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Year End Business Client Letter 
 

As year end approaches we’d like to remind you of law changes, problem areas, and information we will need 
to prepare your business tax return this year. 
 

Problem Areas 
The IRS continues to place an increased emphasis on actual physical inventory on hand at December 31. 
Please make sure to physically count your inventory, retain the records, and provide us with the accurate total 
cost of inventory on hand at December 31. Do not include consignments you are holding from other people in 
this number. In the event of an audit you must be able to provide copies of physical count sheets, so we are 
this year placing an increased emphasis upon obtaining correct year end physical inventory amounts. 
 

We also want to remind you to make sure that you update your organization’s minutes -we do not maintain 
these forms for you, they are maintained by the officers/members of the organization or their attorney. 
 

Business Equipment: Please review the equipment list from last year's tax return, and from last year's annual 
business property tax filing. If you have acquired or disposed of equipment, please indicate it on the respective 
list. Changes to depreciation rules occur frequently, so please call us if you have bought or are considering 
the purchase of any major equipment or buildings. 
 

Tax Return 11-Point Information Needed 
As usual we also need the following information to prepare your tax return for this year (Check off as com-
pleted): 
1. __ Copies of any new bank loans obtained during the year, 
2. __ Copies of any federal or state tax correspondence received during the year, 
3. __ Copies of any equipment purchase invoices over $500, 
4. __ Loan payoff balances, by loan number, of all business loans at December 31, 
5. __ Copies of your year-end bank reconciliation(s), 
6. __ 12/31 Balances of: Accounts Receivable $___________, Cost of Inventory on Hand $_____________, 
7. __ The enclosed engagement letter needs to be signed and returned, 
8. __ Year end summary of business activity-back up or hard copy (Quickbooks back-up, trial balance, etc.), 
9. __ Sales breakdown by state and city if applicable (Call us to determine), 
10. __ Information on any changes in ownership, stock holding, or locations 
11. __ All Forms 1099-K received 
 

If you use QuickBooks, we will require that you restore and close out annual information after we complete 
your work so that your records match the tax returns filed with the IRS. Our office can restore and close out 
annual information if you wish at a flat fee of $250 for any client if we have prepared your tax returns. 
 

If you paid more than $600 in the calendar year to an unincorporated vendor to supply services to your 
business, you will need to send them a 1099. If you haven't already done so, have each one complete form 
W9 to get the information needed to prepare the form. If you would like us to prepare the 1099(s) and associ-
ated 1096 for a fee, please let us know. 
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If you or your employees use a company car for both business and personal purposes, some of the 
vehicle expenses paid by the company may need to be allocated to the employee(s) W2. If we prepare your 
W2's, and you allow personal use of company vehicles, we will need to know for each employee: 1) business 
miles driven, 2) personal miles driven, 3) which vehicle was driven, and 4) the total vehicle expenses for each 
company car with personal use.  
 
If you have any questions or would like to schedule a time to discuss the items discussed above, 
please don’t hesitate to call me at 757-898-5000, ext. 1. 
 
 
Sincerely, 
 

 
 
Philip H. Unsworth, EA, MBA, ATA, ABA 
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