
Company Name ___________________________________________
BUSINESS TAX ORGANIZER FOR 1120, 1120S AND 1065 TAX RETURNS 

IMPORTANT: Please answer each question.  If you do not check "yes" or "no", we will presume that the answer is "NO." 

EXTENSIONS:   

*1120 AND 1120S on March 15th for SIX months to 09/15 

*1065 on April 15th for FIVE months to 09/15 
_______________________________________________________________________________________ 
RETENTION OF TAX DOCUMENTS: THIS IS A WARNING!  I can not stress to you strongly enough that you MUST keep all of your tax documents including forms sent to you such as:

· receipts, 
· letters, 
· business mileage logs, and 
· written documentation of business travel, entertainment, and gifts including 
· who, 
· what, 
· when, 
· where, 
· why, and 
· how much.  
· If you do not have these documents in the event of an audit, then the deductions will be disallowed.   

You should keep copies of all of your tax returns forever in one filing box.   

HOW LONG: keep all supporting documents for your individual and business tax returns including
· bank and credit card statements for at least eight years and 

· invoices for all items on your depreciation schedule until the items are sold PLUS four years. 

Our office only keeps copies of the documents you provided us for the preparation of your tax return for three years. 

QUICKBOOKS FOR BUSINESS BOOKKEEPING 

Did you keep your bookkeeping on QuickBooks? 

· If YES, provide a backup copy (QBB or QBW) of your QuickBooks file. 

· PLEASE DO NOT give us an accountant's copy--QBA or QBX or QBM.   

· You can put this on a CD ROM, a flash drive, or email the file to us.   
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· If your QBW or QBB file is large, then go to our home page at www.hkmscpa.com.  On the lower left is a red box with links that allow you to send large files to us via the internet.  

· Did you provide us with the PASSWORD to your file?  If not, write it here_______________________. 

QUICKEN FOR BUSINESS BOOKKEEPING 

Yes    No    Did you keep your bookkeeping on Quicken?  If YES, provide a copy of your Quicken file.  You can put this on a CD ROM, flash drive, or email the file to us.  The backup needs a QDF file extension.
BY HAND OR ON EXCEL FOR BUSINESS BOOKKEEPING 

Yes    No    Did you keep your books by hand?  If yes, provide a list of income and expenses (totals only).  You may use the “Bookkeeping on Excel” worksheet located on our home page at hkmscpa.com.  This link is colored red.      

QUICKBOOKS - BALANCE SHEET QUESTIONS 

Yes    N/A    
Bank accounts – You must reconcile all of your bank accounts to the bank statements as of year end.
Yes    N/A    
Bank accounts - You must clear out all old un-reconciled items older than one year. 

Yes    No    N/A  Accounts receivable - Are all customer balances correct?  If not, enter the correct amount here $_______________.
Yes    No    N/A  Inventory - Is the balance of inventory correct?  If not, write the correct value here $________________. 

Yes    No    N/A  I have reviewed the depreciation schedule and have placed a line through all items that are no longer in service or have been sold.  If sold, I have recorded the sales price in QuickBooks.  (If you have not recorded the sales price in QB, give us a copy of your depreciation schedule with the sold items marked with the sales price and date of sale.)  
Yes    No    N/A  Did you trade in a business vehicle or equipment during the year?  If yes, provide us with the trade-in/purchase documents. 

Yes    No    N/A  Accounts payable - Are all vendor balances correct?  If not, enter the correct amount here $___________________
Yes    N/A    
Credit card accounts - You must reconcile all of your credit card accounts to the credit card statements as of year end.
Yes    N/A    
Credit card accounts - You must clear out all old un-reconciled items older than one year. 

Yes    No    N/A  Payroll taxes payable (Fica, Medicare, Suta, L&I) - Are all of the payroll tax payable balances correct?  If not, enter the correct amount here $_________________
Yes    No    N/A  Sales tax payable (Sales tax and Excise tax for the state and cities) - Are all of the sales tax payable balances correct?  If not, enter the correct amount here $__________________
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Yes    No    N/A  Retirement plan payable - Is the balance payable at year end correct for what you will have to pay to fully fund the contribution for the year?  If not, enter the correct amount here $____________________
Yes    No    N/A  Retirement plan calculation - do you want us to make the calculation for you? 

Yes    No    N/A  Bank loans - Have you reconciled all of your bank loan accounts to the bank loan statements as of year end? 

Yes    No    N/A  Personal loans - Have you correctly recorded all of your personal loan transactions between you and your business during the year? 

Yes    No    N/A  Personal loan interest - Have you paid interest on the loan during the year? 

Yes    No    N/A  Sole Proprietorship Draw account - Have all of the personal draws been entered in the draw account? 

Yes    No    N/A  Partnership Draw accounts - Have all of the partners draws been entered in the partnership draw accounts? 

Yes    No    N/A  S-Corporation S-Distribution account - Have all of the owner's S-Distributions (draws) been entered in the S-Dist account? 

Yes    No    N/A  C Corporation Dividend account - Have all of the owner's dividends been entered in the Dividend accounts? 

Yes    No    N/A  Did the ownership interest change during the year?  If yes, complete the data below. 

	*Owner’s name


	
	
	

	*Date of change

	
	
	

	*Percentage ownership before change
	
	
	

	*Percentage ownership after change


	
	
	


QUICKEN AND QUICKBOOKS - PROFIT AND LOSS QUESTIONS 

Yes    No    N/A Off-the-road usage of gasoline or diesel - Is there any off-the-road usage of gas or diesel paid for by the company (not boats)?  If yes, write the number of gallons here __________________ and the cost here $_________________
Yes    No    N/A  Vehicles - Write the personal percentage of the total miles driven for your business vehicle __________________. 

Yes    No    N/A  Did your employees have tips reported on their W-2s?  If yes, write the total amount of tips reported on their W-2s here _________________ (F4137). 

Yes    No    N/A  Did the company pay for owner's medical and dental insurance?  If yes, write the amount here ________________. 
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Yes    No    N/A  Are there any business expenses NOT entered into QuickBooks or Quicken?  If yes, provide us with a list that is attached to this checklist.
DOCUMENTATION OF EXPENSES 

Meal and entertainment rules: You must retain receipts for all meals and entertainment expenses and document who, what, and what on each receipt.  
· WHO: the name of the person; 
· WHAT: the name of their company; 
· WHY: you talked with them about--business purpose (sales meeting, proposal, general business). 

Per diem travel rules: You can use the per diem rates for meals and incidental expenses during out-of-town travel, but you must keep the receipts for all other expenses including lodging. 

Travel expenses: Air, taxi, auto rentals, tips, meals, lodging, baggage handling, and incidentals such as laundry, cleaning, etc. 

Travel documentation: When you travel for business, you must keep a daily log of the business meeting and events that you attended as proof of the business travel.  

VEHICLE EXPENSE RULES
Rate Per Mile: You can deduct the IRS allowed rate per mile plus the business percentage of interest expense.  If you choose the mileage rate method in the first year you own the vehicle, then you can switch between mileage rate and actual expenses, whichever is greater, each year thereafter.  For leased vehicles, once you choose the mileage method, then you must continue with it. 

Actual expenses: You can deduct the business portion of actual expenses.  If you choose to use actual expenses in the first year of the vehicle, then you CANNOT use the mileage method in a subsequent year.  

Business portion: In either case, you must keep track of the business usage of the vehicle, which means that you must keep a log of who, what, when, where, and how many miles.  When you elect to use actual expenses, then you must also record the auto miles at the beginning and ending of the year. 

MORE: for more information see IRS publication 463 at www.irs.gov 

As a general rule, I do not recommend that you place autos and SUVs in the company's name.  Why?  The IRS places a very heavy tax on the personal usage of company vehicles.  Instead, have the auto titled in your name and have the company reimburse you for business usage. 

I do recommend that you place a work van or truck in the company's name as it would be clear that they are almost or 100% work vehicles.  These vehicles include police/fire vehicles, ambulances, cargo vans, passenger buses, dump trucks and any other vehicle not suitable for personal use.  
CORPORATE BUSINESS LICENSE

Yes    No    Did you renew your corporate business license with the state?  It is your responsibility to do so.

In a recent IRS case in another state, the IRS disallowed all of the business expenses because the business owner did not have ALL of the required licenses to operate a business.
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2011 MEDICAL INSURANCE CREDIT

Complete the following for each employee issued a W-2 during 2011 for whom you paid medical insurance.

OR complete the excel sheet at:  http://www.hkmscpa.com/FORM_8941.xls and send it to us.  
	Employee name
	W-2 Box -1 wages
	Hours WORKED including vacation, sick, and holiday pay
	Coverage

Single = 1 

Family = 2
	Premiums paid less employee contributions
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Corporate Minutes. At the end of each year state law requires that you prepare a set of Annual Shareholder Meeting Minutes and Board of Director Minutes. Although it is not often that you are required to produce the minutes, they become important in federal or state income tax audits and in litigation. The lack of minutes can be grounds for disregarding your corporation and holding you personally liable for corporate obligations. We can assist you with this process and prepare a set of corporate minutes that meet the basic legal requirements and document any additional notes of significant business events you would like to record.
 

Annual Statements with State. Each year your corporation must file an annual statement or report with the state or states in which you are incorporated or doing business. In California you must file an Annual Statement of Information. In Washington and Delaware you must file an Annual Report and Franchise Tax Return, respectively. You can file these forms online with the various state agencies.
 

Promissory Notes/Loans.  This is also the time of year to ensure all of your various loans to yourself, family members, shareholders, directors, or others are properly documented with a legal promissory note. This will ensure the loan is respected and not disregarded as a taxable gift or corporate dividend. We can assist in the preparation of any promissory notes and loan documentation you may need.
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