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[image: How to Make a YouTube Video (+Free Template) | The TechSmith Blog]It would be helpful if the information requested below could be sent back in a single email as opposed to spread over several emails – as far as possible. 
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[image: How to Make a YouTube Video (+Free Template) | The TechSmith Blog]GENERAL COMPANY QUESTIONS:
Is the company dormant? 							   
· Yes / No
If NO – please use another checklist as this is just for dormant companies.
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Have you moved address in the last 12 months? If so, WHEN? 
Please can you provide us with a recent utility bill in your name at your new address.	       	       
· No Change / New proof of address provided
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Has your marital status changed in the last 12 months? If so, please provide us with the details of the change and a marriage certificate if your name has changed. 	
· No Change / Details or new name, marriage, separation date:
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Please provide a summary of the significant events that have occurred during the year (and up to today) – this helps us check the accounts are in line with this.
i.e. have you put out offers and are you actively seeking a deal? what are your intentions going forward with the company? Best guess of when you may begin to trade?
Summary of significant events in the year:
· 
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NEW: Please provide a full list of all companies the current shareholders for this company own shares in (which we do not act for). 
· No other companies / Details:
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[bookmark: _Hlk68701933]Please provide ALL your company bank statement data in a CSV/Excel format covering the financial year (+ a few days each side). Ideally in one file if possible. 
· No company bank account  / Provided 1/2/3 bank accounts 
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Can we please have a NAUGHTY LIST for each director / shareholder? 	
· 	No Naughty List / Provided 1/2/3 Naughty Lists
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Please provide a PDF STATEMENT of ALL your company bank accounts and all your company credit cards at the year-end date that shows: 
(i) the bank balance, & 
(ii) a few transactions either side of it.	 

· No company bank account  / Provided 1/2/3 bank accounts 
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Companies House expect to get the company accounts no later than 9 months after year end. 
HMRC expect to get the tax paid 9 months + 1 day after year end.

We don’t work to these deadlines!

When this checklist and required information is returned, it goes into the queue to be worked on. We work on a first come, first served basis so the quicker we get it back, the quicker we can get accounts produced.
Having up to date information is more relevant than having information almost a year out of date! 
Our goal is to complete all accounts 3 months after year end. Often we are quicker (for those that respond quicker) and sometime we are a little slower (holiday’s, sickness, staff training, etc). 

We have a fast-track service but, in most cases, this is not needed and not worth the extra cost especially if you respond in a reasonable time frame. This is where our normal system is circumvented and more expensive and senior staff that would normally review the accounts are involved in preparing it and / or paying for the Deliveroo dinners as your accounts are worked on outside of office hours to get produced.
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OSTRICH PRICING SPECIALS
There is no reason for your company tax return to be filed in the last or second last month - given you have 7 months before getting to this stage.
There is potentially huge cost to you if you get an offer accepted and need to move quickly - and your affairs are not in order. We see this every year and it is completely avoidable!
As property investors it pays to be super well organised. Even if you don’t think you will be buying or refinancing, your accounts have to be filed anyway so you might as well do it in time without putting yourself under extra stress.
Where a return is filed in the second last month, there is a 25% increase in fees (related to the accounts and tax return). Where this is filed in the last month before the deadline there is a 50% increase in the accounts and tax return fees.
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Thank you for completing and returning this checklist. It is never much fun but it is much appreciated!
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We are always looking to help and add value to our clients – so how can we help you more?
If you do have any suggestions, comments or feedback please do let us know.
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We are always looking to work with nice property investors – and we’d be delighted if you referred us to anyone looking for a property specialist accountant and tax advisor.
Please just drop us an introductory email to our generic email address – 
Info@PropertyAccounts.co.uk
We’d be very grateful and appreciative – thank you!
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