PKF POUTSMA LEMON LIMITED
INDIVIDUAL 2011 ANNUAL ACCOUNTING QUESTIONNAIRE

Ensure this questionnaire is completed and included with your records

Name:
Phone:
……………………………………..


Fax:
……………………………………..


Email:
……………………………………..


Balance Month:  ………………………………


Contact Person: ……………………………….



To:  PKF Poutsma Lemon Limited 

Terms of Engagement

I hereby instruct PKF Poutsma Lemon Limited to prepare our Taxation Returns for the 2011 year.  I undertake to supply all information necessary to carry out such services, and will be responsible for the accuracy and completeness of such information.  PKF Poutsma Lemon Limited are hereby authorised to communicate with my bankers, solicitors, finance companies and all government agencies to obtain such information as you require in order to carry out the above assignments.

You are to represent me as my tax agent.  You are therefore authorised to sign any taxation return on behalf of myself or any of my associated entities.

Signature  ___________________________________________        Date ____________________________

Update of Personal Details

Postal Address
__________________________________________________________________________

Home Address
__________________________________________________________________________

Email Address
__________________________________________________________________________

Home Phone
________________________

Fax
__________________________________

Work Phone
________________________

Mobile
__________________________________

Name

________________________
Date of Birth
___________________________

Name

________________________
Date of Birth
___________________________

Name

________________________
Date of Birth
___________________________

Name

________________________
Date of Birth
___________________________


            (Your date of birth is useful as it can help with tax planning/retirement planning issues and help gain discounts on ACC policies.)

Related Entities
Please enter below the names of all other entities (be they companies, trusts or partnerships) of which you, a partner, your company(s) or your (trust(s) are a shareholder or a director.



Accountant

_____________________________________________________
PKFPL 
Y/N
_____________________________________________________
PKFPL 
Y/N
_____________________________________________________
PKFPL 
Y/N
_____________________________________________________
PKFPL 
Y/N
_____________________________________________________
PKFPL 
Y/N
_____________________________________________________
PKFPL 
Y/N
_____________________________________________________
PKFPL 
Y/N
_____________________________________________________
PKFPL 
Y/N
	Records Required
	
	Comments


	Wages/National Superannuation/Benefits

	Please provide us with the names of any organisations you have received the following from:

· Wages

· ACC Payments

· National Superannuation

· Any other benefits

In most cases IRD will have sent us these details direct, however we do need to check all details have been included.
	  FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Interest and Dividends

	Please supply the advice slips.

· For interest received, you should have an annual advice notice showing the withholding tax deducted.  This may be on the bottom of your Bank Statement dated 31 March.

· If any dividends are taken as bonus shares, also include these advice slips.


	 FORMCHECKBOX 

 FORMCHECKBOX 

	

	NZ Tax Residents – Investments in Foreign Companies

	New Zealand tax residents with portfolio investments in foreign companies costing more than $50,000 may be liable to pay tax under the Foreign Investment Fund (FIF) Rules.  Please include records as scheduled in accompanying notes (11) concerning any FIF investments.



	Rental and Leased Property

	Please complete Rental Questionnaire (if applicable).


	Home Office Expenses

	If part of your home is set aside principally for use as an office/workshop/storage area, please provide the following details:

	Power
$______________          

Insurance (Building & Contents)
$______________               
Interest (House Mortgage)
$______________
Rates
$______________            
Repairs & Maintenance
$______________ 

Other
$______________

Total
$______________
	Cost of House and Section
$______________
Cost of Section

$______________
Construction materials: (timber, brick, etc): _______________________________________________

Business Area                           ___________ M2
Total Area                                  ________ M2
                          


	Records Required
	
	Comments

	Partnerships, Trusts, Estates and Companies

	Please supply details of income received.

Trusts

Beneficiaries Name
IRD No.
Date of Birth

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

	 FORMCHECKBOX 

	

	Overseas

	Include overseas interest, dividends, wages received and taxation paid.

Note:  New Zealand residents are liable for tax on all world-wide income.

Partnerships
$ ……………………

Trusts
$ ……………………

Overseas Investments
$ ……………………

(i.e. shares, interest bearing deposits, bank accounts, foreign superannuation scheme)

Cost of Overseas Investments
1 April 2007
$ …………………..

Value of Overseas Investments
1 April 2007
$ …………………..

(Provide details of investments purchased and sold during the year)
	 FORMCHECKBOX 

	

	Any Other Income

	Attach details 

· Income Replacement Insurance Policy – provide details of premiums and claims.

· Loss Attributing Qualifying Company – if you have been allocated a share of a loss other than from a company that we are aware of, please provide details


	 FORMCHECKBOX 

	

	Donations, Housekeeping and Childcare Tax Rebates

	Have you any rebates to claim? 
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If Yes, have you sent your rebate claim form to Inland Revenue?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Do you want us to complete your rebate claim form?
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	
	

	Child’s Name 





IRD No.    

Date of Birth    
Date left School
_____________________________________________
_______________
____________
______________

_____________________________________________
_______________
____________
______________

_____________________________________________
_______________
____________
______________

_____________________________________________
_______________
____________
______________

_____________________________________________
_______________
____________
______________

_____________________________________________
_______________
____________
______________



	NEW RULES – MORE FAMILIES NOW QUALIFY

Family Assistance and Parental Tax Credit

	Please supply full names and birth dates of all children.  Please note the following:

· If you had a child born within the current financial year you may be eligible for the Parental Tax Credit.  Please include a copy of the child’s birth certificate or their IRD Number.

· Where a child has become financially independent during the current financial year, please advise the date they left school or home.

If you have received Family Assistance during the year, please supply the certificate issued to you by IRD, detailing the amounts.

Also provide details of any child support or maintenance payments made or received to or from a former spouse.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	


Thank you for completing this questionnaire

Don't forget to sign it

Rental Questionnaire – 31 March 2011 (if applicable)
Ensure this questionnaire is completed and included with your records

	Rental Property Details
	

	Please provide us with the addresses of any rental properties you have. 

1. Address:______________________________________________

2. Address:_____________________________________________

3. Address:_____________________________________________
	If a property was not rented for a full 12 months, please provide details of why it was vacant.

________________________________

________________________________




	Rental Income and Expenditure
	

	Please supply bank statements clearly identifying and detailing all transactions that relate to the rental properties

OR

Please provide details of the following for each rental property. Use a separate sheet if necessary.

Income: GST inclusive/exclusive

Total Rent Received     
                                    $__________________
Expenses: GST inclusive/exclusive

Rates                                                                                                          $__________________
Insurance                                                                                                    $__________________
Repairs and Maintenance (please attach details or invoices)                    $__________________
Mortgage Interest (attach copy of loan summary/statements from bank)   $__________________ 

Details of any other expense relating to rental property:

_______________________________________________________     $__________________

_______________________________________________________     $__________________

Details of visits to inspect property/conduct property business:

Date
Details







Kilometres

______
______________________________________________________
_________________

______
______________________________________________________
_________________

______
______________________________________________________
_________________


	      FORMCHECKBOX 

      FORMCHECKBOX 


	

	Cash on Hand
Unbanked Rentals
$ …………………………….

Petty Cash Floats
$ …………………………….



	Cash Income not banked
$ …………………………….



	Business Expenses paid from Personal Account
$ …………………………….


	Fixed Assets Purchased
$ …………………….

Date
Item
Cost

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..


	


	Fixed Assets Sold/Scrapped/Traded

Date
Item
Cost

…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..


	

	Motor Vehicles
Description
Business Use
…………………………………………………………………………………..

…………………………………………………………………………………..

…………………………………………………………………………………..


	

	
	

	Other Details Required
	

	· Solicitors Settlement Statement

· Sale and Purchase Agreement

· Loan details for property purchased

· A copy of the latest Rateable Valuation

· A list of Chattels and their value for properties bought or sold during the year


	   FORMCHECKBOX 

   FORMCHECKBOX 

   FORMCHECKBOX 

   FORMCHECKBOX 

   FORMCHECKBOX 



Thank you for completing this questionnaire

Don't forget to sign it

ACCOMPANYING NOTES (Individuals)

1.
Rental Income


Please supply rental income received for the financial year, indicating whether GST inclusive or exclusive by deleting the wording appropriately.
2.
GST Rate Change

On the 1st October 2010 the rate of GST changed from 12.5% to 15%.  Please provide full details of your calculations covering the transitional period.
3.
Rental Expenses

Please supply a list of expenses for the rented property which should include rates, insurance, repairs and maintenance, legal fees, car expenses, telephone and tolls, interest on loans and any other relevant expenses.  Please indicate whether GST inclusive or exclusive by deleting the wording appropriately.

4.
Cash on Hand

Include unbanked sales, plus petty cash floats on hand at balance date.

5.
Cash Income not Banked

Please advise of any business takings not banked, or deposited in non business bank accounts.

6.
Business Expenses


Please provide a list of business expenses which were paid out of personal funds or cash.  You are entitled to claim these expenses.

7.
Fixed Assets Purchased


Please supply relevant invoices, Hire Purchase and Lease Agreements, Sale & Purchase Agreements, Solicitor’s Settlement Statements.

8.
Fixed Assets Sold/Scrapped/Traded

For assets scrapped, please refer to the Taxation Depreciation Schedule in last year’s Financial Accounts and advise accordingly.  Please advise if any assets were traded for new assets during the year.

9.
Motor Vehicles

If you own a motor vehicle on which Fringe Benefit Tax (FBT) is paid, ignore this section.  If no FBT is being paid, and you are claiming more than 25% business use, you will need to have kept a Log Book for a three month period.

10.
Other Income

If you have an interest in another business, partnership, or trust, please provide details on a separate schedule.


Please also provide details and costs if any overseas investments you may hold, including any interests in a foreign superannuation scheme or life insurance policy.


Overseas investments include shares, interest bearing deposits, bank accounts, foreign superannuation schemes.

11.
Salaries / Wages / Superannuation

If you received income from these sources, the IRD will send us a Summary of Earnings electronically.  A copy can be forwarded upon request.
ACCOMPANYING NOTES (Individuals) Continued
12.
NZ Tax Residents – Investments in Foreign Companies


You will need documents relating to:

· the market value of your investments at the beginning of your income year

· company names and share classes you have invested in

· the number of shares owned at the beginning of your income year

· shares acquired and or disposed of during your income year

· the monetary value of any gross dividends received

· the date of the transactions

· the currency in which the transactions were conducted

· the foreign currency conversion rate to New Zealand dollars at the time of transaction

· the market value of your investments at the end of your income year if you wish to use the CV method.
2011-Individual Questionnaire
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