LANGLANDS & CO. LI M TED - CHARTERED ACCOUNTANTS

FI NANCI AL STATEMENTS CHECKLI ST - BUSI NESS
FOR THE | NCOVE YEAR ENDED 31 MARCH 2011

FOR: BALANCE DATE: / /2011

The following information will be required to conplete your financial
statenents. Where applicable please attach separate schedul es, place
atick in the appropriate box or wite the details in the space provided.
Pl ease attach specific docunents where requested.

1. BANK STATEMENTS - For all business accounts for the conplete
year, including | oans and savi ngs accounts. |nclude the
statenent for the nonth after bal ance date.

2. MANUAL CASH BOCKS - These shoul d be added and reconcil ed
with the bank statenents.

3. COWPUTERI SED LEDGERS AND CASH BOOKS - we can access npbst data
files so please send themthrough by email. Software prograns
we cannot access will require us to receive detail ed genera
| edger printouts with other supporting reports.

4, CHEQUE BUTTS/ DEPOSI T BOOKS/ DI RECT CREDI T SCHEDULES - Ensure
full details of each transaction are shown on these source
records if they are required.

5. BANKLI NK SUBSCRI BERS - Ensure all transactions are coded for
the full year.

6. STATEMENTS, |INVO CES AND CREDI T NOTES FROM SUPPLI ERS - Your
provi sion of these will assist with any codi ng anal ysi s.

7. ACCOUNTS RECEI VABLE (DEBTORS) - List all anpunts owing to
you at bal ance date (including GST). Any bad debts nust be
witten out of the debtors list/ledger prior to bal ance date!

8. ACCOUNTS PAYABLE (CREDI TORS) - List all anounts ow ng by
you at bal ance date (including GST) and indi cate what each
itemis for. This list should include any unpresented cheques
if a reconciled cashbook is not provided.

9. I NVENTORY (STOCKS) AND WORK | N PROCGRESS - These shoul d be
val ued at the | ower of actual cost or the naxi mum val ue for

whi ch they could be sold. |In both cases the value should
be exclusive of GST. (Normally the | ower of these two val ues
will be cost.)
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

CASH SALES AND CHEQUES NOT BANKED - Supply details of sales
not banked i n your business bank account.

QUT OF POCKET EXPENSES - Supply details of business
expenses whi ch have been paid privately (eg parking neters,
postage, petrol, stationery, nmeals provided and hardware).

ADVANCE PAYMENTS FOR GOODS - Advi se details of paynents
made/ recei ved for goods yet to be delivered.

| NVESTMENTS - | f you have made or continue to hold
i nvestments during the year supply full details including
i ncone received.

MORTGAGES AND LOANS - |f any | oans or nortgages have been
rai sed or repaid during the year provide full details
including all agreements and bank statenments, especially
solicitors' statenents.

FI XED ASSETS - If any fixed assets have been purchased or
sold during the year provide full details including date of
purchase or sale, and whether new or secondhand. |f purchased
t hrough hire purchase or new | oans provide a copy of the hire
purchase or | oan agreenent.

SOLI Cl TORS' STATEMENTS - Attach copies of all accounts and
correspondence concerni ng your business.

MOTOR VEHI CLES - (Used partly for private purposes). Conplete
the following frominformation contained in your |og book

km readi ng end of year Total kms travelled

km reading start of year Total business trave

NOTE : This information is not required for vehicles owned
by a conpany where FBT is being paid.

ENTERTAI NMENT - 50% of certain entertainment expenses are
deducti bl e for income tax and GST purposes. Certain exenptions
apply. Please provide a detail ed breakdown and anal ysi s of
entertai nnent expenses for the year (ie. accommopdation, neal s,
travel, anobunts paid for nmeals per day and to whonm), so we nay
accurately prepare the allowabl e deducti on and GST adj ust nent
(if any). Overseas travel and entertai ment for business purposes
can be conpletely deducti bl e.

DRAW NGS - Indicate clearly on cheque butts or cash book
all expenditure that is of a purely private nature, and al
amounts drawn fromthe business account for private purposes.
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20.

21.

22.

23.

24,

25.

GST RETURNS - Provide copies of all returns filed during the
year plus the first return filed in the next financial year

WAGES AND PAYE SUMMARY - Provide a sunmmary of wages paid and
PAYE paid to the Inland Revenue. This information can cone
directly fromyour wage records.

USE OF PRI VATE DVELLI NG FOR BUSI NESS - You nmay claima
proportion of all outgoings on your home where an area is
specifically used for business purposes. Conplete the
detail ed schedul e, on page B5, as necessary.

ADDI TI ONAL COPI ES OF FI NANCI AL STATEMENTS - upon request we can
emai | you an el ectronic PDF copy of your financial statenents for
you to forward to your Bank etc

QUALI FYI NG COVPANI ES - Pl ease supply details of any changes
to sharehol ders (ie deaths, share transfers, and new
shar ehol ders).

EXEMPT COVWPANI ES - Pl ease confirmthat you wish us to include
in the annual conpany minutes a resolution allow ng reporting
to be within 9 nonths of bal ance date (instead of 5 nonths) as
al | owed under the Financial Reporting Act 1993.
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26. LANGLANDS & CO. LIM TED
TERMS OF ENGAGEMENT

We now sunmari se our involvment with your financial statenents.

As agreed, we will conpile these frominformation provided by

you, in accordance with the Conpil ati on Engagenment Standard

i ssued by the New Zeal and Institute of Chartered Accountants.

We will provide a disclainer to be attached to the financial statements.

Qur conpilation services will not result in the expression of an audit
or review opinion or provide any other form of assurance on the financi al
statenents.

It is understood and agreed that:

a) you will provide us with accurate and conplete i nformati on necessary
to conpile such statenents;

b) the responsiblity for the accuracy and conpl et eness of the assertions
in the financial statenments remains with you

c) each page of the financial statenents will be conspicously narked as
bei ng unaudi ted;

d) you will attach our disclainer when distributing the financia
statenments to third parties;

e) the financial statenents will be prepared in accordance with
accept abl e accounting principles, which includes Generally
Accept ed Accounting Practice;

f) you accept responsibility for all records and i nformati on supplied
to us;

g) you accept responsibility for any failure to supply us with rel evant
records and information

It is not intended that this engagenent be relied upon to prevent or
detect fraud and error and we wi sh to enphasise that responsiblity for
such prevention and detection nust remain with your managenent.

Qur engagenent by you includes the authority to act as your tax agent.
This will involve our office obtaining any information directly from
the Inl and Revenue necessary to undertake and conpl ete your affairs.

Al so, we understand that our engagenment by you will include perforning
ot her accounting, consulting and trustee services before, after and
cont enporaneously with the conpilation engagenent. Qur costs for al

our work will be raised based on tinme engaged unl ess otherw se agreed.
Overdue accounts will attract a 2% nonthly admi ni stration charge

We advise that as a nmenmber of the Institute we are subject to a review
of our practice by our peers. One or nore of your files may be sel ected
for this confidential review

The arrangements outlined herein will continue in effect fromyear to
year unless we agree to change them If you have any questions about our
terms of engagenent, please contact us.

If the services outlined are in accordance with your requirenents and

if the above terns are acceptable to you, please sign belowin the space
provided and return it to us.

S| GNED: DATE: / /
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CLI ENT

USE OF HOVE FOR BUSI NESS PURPOSES

1. ADDRESS OF PROPERTY

2. EXPENSES

(NB. Exclude any expenses clainmed directly through the business)

a) Interest

b) < eaning

c) Rates (include water)
d) Insurance

e) Insurance - contents

f) Power/ Gas

g) Legal
h) Rent
i) Costs subt ot al $

j) Business Area
k) Costs x Bus. %
) Home phone (50%rental)

n Plus actual R&M costs
for the business area

n) TOTAL CLAIM FOR YEAR $

3. BUSI NESS AREA

a) OficelStudy
b) Garage/ Carport
c) Wirkshop/ Store

d) Total Business Area

e) Total Built Area

f) % Busi ness Area

[add froma to h]

% [from Section 3 f) bel oy

____________ [P x ]
[ k+l +n]
Area sq ft/m
[ a+b+c]
% [d/e]
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