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Corporation Income Tax Returns – Information Needed

In order to complete the corporation tax returns, please provide the following:

A copy of your prior year tax returns, including depreciation schedules – (If we did not prepare your return last year)
If this is the first tax return for your corporation provide your Federal, and California Corporation ID Numbers and the date of incorporation.  Copies of your certified Articles of Incorporation and notice of your Tax ID number from the IRS are helpful.

For “S” Corporations we need the name, address, social security numbers, and ownership percentages for all owners.  If there has been any change in ownership we need details of dates and amounts of changes.  A copy of the notice from the IRS regarding your “S” Corporation status is also helpful.
Accounting/Bookkeeping Records

QuickBooks Users - Make a back-up of your QuickBooks Data File.  We would prefer a regular back-up rather than an “Accountants” Copy.  You may use any storage media, including memory sticks, floppy disks, or zip disks, however if you use a CD or DVD please make sure to save the file in a format that can be opened  by any computer.  Please indicate any password if you have one.

Microsoft Excel, Access, or Works users – Make a back-up of your Data Files

Other Software Users – Please print the following financial statements:


Income Statement (Profit and Loss) for the year


Comparative Balance Sheet – 12/31/11 and 12/31/10

Detailed General Ledger

Manual Bookkeeping Systems – Please provide manual spreadsheets, or other records you have.

If you do not have a formal bookkeeping system we need:


List of Income and Expenses by Category


Detailed list of any new assets purchased during the year


Bank Balance as of 12/31/11

Outstanding balances on all credit cards used for your business, and other loans


Actual amount of cash draws or personal expenses paid from the corporation for 2011

Any cash received and not deposited to the corporation bank account

Additional Information Needed if applicable: Please review the following items.  Check any items applicable to your corporation and please provide the requested information.


Payroll (if we do not do your payroll, we already have this if we do your payroll)


Year end payroll tax returns (Form 940 and California DE7)



Copies of Officer’s W2’s



Balance of Payroll Tax due (amount of any January 2012 deposits for 2011)



Amount of Health Insurance Paid for Owner’s

If you paid Health Insurance for your employees we will need full payroll annual totals, number of employee’s and total health insurance paid.


Sales Tax – Copies of all Sales Tax Returns if you pay Sales Tax


Inventory – Inventory balance as of 12/31/11 (please plan on taking a physical



inventory as of the end of the year)


New Loans – If you purchased any Vehicles or other assets, or took out any other new 



Loans, we need either a copy of the original loan contract, or a statement showing



the loan balance as of 12/31/11.  Provide amortization schedules if available.


Accrual Basis Corporation – Please verify correct ending balance of Accounts Receivable



and Accounts Payable


Pension Contributions – Please provide amounts which you know you will be 



contributing to any pension plans.  Please make a note if you plan to contribute to



a pension plan, but need us to compute the amount, or wish to discuss options 



with us.


Corporation Estimated Tax Payments – We need verification of all estimated tax paid



during the year if it is not included in your bookkeeping data.  At a minimum, all



corporations should have paid $800 to the Franchise Tax Board last April.


Asset Sales During the year – If you sold any assets we need to know the asset sold, sales



date and sales amount

_____
Asset Abandonment – Please let us know if you junked any equipment during the year


New Leases during the year – Please provide a copy of any new auto or equipment leases


Auto Use – We need to know the amount of personal use of any vehicles, you should 


provide us with total miles and business miles driven


Tax Notices – If you have received any tax notices from the IRS or FTB regarding 




corporation tax for any past year, please provide a copy if you have not already 



done so.


Questions – Please make a list of any questions you have about items for this year’s tax



return, or any future tax planning you would like to discuss.
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