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Business Questionnaire	
1 April 2025 – 31 March 2026
Please complete this form and return it with your supporting information. Any sections not relevant, leave blank.
	1) Details

	Name
	
	IRD Number
	

	Address
	
	Phone Number
	



	2) General Notes and changes during the year

	e.g. changes to business activity type







	3) Business Records

	Please complete either A or B.

	A. If you use Xero or MYOB to reconcile your bank accounts

	☐ Check we have access and all transactions have been reconciled to 31 March 2026.
                                               AND
☐ Provide closing bank statements for all business bank accounts, showing balances as at 31 March 2026.

Notes:



	OR

	B. If you do not use accounting software

	For the period 1 April 2025 to 31 March 2026, please provide:

☐ All bank statements for the full year for all business bank accounts, clearly narrated, or a cashbook showing the correct coding for transactions where the bank narration is unclear.
                                            AND
☐ A CSV export of all transactions for the business trading account(s) for the full year.

Notes:






4) Financial Position
	Stock on Hand / Work in Progress (GST Exclusive)

	Complete only if stock on hand at balance date exceeds $10,000

	☐ Stock has been physically counted at balance date and supporting records have been retained.
☐ Stock has been valued at the lower of cost, net realisable value, or market value.

	Stock on Hand (GST Excl)
	$ ____________________

	Work in Progress (GST Excl)
Include materials, labour, and overhead costs.
	$ ____________________



	Accounts receivable

	Please provide a list of amounts owing to you from customers as at 31 March 2026. If you do not use accounts receivable software, a good way to identify these is to review your April 2026 bank statements.

☐ refer to Xero or MYOB         ☐ refer to attached summary.          ☐ refer to below






	Accounts Payable

	Please provide a list of all amounts owing as at 31 March 2026. This should include all amounts invoiced to you on or before 31 March 2026.

If you do not use accounts payable software, a good way to identify these is to review your April 2026 bank statements.

Holiday pay paid within 63 days of balance date may also be included, being amounts paid between 1 April 2026 and 2 June 2026.

Please include enough detail for each amount owing so we can allocate it to the correct expense category.

☐ refer to Xero or MYOB     ☐ refer to attached summary.        ☐ refer to below

	Details
	Amount

	
	

	
	

	
	

	
	






	Petty Cash
	Amount held in cash at year-end.

$ ____________________

	Unbanked Takings
	Cash income received during the year that will be deposited but has not yet.

$ ____________________


5) Fixed Assets – Sold, Purchased or Written Off
We require additional details for fixed assets to ensure depreciation is applied correctly and all purchases, sales, write-offs, trade-ins, and finance arrangements are recorded accurately.
	Write-Offs

	Please review the prior year fixed asset schedule and advise whether any assets have been written off.

	☐ Refer to attached    ☐ Refer to below

	Date
	Details

	
	

	
	

	
	



	Purchases

	Please provide details of assets purchased over $1,000. For assets under finance, provide the full invoice and finance agreement. We will apply Investment Boost where available unless you advise otherwise. This gives an immediate 20% deduction but may cause depreciation recovery on sale. If you wish to opt out, please note this below or get in touch if unsure.

	☐ Refer to attached    ☐ Refer to below

	Date
	Details
	Amount

	
	
	

	
	
	

	
	
	

	
	
	



	Sales

	Please provide details of any fixed assets sold during the year. For trade-ins, please provide the full invoice summary.

	☐ Refer to attached    ☐ Refer to below

	Date
	Details
	Amount

	
	
	

	
	
	

	
	
	



	6) Home office claim

	If you have an area set aside at home for managing your business, you are entitled to claim a portion of your home expenses.

	Same area as last year (tick if unchanged) ☐ 
	

	Total floor area of home (m²) =
	Area set aside for business (m²) =

	Expense Type
	Amount

	Insurance (house only) / Body Corporate Fees
	

	Power
	

	Mortgage Interest
	

	Rates
	

	Rent
	

	Repairs & Maintenance
	

	Phone & Internet
	



7) Other information required
	Cash income not banked

	Provide details of any income received during the year that was not banked into the business accounts. 

☐ Refer to attached ☐ Refer to below










	Expenses paid in cash or from a personal account

	Please list any business expenses paid during the year in cash or from a personal account that were not reimbursed through the business account, so they can be claimed as deductions and recorded as funds introduced. 

☐ Refer to attached ☐ Refer to below











	Insurance and ACC

	Please provide a breakdown of all insurance premiums paid during the year. Companies should also provide the ACC statement relevant to shareholder salaries.

☐ Refer to attached
Notes:









	Finance

	Please provide loan summaries for all existing loans and finance agreements for the full year, together with details of any new loans or finance agreements entered into during the year.

☐ Refer to attached
Notes:











8) Motor Vehicles – Not in FBT Regime
There are two methods for claiming motor vehicle expenses for vehicles not registered for FBT. Please complete either Option A or Option B below.
Option A: Claim a percentage of motor vehicle costs recorded through the business accounts.
Option B: Claim business travel using the public mileage rate.
If a vehicle is used for both business and private purposes, a claim under Option A is generally limited to:
• 25% of total vehicle expenses where no valid logbook has been kept within the last 3 years, or
• the business use percentage per logbook where a valid logbook has been kept within the last 3 years.
A 100% claim under Option A may be available for a genuine work vehicle where a separate private vehicle is available. To qualify, there must be clear evidence the vehicle is not available for private use and is required to carry business materials or equipment.
	Option A) Percentage claim of motor vehicle costs recorded through the business accounts

	Vehicle
	No logbook kept in last 3 years
– 25% claim
	Logbook kept in last 3 years
– business use %
	100% business vehicle

	
	☐
	_______ %
	☐

	
	☐
	_______ %
	☐

	
	☐
	_______ %
	☐

	
	☐
	_______ %
	☐

	Option B) Public mileage rate claim

	If you are not claiming adjusted motor vehicle expenses through the business, we may instead be able to claim business travel using the public mileage rate. If you would like this considered, please provide:

	Kilometres travelled for business 
	
________ km
	Vehicle Type
	☐ Petrol        ☐ Diesel
☐ Hybrid       ☐ Electric



	9) Delivery of Financial Statements and Tax Returns

	Would you like to come in and pick up / discuss your
financial statements?
	     ☐ Yes        ☐ No

	Preferred delivery method
	     ☐ Electronic copy       ☐ Hard copy posted

	Number of hard copies required
	

	Thank you for completing this questionnaire. 
Please sign and return it with your supporting information. By signing, you confirm that the information provided is true and correct to the best of your knowledge and that you are responsible for the accuracy and completeness of the information provided.

	Signature

	

	Name of Signatory
	

	Date
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