2025 Year-End Information Request

Please review the following list of items and provide us with a copy of each for use in preparing your income tax return. Making each of these items available typically expedites the preparation of your income tax return, ensures it is accurately prepared, often times saves the client money on preparation, and provides us with the information necessary to put forth efforts to look for tax savings opportunity, rather than expending our efforts collecting data. Also, by us corroborating these documents with items reported on your tax return, we feel we will have compiled a more 'audit ready' tax return in the event there is an examination.	

1) Backup or Accountant copy of company's Quickbooks file reconciled through the end of the year
a) If QB file is not provided, please provide Trial Balance, Balance Sheet, Income Statement with previous year and tax year balances (accrual basis)

2) December bank statements and reconciliations:
a) Checking account xxx
b) Savings account xxx
c) Any new accounts opened in 2025

3) December loan/credit line statements and reconciliations:
a) Loan xxx
b) Credit Line
c) Any new loans/credit lines opened in 2025

4) December credit card statements and reconciliations:
a) Credit card xxx
b) Any new credit cards opened in 2025

5) Personal use percentage of company owned vehicles (detail of personal miles, commuting miles and total miles)

6) Payroll Reports:
a) Forms W-2 and W-3
b) Quarterly Federal Payroll Tax Returns - Forms 941
c) Annual Federal Unemployment Tax Return - Form 940
d) Quarterly Unemployment Forms filed with the Employment Security Department
e) Quarterly Workers Compensation Forms filed with the Department of Labor & Industries
f) Quarterly Paid Family Medical Leave Forms filed with the Employment Security Department

7) Business tax reports:
a) Monthly/Quarterly Washington Department of Revenue tax returns
b) City of Seattle/Bellevue/ Everett Quarterly tax returns 

8) Forms 1096 and 1099-MISC/NEC or indicate if you need help filing the forms

9) Was the company the beneficiary of any key person life insurance policies?

10) Personal Property Affidavit or indicate whether you need help preparing and filing this report

11) Settlement statement on any new vehicles purchased by the entity

12) Please indicate any fixed assets which the company no longer owns from the Depreciation Schedule I have attached (if applicable)
a) Indicate if the disposal was simply 'scrapping' for no consideration or if sold for cash, the amount received and the date of disposition.)

13) Detail of fixed assets purchased in 2025

14) Print an accounts receivable aging schedule as of December 31 and indicate which customer balances are incorrect, so we can adjust.

15) Print an accounts payable aging schedule as of December 31 and indicate which vendor balances are incorrect, so we can adjust.

16) Inventory amount (lower of cost or market) as of 12/31/2025

17) Copies of insurance invoices indicating:
a) Type of coverage
b) Terms of coverage
c) Amounts paid for Officers’ Life Insurance 
d) Amount paid for Officers’ Medical Insurance 

18) Describe any unique or unusual transactions that took place during 2025

New Clients:
In addition, for new clients, please provide the following to the extent applicable, so we can retain this information in our files.
	1. Prior year federal income tax return.

	2. Corporations: Articles of Incorporation & Bylaws

	3. Partnerships/LLC's: LLC Formation Document and Company Operating Agreement

	4. Loan documents for existing loans (real estate, equipment, lines of credit)

	5. Settlement statement on all real estate owned by the entity

	6. Settlement statement on all vehicles owned by the entity

	7. Copy of S Election acceptance letter from IRS for S Corporations

	





