

          offices for amounts due them or refunds due you for overpayments.

_____ Schedule of compensation paid to officers.  Please include the name, Social security number, address, title and gross wages paid.

_____ A copy of the Property tax assessment form and a copy of both sides of the 

          canceled check for payment.  

_____A copy of the Accounts Receivable list as of year end.

_____Copy of the Accounts Payable list as of year end.

_____Date, amount and check number for all estimated income tax deposits.


(for C-corporations).

_____Work in progress balance for year end.  This usually applies to specific
           industries such as construction or manufacturing.

_____Copy of year end investment accounts (Stocks, Bonds, etc.).

_____Amount of payroll tax deposit for year end made the following month.

_____Real Estate companies need to send settlement papers for the sale and/or 

          purchase of specified real estate.       
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