GGA Company Tax Kit  2011

Hello!! 

This is a kit we’ve designed to enable us to complete your work as quickly and efficiently as we can, by ensuring we have all the information we need right in front of us. This also avoids delays with having to follow up on missing or incomplete information.
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For this reason, we kindly ask that you gather everything together before you send or bring in your information to us (including any individual tax returns that you require completed, as well as any companies or super funds). If we do not have everything we need, unfortunately we will be unable to start your work.
We appreciate and thank you in advance for the valuable time taken to complete our tax kit, in order for us to get you the best possible result for your tax return/s. We would also like to take this opportunity to thank you for choosing the team here at Gatherum-Goss & Associates. We are certain you will find our staff very keen and helpful, and always willing to go to an extra effort to make you feel welcome.
If you do have any questions regarding anything contained in this kit, please feel free to contact Administration. Adriana or Karen are more than happy to assist you, and are contactable on:
03 8813 0162, or alternatively, via email: admin@gatherumgoss.com
Reminder: Our policy is payment immediately on receipt of our invoice.
Expectations

What you can expect from us . . . 
· To be treated with honesty, politeness and integrity.
· Open communication, at no extra costs to you, so that we can help you make the right decisions.
· That we will help you in every way we can, including:
- 
reducing your tax;
-  
keeping our fees as low as possible; and
-  
finding the right structure for your investments.
· That we will finalise your tax return/s as quickly as we can (usually within 4-8 weeks but it may be a little longer in busier times).
· That we will promptly return your phone calls and/or emails on the same day we receive them.
What we expect from you . . . 

· To be treated with honesty, politeness and integrity. You will get the best out of us if we are treated this way.
· That you do everything you can to provide us with the information we need to look after you properly.
· That you respect the time and care taken to complete your tax return/s, and show your appreciation by paying our account in a timely fashion.
· That we complete all returns within your family group. This includes all company, trust, spouse returns.

Now that you are aware of our policies and expectations, please help us to understand your complete financial situation by providing us with the following information…

Tax File Number: ……/……/……
ABN: 


Name:


You only need to complete the details that have changed since last year.

Name changed since last return?
Yes/No

If YES, previous name:


Address:


Telephone: (H) 
 (W)
 (M)


Email:

Nature of Business


	Attached

	· Copies of the last set of financial statements and Income Tax Returns for the business (if not prepared by us)


	Yes/No

	· A copy of your computerized accounting records (as a back up) along with your password, if applicable. This can include MYOB, Quickbooks, Quicken, Excel spreadsheets etc.  

	Yes/No 

	· The balance of each of your business bank accounts as at 30 June 2011.

	Yes/No 

	· The balance of each of your loan accounts as at 30 June 2011.

	Yes/No

	· A summary of your share trading activities during the year showing:

· Value of stocks/options bought

· Value of stocks/options sold

· Value of stocks/options on hand as at 30 June 2011.

	Yes/No 

	· Documents and details of assets (including plant and equipment) purchased, sold or disposed of during the year including dates of acquisition and disposals. Particular attention should be taken to record trade-ins or offsets against the full purchase price.

	Yes/No 

	· In regard to a sale or purchase of real estate, please provide a copy of the contract of sale and solicitors settlement sheet where applicable.

	Yes/No 

	· Copies of relevant documents and full details of loans, hire purchase agreements, leases and bank periodical payments.

	Yes/No 

	· Copies of Quantity Surveyor Reports obtained during the year. 


	Yes/No

	· A schedule of payments made by cash and not reflected within the accounting records that show the nature of each expense and how the funds were provided. 


	Yes/No 

	· Details of any income received in cash or otherwise not banked in the normal manner or shown in the accounting records.

	Yes/No 

	· It is important that you obtain full details of interest and dividends earned for the year from the banks, building societies or other institutions where applicable.

	Yes/No 

	· Summary of wages paid to all employees (per PAYG Payment Summary Reconciliation) including yourself if applicable.

	Yes/No 

	· Details of any Superannuation Contributions that you have made for the year.

	Yes/No 

	· The number of nights spent away from home for each town or city where you were away on behalf of the business. Please specify each town and city individually 


	Yes/No 

	· The number of kms traveled during the 2011 year for the business and a description of each car used.
	Yes/No


If you do not currently use any software to track your income and expenses then please either contact us or go to our website where we have some spreadsheets than can help you compile your information so that you only need to provide us with summaries, not every receipt. This will help keep our bill down and ensures that all your original receipts can stay with you.

By signing this document you confirm that you believe that you can prove the expenses that you wish to claim in your tax return; and that you understand that you could be fined for lodging a false tax return.
Dated the …….… day of ………………………20……..… 

                                     

Signature of Taxpayer 

Name (print) 


Gatherum Goss & Assoc
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