Chatfield & Co Limited

CHARTERED ACCOUNTANTS

2011 Annual Income Information Sheet

(Client Name)
Balance Date / /

(If details on label are incorrect, please amend) honie

In order to ensure that we have all the informatierrequire to efficiently and accurately complgaiar
Financial Statements for the 2011 financial yearegeiest that you complete the following informatio
summary. This will also act as a guide to yowabé information we require.

Once you have completed the forms please sigreisghce provided at the foot of this page, acagptin
theTerms of Engagementand return them to us with the information reqiiiceenable us to complete
your Financial Accounts and Returns of Income.

If you encounter any difficulties in completing this form please telephone us and we will provide
you with assistance or we will visit you and compte the form with you.

TERMS OF ENGAGEMENT

| accept responsibility for the accuracy and cotepless of the information supplied herein whidio ise used in
the preparation of my Financial Accounts and Incdiae Return. Chatfield & Co Limited is not to coetie an
audit, nor do | wish you to undertake a detailedene of my affairs in order to substantiate theuaacy of my
Financial Accounts. | understand your work maymestessarily detect error or fraud and that yougaee liability
for the accuracy and completeness of the informatigplied by me.

| further understand that the Financial Accountslye prepared at my request and for my specigbtegoses only
and that you will not be liable for any lossesjmaor demands by any third person.

| also accept responsibility for all other recoadisl information supplied to you other than thosted herein. |
accept responsibility for any failure by me to dy@l relevant records and information to you. Tifermation
contained herein is correct according to the biestydknowledge and belief.

| agree to personally indemnify Chatfield & Co Liad for fees outstanding. | agree that Chatfiel@&Limited
shall be entitled to exercise a general lien oli¢he books, records, related documents and stingr chattels that
may come into the possession of Chatfield & Co teohifor the purpose of performing professionalises/for me
until all costs and charges whatsoever of Chat8e€b Limited for professional services of any matto me have
been fully paid.

| also give Chatfield & Co Limited my full authoyito obtain information from my Bank, my lawyer, fRinancial
Advisor, WINZ and the Inland Revenue Departmentfuoy purposes relating to my affairs. Without ting the
above this authority also applies for the obtairhmformation from the Inland Revenue Departnadraut all tax
types. | acknowledge that this information woutd otherwise be available due to the Privacy Astrigtions, but |
give my full authority for this statement to be dises written confirmation of my agreement to ydotaming
information from the Bank, lawyer and Inland Revemepartment for the above mentioned purposes.

SIGNATURE:
DATE: / /
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All Clients Please complete the following

1.

Interest Income or other Investment Income.
Please provide all interest and withholding taxasst received from the bank or
other financiers.

Yes

No

Dividends Income.
Please provide all dividend payment slips for divids received.

Yes

No

Residency.
Have you ever lived outside New Zealand?
If YES, how long have you live outside New Zealand?

And when did you arrive in New Zealand and becom&Z aesident?

If you believe you are not a NZ resident for taxgmses, please write a note to
to explain why.

Trangtional resident rules may apply in your favour if you arrived here after 31
March 2006. Investment in Life Insurance policies, superannuation schemes,
accrued superannuation entitlement, annuities and pensions can be subject to tax
but may be exempt. You need to give us details if you have any of these.

Yes

No

Family Details

Please supply the following details, in case yaueantitled to Working for
Families Tax Credits.

a) The following details of children if you are thdrmiple child carer.
Name Date of Birth Child’s IRD No or theirth certificate. The date startec
caring or the date stopped caring if you did nogdar them for the full year.
b) Mother and Fathers income for the year, and pledgseaus if their
circumstances changed during the year.

Yes

)

No

o

Student Loans Details of any student loans.

Yes

No

Other Matters we should be aware of.

Yes

If there are any other matters we should be awa@ense advise, or call us.

Please continue if you have are in business, a coamy, a trust or have a rental

property

Do you use an accounting program?

If yes, please provide us with a back up of theggmam and the following:

d) Name of accounting program and version.

e) Program Version

f) Password if applicable.

g) Please supply printout of trial balance and Paniil Loss for the full year,
and Balance Sheet as at balance date.

h) A list of aged debtors and creditors as at balalate.

i) Bank reconciliations for all bank accounts and pyaof the last bank
statement for each account.

Yes

No

No

Do you write up a cashbook

a) Has it been reconciled to the bank statementsa®m&#ply a copy of the la
bank statement showing to where the cashbook veascided.

b) Please provide an explanation what the followingezses were for:- Fixed
assets, repairs & maintenance, legal, entertainrtease, rental and hire

Yes
st Yes

purchases.

No
No
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Do you use Banklink? If yes, please provide -

a) Last bank statement of all bank accounts showitenba as at balance date.

b) Details of Unpresented cheques and deposits atdmtiate.

c) Cheque number of the last cheque written at baldate

d) Please provide copies of bank statements for argr ttank or investment
account that is not on the Banklink

Yes

No

10.

If you have not provided any of the above please pvride the following.

a) Bank statements for the year.

b) All cheque and deposit books for the year.

c) Mark any deposits or expenses that are private.

d) Itemise all deposits that are not income. E.g.tahjiems sold, or funds
borrowed.

e) Give details of any electronic or automatic payreenade, if not detailed on
the statement.

Yes

N/A

11.

Credit Card Transactions

a) Have these transactions been included in compubgram, cash book, or
banklink.

b) Do you use credit cards for business transactibges, please supply the
statements, showing clearly any business experditur

Yes

Yes

No

No

12.

Cash on Hand

Please provide details of any cash on hand at taldate.
a) Cash or cheques on hand waiting to be banked.
b) Petty cash float.

c) Till float.

Yes

No

13.

Cash Income from Sales used to pay suppliers or bked into another bank
account.

Please supply a list of payments made for busiegzsnditure (identifying natur
of expense, e.g. wages), or for personal experdduamounts lodged into othe
bank accounts.

Yes

11}

-

No

14.

Cash taken for personal use?
Please provide details of cash taken for perscs®l u

Yes

No

15.

Income
Was 80% of business income received from servieesopally performed by on
shareholder (or relative) to a single customerroug of related customers?

b Yes

No

16.

Rental Income

Please list income and expenditure for each prgpertthe year and provide
copies of bank statements if a separate rentabaté®used.

If any properties are purchased or sold during/ttee, please supply all
solicitor's settlement statements and a copy tieeian independent or the
Government valuation.

Further detail is require for the following:

a) Explain what repairs and maintenance expensesfaere

b) Property management statements if used.

c) Copies of legal invoices or reasons for expenses.

d) Itemise assets purchased and sold showing datdégthedchssets were

Yes

second-hand or new.

No
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17.

Stock on Hand. (Keep stock sheets for 7 years).

If you have stock on hand at balance date

a) Stock should be counted and separate stock shegred for resale, stock
used in production and manufacture.

b) Date of stock countandvalued. _/ /  $

c) Are the stock values GST inclusive.

d) If you account for stock in you computer programes your stock take agre
to the balance in your ledger.

Please provide details of any obsolete or damatge#t gou have not included.

Livestock, please refer to separate sheet.

Yes

e Yes

No

No

18.

Work in Progress.

Any work in progress, at balance date, must betealjvalued and schedules
prepared as per stock. Work in progress shouldahesd at cost of materials,
direct labour, factory overheads after deductiragpgss payments. Do not
include profit margin.

Date of count and value I $

Have you included GST?

Yes

Yes

No

No

19.

Goods taken for personal Use

Value of goods taken for personal use $ Amount including GST

Yes

No

20.

PAYE Are you registered as an employer?

a) Did you pay any holiday pay or bonuses within 6@sdaf your balance date
If yes, please provide detalils.

Holiday Pay Bonus

Yes

No

21.

Fringe Benefit Tax (FBT). Are you registered?
If yes and we do not prepare your FBT returns,gggaovide us with copies of
your returns and your workings to support you FBIIims.

Yes

No

22.

Goods and Services Tax (GST). Are you registered?

If yes and we do not prepare your GST returns sglgaovide us with copies of
the returns and your workings to support your G&Trn.

If no, was your taxable activity over $60,000.007?

Yes

Yes

No

No

23.

Debtors.

Debtors are people that owe you money at balartee da

Please provide a list of the names and amounts twal and how long this
amount has been outstanding.

Please note any amounts included in the listdbaiot relate to sales.

Have you included GST in these figures?

Yes

Yes

No

No

24,

Creditors.

Creditors are people that you owe money to at lbaldate. Please provide a lis
of the names, amount owed by you, and indicate thlgaamount is for. Please
ensure you include the PAYE if you pay wages.

Have you included GST in these figures?

[

Yes

Yes

No

No

25.

Mortgages, Loans & Hire Purchases

Please provide full details of all business loamstanding at balance date, and
where possible provide a copy of documentationagrdements. Also
confirmation of amount owing at balance date.

Yes

No

26.

Interest and Dividends Received
Dividend payment slips.
Bank withholding tax notices and where applicaldakbstatements for the

deposit account.

Yes

No
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27.

Investments in Foreign Companies Shares, Unit Trustor Life insurance
endowment policies

Do you hold any investments in foreign company e&ar

If YES, please provide details of the company, shaldings, purchase price, d3
of purchase and the country the company is resident

Note: some Australian shares are exempt from the detailed reporting but all
others may require greater disclosure and we will contact you regarding these.

Yes

No

28.

Dividend and / or Interest Paid

If you have made Dividend PAYE or Interest PAYE paynts to the Inland
Revenue Department, please supply copies of IRARDBEP forms on which the
payments were made and the supporting annual riiatioos.

Yes

No

29.

Repairs and Maintenance

If information is not recordeth full on cheque butts, computer data or cash
books, please provide detailsrfjor repairs and maintenance to business as
during financial year.

Yes

sets

No

30.

Business Expenses paid privately.
Please provide full details of business expensiesqa of personal funds. Pleas
indicate whether these were included in your GSirns.

e Yes

No

31.

Entertainment Expenses

If any of the following apply, please provide déai

a) Meals while travelling on business.

b) Meal allowances paid to staff working overtime.

c) Meals while on overseas business trip.

d) Entertainment at functions open to the public aittl wade displays.

Yes

No

32.

Private Portion of Costs paid by the Business
$ or %
a) Travel $
b) Telephone and Tolls $
c) Power and Light $
d) Goods for Own Use. $
e) Other $

Yes

No

33.

34.

Sale or Purchase of Fixed Assets

Please list all business fixed assets purchas&tipstraded-in during the year.

Please provide the following details:

a) Date purchased or sold.

b) Description of assets.

c) Purchase price and if the price includes GST, wastém new or second
hand.

d) Sale price and if the price includes GST.

e) Were any of these items purchased on Hire Purchase?

Land and Buildings

a) Where the business has purchased or sold landuldihigs, please also
supply a copy of the legal settlement statemerdsraticate which items
have been claimed for GST (if any)

b) Where land and buildings have been purchased tegfethone price, please
supply either the latest government valuation graaiuation obtained at the
time of purchase.

c) Were any assets bought or sold to an associatedméde.g. a family
member, or business partner, or trust).

Yes

Yes

No

No
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35.

Motor Vehicles

Please provide the following details for all youotar vehicles.
a) Make and model

b) Registration Number.

c) Type of vehicle, car, truck (engine size) 4x4, etc.

36. Company Motor Vehicles.
If your business is a company, please providedhewing information. Yes | No
a) Is the vehicle a work related vehicle, e.g. noighesd to carry passengers,
such as a van, truck or ute. And is sign writtedh @strictions put in place Yes | No
regarding private use.
b) Have you paid fringe benefit on the vehicle. Yes | No
¢) Provide number of days the vehicle was not avail&dnl personal use, e.g due
to being repaired, or the users were overseasfaatvn or had restrictionson | Yes | No
the use.
37. Business Motor Vehicle(s) — (From Log Book)
If applicable advise total distance travelled dgitime last financial year, and Yes | No
distance travelled on personal matters. Pleasetinat in order to claim motor
expenses; a logbook must be kept for a 3-montlgbariorder to establish the
proportion to be claimed.
Please supply the following details for each vehicl
d) Make / Model / Year
e) Business use % from logbook
f) Date of last period tested.
g) Personal Travel
h) Total distance travelled
i) Total costs paid from private funds
38. Tax Allowance for Home / Office.
Do you use your own home for business purposes? Yes | No
If so please state:
Total Area of Home: Portion of Busandse
Construction of Home (What is it made of)
[] Timber [ ]Brick [ ]Concrete [ _] Reinforced Concrete
Other (please specify)
Latest Government Valuation - Land $
- Improvements $
Total cost of home $
Interest paid on mortgages $
Rates (Please attach last rate demand) $
Power $
Telephone $
Any other house expense $
If renting — total rent paid $
Insurance $
39. Contingent Liabilities
A contingent liability is a liability which althodrgyou are not currently due to pay,| Yes | No

you will become liable for in the future shouldte@m events happen. For example

guarantees are contingent liabilities. There ikatility to pay anything unless the
person you have guaranteed defaults.

Please provide details of any contingent liabgitieat you know of such as bank o
other guarantees, legal actions outstanding, foheschange contracts etc.
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40.

Capital Commitments
A capital commitment is a capital liability thatybave entered into that will take
place in the next financial year or future finahgears.

Please provide details of any capital commitmesitt ybu are committed to.

Yes

No

41.

Rental Income

Please list income and expenditure for each prgperithe year and provide

copies of bank statements if a separate rentabaté®used.

If any properties are purchased or sold during/ttee, please supply all

solicitor's settlement statements and a copy tieeian independent or the

Government valuation.

Further detail is require for the following:

e) Explain what repairs and maintenance expensesfaere

f) Property management statements if used.

g) Copies of legal invoices or reasons for expenses.

h) Itemise assets purchased and sold showing datdttardassets were
second-hand or new.

Yes

No

Companies

42.

Company Information

Please provide full details if answering yes to afihe following.

a) Has the registered office been changed since 1 2qitD?

b) Has the Company’s place of business changed siAp&l20107?

¢) Has there been any change to the company sharmdpoiddirectorship?

d) Have the shareholders or directors changed theieas?

e) Has the shareholding been changed during the {eges, provide details of the
No of shares, date of transfer, previous Sharehaltl new Shareholder’s
name and address.

f) Are there any changes in Registered Charges ¢veborrowings)?

g) Has any Director entered into a contract with th@gany, or has an interest in
contract in which the company has entered into.

Yes
Yes
Yes
Yes
Yes

Yes

Yes

Yes

No
No
No
No
No

No

No

No

43. Livestock and Farming.

Please provide a full breakdown of stock on hanatdslance date, setting out
the numbers by breed, age and description. If sdbgére not attached, please

contact us for the schedule required.

Yes

No
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Trusts

44. Trust Information.
Please provide full details if any of the followiagply?

a)
b)

c)

Has any gifting been made to the Trust during #eey

Any changes to beneficiaries during the year? Blpaavide dates of birth if
any are beneficiaries are under 25 at 31 March 2011

Any change to the Trustees during the year? Plaaséde date of
resignation, name of previous Trustee, date of iapment, and name of new
Trustee.

Has the Trust made payments to the beneficiarigaglthe year and since
Balance Date?

Have any changes been made to the Memorandum ofEg#sh

Have there been any resettlements or variatiotisettrust deed?

For new trusts, please provide us with a copy efttbst deed, and details of

any investments purchased or transferred fromdttkesto the trust.

Yes

No

Donations

45. Did you make donations?.
Please provide us with the donation receipts.

Yes

No
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