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ANNUAL ACCOUNTS REQUEST FOR INFORMATION

SIGNING PAGE

Hello!

In our dealings with the IRD as a tax agent, we are required to hold a signed authority to act on your behalf.  This is to ensure you retain your extension of time arrangements with the IRD and to let them know that we are authorised to deal with them on your behalf.

As a member of Chartered Accountants Australia New Zealand (CA ANZ) we are also required to hold record of you appointing us as your accountants and agreeing to our Terms of Business.  

To obtain your authority to act as your tax agent and to act as your accountant, could you please complete the details below, and email this SIGNING PAGE to accountant@bramwell.co.nz.  Sending back just the completed and signed “Signing Page” by mobile phone image is fine.  The Request For Information part can be filled out on the word document itself.

The Authority to Act as your tax agent and Accountant will commence immediately and will continue to apply for future engagements unless otherwise agreed.

To: Bramwell Consultants Limited

I have reviewed the terms offered by BRAMWELL CONSULTANTS LIMITED in this letter, including the attached Terms of Business, and these are accepted and agreed to.

Authority is given to BRAMWELL CONSULTANTS LIMITED and staff and contractors to act on behalf of the below listed to obtain information from Inland Revenue about for all tax type.   

This includes authority to obtain information from Inland Revenue through all channels (including electronic)

An adult is able to sign on behalf of a child under 16, when the child turns 16, they are required to sign an Authority to Act themselves

I am authorised to give, and do give, Bramwell Consultants Limited and staff authority to act on behalf of, and to obtain information from Inland Revenue for the below. 


Name of Company:	______________________________________________________________


IRD Number:	______________________________________________________________	


Name of Director:	______________________________________________________________ 


Signature:	______________________________________________________________


Date:		______________________________________________________________

ANNUAL ACCOUNTS REQUEST FOR INFORMATION

Year Ended ………. / ……….. / ………..

PLEASE RETURN THIS QUESTIONNAIRE BY RETURN EMAIL WITH ASSOCIATED DOCUMENTS (WHERE APPLICABLE) FOR YOUR TAX RETURN PREPARATION.

PLEASE PUT YOUR RESPONSES IN RED TO ENABLE OUR MORE EFFICIENT PROCESSING OF YOUR INFORMATION.

BUSINESS INCOME


Business Records

1. XERO – if you prepare your accounts in Xero and we do not currently have access to your files, please invite us into your organisation.

1. MYOB – if you prepare your accounts in MYOB in the Cloud and we do not currently have access to your files, please invite us into your organisation.  Alternatively, if you prepare your accounts in a desktop version of MYOB, please forward us an electronic version of your trial balance.

1. MoneyWorks / Other Systems – if you prepare your accounts in MoneyWorks some other system, please forward us an electronic version of your trial balance.

1. Cashbook - if you prepare a cashbook for your business income and expenses, please email in excel format.

1. Bank records – please provide 
4. All business bank transactions for the year downloaded in CSV or QIF format (NB not required if you have a Xero ledger with bank feeds that you share with us).
0. If the bank statements contain a mixture of business and private expenditure, please identify which expenditure is business and which is private.
0. A pdf copy of the closing bank statement from your bank confirming the bank balance at end of year

1. Credit Cards - If you use a credit card to make business purchases:
5. Log onto your online bank portal and download/export your credit card transactions in a .QIF or .CSV format covering the year to balance date
5. Supply Credit card statements or pdf showing outstanding balances at balance date noted above
1. If the credit card statements contain a mixture of business and private expenditure, please identify which expenditure is business and which is private.

1. Motor vehicle expenses

If you use your vehicle for both business and personal trips you will need to work out how to allocate costs.

Option 1 Logbook

You can keep a logbook to find out how much you usually use the vehicle for business and claim a deduction for the kilometres used

To do this, keep a logbook for at least 90 days every three years that records:

· the start date and the vehicle's odometer reading on that day
· the date, distance and reason for each business journey
· the end date of the 90-day period, and the vehicle's odometer reading on that day

Kilometre rates include depreciation. If you use this method, you will not claim a separate depreciation deduction or recovery of depreciation for the vehicle.

If no logbook is kept, the claim will be limited to 25% of the vehicle running costs as a business expense. You may be asked to substantiate the percentage claimed.

IF USING OPTION 1 LOGBOOK, PLEASE ADVISE THE KMS OF BUSINESS USE: ………..

Option 2 Actual costs

You can keep track of the actual costs of running your vehicle and treat these as a business expense.

You need to keep accurate records including details of private and work-related expenses. These expenses could be buying petrol, getting a Warrant of Fitness, paying for maintenance, insurance, and parking. Your records need to show the reasons for all business travel, and the distances of all journeys.

You can also claim a deduction on any depreciation loss for the business use of your vehicle.

IF USING OPTION 2 ACTUAL COSTS, PLEASE PROVIDE A SCHEDUEL OF ACTUAL COSTS WITH THIS FORM

Option 3 WHERE A COMPANY OWNS A MOTOR VEHICLE AND MAKES IT AVAILABLE TO SHAREHOLDERS
FOR THEIR PRIVATE USE

Please advise the number of days the company vehicle was not available for private use…..

We note that “not available for private use” does not mean “not being used for private use”. In the event of Inland Revenue scrutiny, support for a motor vehicle not being available for private use would be bolstered by:
• A letter from you in your capacity as an employer to yourself in your capacity as an employee setting out the
circumstances where a motor vehicle would not be available to you;
• Another motor vehicle being made available to you that is not a company motor vehicle.
Please advise if you would like our assistance in helping you in this area.

b. WHERE COMPANY OWNS MOTOR VEHICLE AND DOES NOT MAKE IT AVAILABLE FOR
PRIVATE USE
Please confirm the motor vehicle expenses in the company

1. Use of Home Office – please advise if you use space in your home predominantly (i.e. more than 50% of the time) for your business.  If so, please complete the below:

If you’re a business owner and use part of your family home for work, you can make a claim for this as a business expense.

The portion you can claim relates to the area of your home that you use for business. 
The office space must be used predominantly (i.e. more than 50% of the time) as office space.

If a home office is applicable to you, please fill out the below:

Address of home used where home office located:	………………..………………..…………
	………………..………………..…………
	………………..………………..…………
Office Area (in square metres):	Sqm	………………..
IF PROPERTY OWNED 
· Mortgage interest for year	$	………………..

· Rates for year	$	………………..

IF PROPERTY RENTED, rent per week	$	………………..


1. Insurance
8. IF BUSINESS INSURANCE > $12,000 - Please provide copies of insurance premiums and invoices for the year to enable us to consider non-deductible portions of pre-payment expenditure. 
8. INCOME PROTECTION INSURANCE – Please provide copy of insurance premium

1. Legal fees – please provide copies of legal fee invoices for the year.  Where  legal fees exceed $10,000 a distinction must be made between operational and capital expenditure where capital expenditure is non-deductible.
 
1. Repairs and maintenance– Please provide copies of repairs and maintenance invoices greater than $1,000 (excluding GST) for the year.

1. Bad Debts – Please advise of any bad debts written off during the course of the year.  A debt is considered bad if a reasonable and prudent business person would be of the view it is unlikely that the debt will be paid.

1. Inventory – if you carry inventory – please provide the cost at year end

1. Borrowings (e.g. Bank Loans)
13. Please provide bank confirmation of closing balance of all loans
13. That amount paid to interest
13. That amount paid paid to principal

1. Accounts receivable – please provide a schedule of all those clients who owed you money as at balance date.  The amounts to include GST

1. Accounts payable – please provide a schedule of all those suppliers who you owed money to.  Please note:
15. What the amount related to (e.g. an expense relating to the servicing of a motor vehicle)
15. How much was the amount (including GST)

1. Financial assets – please advise 
16. your holdings of shares in other companies
16. Any purchases of shares in other companies
16. Any sales of shares in other companies

1. Fixed assets – Please advise if any of the fixed assets held at the end of the previous year have been written off:
17. Please advise if any assets >$1,000 have been acquired and provide an invoice for the purchase if so
17. Please advise is any assets have been sold and provide a sales invoice for the sale if so
_________________________________________

RENTAL INCOME
1. If you prepare a cashbook for your rental income and expenses, please email in excel format.


1. If the property is managed, please provide property manager schedule detailing income and expenditure

1. Bank records – Please provide 
20. All rental bank transactions for the year downloaded in CSV or QIF format (NB not required if you have a Xero ledger with bank feeds that you share with us).
0. If the bank statements contain a mixture of business and private expenditure, please identify which expenditure is business and which is private.

1. Credit Cards - If you use a credit card to make rental purchases:
21. Log onto your online bank portal and download/export your credit card transactions in a .QIF or .CSV format covering the year to balance date
21. Supply Credit card statements or pdf showing outstanding balances at balance date noted above
1. If the credit card statements contain a mixture of business and private expenditure, please identify which expenditure is business and which is private.

1. Cash expenses and Payments from personal funds – provide details of all expenses paid from personal funds

1. Interest paid on mortgage/loan over the property      Please provide loan statements detailing interest paid and the closing balance, as well as a loan summary for the reporting year.  
                                                        
1. Rates – please provide schedule of payments of rates 

1. Repairs and Maintenance – please provide invoices for any insurance expenses in excess of $1,000      

1. Insurance – please provide details (premiums and payouts) of:
26. home insurance  
26. landlord insurance

1. Body Corporation Expenses – as applicable

1. Legal expenses - Please attach full details
  
1. Power or telephone expenses – please provide details if paying on behalf of tenant. 

1. Motor Vehicle Collection costs or number of kilometres driven to collect rents and service property.  

1. Other expenses - please provide details eg. advertising, agency commissions, cleaning.

PURCHASE OR SALE OF PROPERTY

1. Purchase of property - if you purchased this property during the year, please provide: 

32. Cost of property
32. Cost of chattels
32. Copy of Sale and Purchase Agreement
32. Copy of solicitors settlement statement with purchase details. 

1. Sale of property if you have sold a property during the year please provide:

33. Copy of Sale and Purchase Agreement
33. Copy of solicitors settlement statement with sale details. 

1. Anything other information that you think may be relevant
Interest paid on mortgage/loan over the property      Please provide loan statements detailing interest paid and the closing balance, as well as a loan summary for the reporting year.  
                                                        
1. Rates – please provide schedule of payments of rates 

1. Repairs and Maintenance – please provide invoices for any insurance expenses in excess of $1,000      

1. Insurance – please provide details of:
37. home insurance  
37. landlord insurance

1. Legal expenses - Please attach full details
  
1. Power or telephone expenses – please provide details if paying on behalf of tenant. 

1. Motor Vehicle Collection costs or number of kilometres driven to collect rents and service property.  

1. Other expenses - please provide details eg. advertising, agency commissions, cleaning.

PURCHASE OR SALE OF PROPERTY

1. Purchase of property - if you purchased this property during the year, please provide: 

42. Cost of property
42. Cost of chattels
42. Copy of Sale and Purchase Agreement
42. Copy of solicitors settlement statement with purchase details. 

1. Sale of property if you have sold a property during the year please provide:

43. Copy of Sale and Purchase Agreement
43. Copy of solicitors settlement statement with sale details. 


1. Please advise of any other matters that may be relevant in the preparation of the company’s financial statements and tax return.

_________________________________________

OTHER MATTERS

1. Please advise of any other matters that may be relevant in the preparation of your and tax return.




TERMS OF BUSINESS
Purpose

These Terms of Business confirm and set out the terms of our engagement to perform annual accounting and other services for you and outlines the nature and extent of the services we will provide.
Primary Assignment

Using information supplied by you, we will use our professional skills to compile annual financial statements and income tax returns (as applicable). We will commence our work for the period specified in our job booking for the work that we will provide to you. This work will be performed in accordance with the Service Engagement Standard (SES-2) issued by the New Zealand Institute of Chartered Accountants. We can provide a copy of these Standards at your request.
Basis of Preparation
Annual accounts will be prepared in accordance with any applicable legislation. For companies, they will be prepared in accordance with the Tax Administration (Financial Statements) Order 2014. For applicable trusts, they will be prepared in accordance with the Tax Administration (Financial Statements – Domestic Trusts) Order 2022. For other trusts, partnerships, sole traders and other entities where the format of accounts is not dictated by legislation, we will prepare special purpose annual financial statements according to the principles contained in the Income Tax Act 2007. Periodic accounts for management are not governed by legislation and will be prepared on the basis requested by management.

The general basis of accounting used to compile the accounts will be described in the notes to the financial statements together with any significant departures from that basis. Significant departures will also be referred to in our compilation report.

In Appendix 1 to this letter, we provide a copy of our compilation report reflecting these points which will be issued on completion of the engagement and will be attached to your financial statements.
We will prepare income tax returns on behalf of the associated parties as agreed from the financial information you have provided and from additional material and facts you provide in writing.

We will not audit, review or otherwise attempt to verify or provide assurance on the accuracy or completeness of such financial information and material provided. The outputs that are compiled for you cannot be relied upon to detect error or fraud.

Notwithstanding our obligations in respect of our professional obligations noted below, we will not take active steps to identify weaknesses in your internal accounting system, errors, illegal acts, or other irregularities, for example, fraud or non-compliance with laws and regulations.
Your Responsibilities

It is understood and agreed that you:

1. provide us with accurate and complete information necessary to compile the financial statements and income tax returns promptly;
2. accept responsibility for the accuracy and completeness of all records and information supplied to us and you accept responsibility for any failure to supply us with all relevant records and information;
3. remain responsible for the reliability, accuracy and completeness of the financial information compiled, including income tax returns;
4. note that each page of the financial statements must be read in conjunction with the notes to the financial statements and the accompanying statement of disclaimer;
5. acknowledge that the financial statements and income tax returns are compiled at your request, for your purposes only, and that Bramwell Consultants will not be liable for any losses, claims or demands by any third party;
6. acknowledge that the financial statements will be prepared in accordance with the Basis of Preparation noted above;
7. acknowledge that your acceptance of this compilation engagement letter provides us with the authority to obtain any further information from the Inland Revenue Department (IRD), or any other third party necessary to complete the financial statements and tax return for those entities noted below on our agency listing with the IRD.
Limitations of our Assignment's Scope

Due to the limited scope of the work performed in a compilation, this engagement cannot be relied upon to prevent or detect fraud, irregularities or error. Therefore we wish to emphasise that control over and responsibility for the prevention and detection of fraud, irregularities and error must remain with management.
Professional obligations and confidentiality
We are required to comply with all applicable by-laws, rules, regulations, professional and ethical standards and guidelines of Chartered Accountants Australia and New Zealand (CA ANZ) and the New Zealand Institute of Chartered Accountants (NZICA).

These requirements include the NZICA Code of Ethics, which among other things contains confidentiality requirements. In accordance with these requirements, we will not disclose information we obtain in the course of this engagement to other parties, without your express consent, except as required by laws and regulations (for example, disclosures required under the Anti-Money Laundering and Countering Financing of Terrorism Act 2009 (including to a third party auditor) and as required by the Common Reporting Standard) professional obligations including:

1. the provisions of the NZICA Code of Ethics that apply if we become aware of actual or potential ‘noncompliance with laws and regulations’ (NOCLAR). Where any such non-compliance poses substantial harm (such as adverse consequences to investors, creditors, employees or the public), we may be required to disclose the matter to an appropriate level of management or those charged with governance and/or an appropriate authority.

2. the provisions of the NZICA Rules and Professional Standards that subject us to practice review, trust account audits, investigations and disciplinary procedures. These rules require us to disclose to NZICA, its practice reviewers and/or its disciplinary bodies our files and workpapers including client information. In accepting this engagement you acknowledge that, if requested, our files related to this engagement, may be made available to NZICA, its practice reviewers and/or its disciplinary bodies. Employees and contractors of NZICA are also bound by confidentiality under contract and by the NZICA Code of Ethics.
Conflicts of interest

We will inform you if we become aware of any conflict of interest in our relationship with you (including between the various persons this engagement letter covers) or in our relationship with you and another client. Where conflicts are identified which cannot be managed in a way that protects your interests or you do not consent to the way in which we propose to manage the conflict then we will be unable to provide further services to some or all of the persons to whom this engagement applies. If this arises, we will inform you promptly. We may act for other clients whose interests are not the same as or are adverse to yours, subject to the obligations of conflicts of interest and confidentiality referred to above.

Ownership of Workpapers

Material that you provide to us remains yours and will be returned to you when the engagement is completed. Workpapers that we create remain our property.
Our Fees
Our fees of the engagement are due and payable by the 20th of the month following the date of the invoice unless otherwise noted.

If you are on a monthly fee arrangement, these reflect the on-going nature of accounting and tax service provision. If the engagement is terminated part-way through a year, at time of termination, we will either refund you for work not yet carried out or bill you for work carried out but not paid for.
Retention of Records

We will store accounting records that we hold on your behalf for a period of seven years after the applicable balance date. At the end of that period, the records will be destroyed using a secure document destruction service.

Carrying out of Services
We may involve third-party contractors our outsourced service providers in providing various aspects of your accounting work.

Where we decide to contract work out, you authorise us to disclose your affairs to third parties involved in the provision of outsourced services to you, providing that we shall bind such contractor to a duty of confidentiality and supervise such contractors for ensuring it meets the standards required of a Chartered Accountant under the code of ethics of their ruling body.

Acceptance of our Services in conjunction with this engagement document indicates your acceptance of the use of outsourced services.
Other Assignments

We will carry out assignments noted in Appendix 2 where instructed or requested by you.
Continuation of Service

The arrangements outlined in this letter will continue in effect from year to year unless amended or superseded by mutual agreement.  These terms of business are effective immediately.  We appreciate the opportunity of providing these services and we commit to providing you with quality service in an efficient and timely manner.
[image: A close-up of a logo

Description automatically generated]
[image: A close-up of a logo

Description automatically generated]

Appendix 1

Compilation Report and Disclaimer Annual financial statements - compilation

For the year ended 31 March YYYY

1. Scope
On the basis of information provided and in accordance with Service Engagement Standard No. 2: Compilation of Financial Information, we have compiled the financial statements of [Your Entity Name] for the period ended 31 March YYYY.

These statements have been prepared in accordance with the accounting policies described in Note 1 to these financial statements.
2. Responsibilities

The Directors (you) are solely responsible for the information contained in these financial statements and have determined that the accounting policies used are appropriate to your needs and for the purpose that the financial statements were prepared.

The financial statements were prepared exclusively for your benefit and we do not accept responsibility to any other person for the contents of the financial statements.
3. No audit or review engagement undertaken

Our procedures use accounting expertise to undertake the compilation of the financial statements from information you provided and do not include verification or validation of that information. No audit or review engagement has been performed and accordingly no assurance is expressed.

4. Independence
We have no involvement with {Your entity name}, other than for the preparation of financial statements and management reports and offering advice based on the financial information provided.

5. Disclaimer
We have compiled these financial statements based on information provided which has not been subject to an audit or review engagement. Accordingly, we do not accept any responsibility for the reliability, accuracy or completeness of the compiled financial information contained in the financial statements. Nor do we accept any liability of any kind whatsoever, including liability by reason of negligence, to any person for losses incurred as a result of placing reliance on these financial statements.
Appendix 2

Other Assignments

We will carry out assignments noted below where instructed or requested by you to:

1. Prepare other tax returns as and where requested for example:
1.1. Goods and services tax returns
1.2. Monthly PAYE and wages returns
1.3. Any other tax return you request us to prepare or where we feel it is necessary to prepare to comply with your taxation obligations
2. Provide you with taxation advice.
3. Prepare and lodge an annual return with the Registrar of Companies for each and any entity noted in Appendix 1 as applicable and based on information provided by you.
Where applicable, this includes any corporate trustee that is a trustee of a trust we act for on your behalf.
4. Prepare and lodge any other documents with the Registrar of Companies in accordance with the Companies Act 1993.
5. Establish and maintain company registers as required by the Companies Act 1993 based on information provided by you.
6. Prepare dividend documents to accompany company distributions, when instructed by you.
7. Prepare an Indicative Valuation Report (IVR), the scope and limitations of which will be clearly indicated in the IVR itself.
8. Assist with ACC matters and to deal directly with ACC when required.
9. To prepare Department of Statistics returns as required.
10. Carry out any other tasks you instruct us to do, and we accept doing, from time to time.
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