Legacy Tax & Resolution Services, LLC
3961 E. Chandler Blvd, 111-301, Phoenix, AZ 85048 ( 480 907-6644 ( FAX 866-580-4844
legacy@hesthetaxman.com
Enclosed is a tax organizer for your business for 2022.  Please take a few minutes to complete this organizer. Your completion of all the questions in the organizer will save us time preparing your 2022 taxes, which helps reduce our time and cost to you.
Please carefully review the flowchart and provide all documents based on the plan that applies to you.  Finally, please sign our standard engagement letter (by the sticker) and return it with your organizer, along with a retainer payment in the amount of $_______.  A duplicate engagement letter is enclosed for your records.  
All tax returns will be processed on a first-in basis.  If your information is received after February 1st, we will, most likely, need to extend your return. If you prefer not to extend your business tax return, please provide ALL items by February 1st, 2023.
CHECK LIST for 2022 PREPARATION:

· Complete all questions - 2022 Tax Organizer

· Prepare/Assemble all Documents applicable to plan identified using the flowchart on the last page
· Sign & return our Standard Engagement Letter 

· Enclose your Retainer Payment if requested
Please note our e-mail addresses and fax number provided above.  During the next two months we experience a heavy volume of phone calls; therefore, we highly recommend using e-mail or fax to relay information. We will follow up with you directly with a phone call or e-mail to address any questions, comments, or concerns you may have A.S.A.P.

We sincerely appreciate your business and look forward to providing superior service to you in 2022! As always, we welcome any new clients you may have for us in the future, and thank you for the referrals and recommendations you have given to your family, friends, and associates!

Sincerely,

Stephan H. Brewer
   






 Stephan H. Brewer, CPA

PARTNERSHIP BUSINESS TAX ORGANIZER - 2022
NAME of BUSINESS: 


1.  Is your business involved in manufacturing, food production, software 

development, film & music production, production of natural gas or

  Y            N

water, construction, engineering or architectural services?   
2.  What was the principal business activity for the business? _____________________________________________________              



3.  Does your business own or lease a passenger automobile used in the business*?          Y            N

*Please disregard this question, if you have already provided mileage information for 2022.  

  If more than 2 vehicles, please provide information on a separate sheet of paper.

· If YES, please provide the following information:

Vehicle # 1




Vehicle # 2 




Leased or owned 



Leased or owned 




Lease term 




Lease term 




Estimated value 



Estimated value 




Date placed in service 


Date placed in service 



Total miles in 2022 



Total miles in 2022 



Business miles 



Business miles 




· If your business purchased a car, please provide the following information:

(If you have previously provided your mileage information, you do NOT need to include it here.)

1.  Purchase contract

2.  Description of any vehicle traded in

3.  Financing terms and monthly payment, if not included in purchase contract

· If you leased a new car, please provide a copy of the lease agreement.



4.    Did you sign a new lease for equipment in 2022? 




Y
     N

· If yes, please provide copy of lease agreement.

· If you financed the purchase of new equipment, please provide a copy of the purchase agreement.



5.   Did the Partnership conduct business in more than one state?


Y
    N

State Name____________ Income Apportionment $___________________ Payroll Apportionment $____________________

State Name____________ Income Apportionment $___________________ Payroll Apportionment $____________________

State Name____________ Income Apportionment $___________________ Payroll Apportionment $____________________

State Name____________ Income Apportionment $___________________ Payroll Apportionment $____________________

State Name____________ Income Apportionment $___________________ Payroll Apportionment $____________________



6.   Did the Partnership conduct business in more than one city?


Y
    N

City Name____________ Income Apportionment $___________________ 

City Name____________ Income Apportionment $___________________ 

City Name____________ Income Apportionment $___________________ 

City Name____________ Income Apportionment $___________________ 

City Name____________ Income Apportionment $___________________ 



7.   What were the gross receipts or sales for the year?




$_______________________

      What portion of the receipts were reported on Form 1099-K



$_______________________

      What portion of gross sales listed was refunded or returned



$_______________________

      What were the gross receipts from rental property owned by the corporation?

$_______________________ 

      (Note: Do not include rental income in gross receipts for the business activity)

      Did the Partnership have any other income not listed in gross receipts?


Y
    N



8.   Do you use a credit card for business? 





Y
    N

· If yes, are the monthly credit card charges reflected in the accounting records?

· If not, please summarize the monthly charges by category, such as, meals, entertainment, supplies, etc.

· Please provide a copy of the December 2019 and January 2021 statements for each credit card.



9.   Do we prepare your payroll tax reports?
`




 Y
    N

· If not, please provide copies of W-2/W-3s and all quarterly payroll reports for all four quarters of 2022.



10.   Does your insurance or any other account include premiums for any of the following? 

· If yes, please provide amounts.

1. Partner life insurance? 





2. Partner disability insurance? 




3. Medical insurance for a partner? 




11.   Do you update your Partnership Agreement at least once a year? 


Y
    N

(
If not, you should do so.  Do you need an attorney referral?

Y
    N



12.     Do you reconcile your bank statements every month? 



Y
    N

· If yes, please provide a copy of December 31, 2022 bank statement & reconciliation report.

(
If not, please provide all bank statements for 2022 & for December 2021 and January 2023.


This will increase our fee for your tax preparation.



13.   Did you pay any partnership expenses out of your own pocket? 


Y
    N

· If yes, are they reflected in the accounting records? 


Y
    N

· If not, please detail the amount spent and what it was spent for.



14.   Do you wish us to prepare your Arizona Corporation Commission report? 

Y
    N

                         (N/A for LLC’s or partnerships)

· If yes, please provide the form as soon as you receive it.



15.  Do you wish us to prepare your annual personal property tax report? 

Y
    N

· If yes, please provide when you receive it.

· If your business owns more than $66,440 of equipment and you did not receive a report, please call your state to request your 2022 Business Property Statement.



16.   Do you transact business in other states? 




Y               N

· If yes, please provide the following information:

1.  Name of state or states________________________________
2.  Wages paid in other states_____________________________
3.  Amount of property or equipment located in other states____________________
4.  Sales and other income earned in other states_________________
5.  Rent paid in other states____________________
6.  Amount of inventory in other states._________________________


17.   Was there a change in address, phone # or fax # during the year?
Y
N

  If so, please provide the new information.

Address: ______________________________________________    Phone __________________________

City: ___________________ State____________Zip___________     Fax   __________________________



18.   May we contact you via email? Please provide or let us know of any changes.







Primary Email: 
________________________________@ _____________

Second Email:    
_________________________________@ _____________



19.
 Do you have any business loans or lines of credit?





(
If yes, provide all year end statements




 Y
    N

           interest paid & ending balance.



20.  If you file on the accrual method of accounting, please provide a list of accounts payable and a total of accounts receivable at 12/31/2022.  

 
* Please provide information on any accounts receivable that are non-collectable, but still included in your totals.



22.   Do you maintain inventory?
Y
N

· If YES, has the inventory balance at 12/31/2022


been adjusted to actual per a physical count or other means?
Y
N
· If YES, was there any change in determining quantities, cost, or


valuation between opening and ending inventory?
Y
N

· If YES, was there any write-down of subnormal goods as described


in Regulation Sec 1.471-2(c)?
Y
N

Do the IRC Sec 263A uniform capitalization rules apply to this business?
Y
N

Did you have any personal consumption of your business products,
Supplies, or inventory?
Y
N

If yes, please provide total value of all items consumed: $____________



23.   Business Use of Automobiles

        Documentation must be kept proving business use of Partnership or Partner-owned vehicles.

       If a shareholder or an employee used his or her automobile for active conduct of corporate business

-The partnership can provide reimbursement for actual operational expenses of the vehicle or it can

reimbursed using an allowable standard mileage rate.

-A written log or other record must be maintained and submitted to the partnership

-For each partner or employee for whom the partnership paid auto expenses reimbursements during the year, the partnership should maintain a written record of the expenses incurred and the reimbursements paid.

                The partnership may claim actual operational expenses incurred for the vehicles that are owned by the partnership.

 -Proof of business use in the form of a mileage log or a written calendar must be maintained unless it can be shown                    the vehicle was 100% business use.

                -If the business provided a vehicle for employee use, complete Section B below

For any vehicle that was used by a 5% or more owner of the business, additional information must be reported to the IRS in Section A below

Section A- Provide for each vehicle used by a 5% or more owner of the business

Purchase price of the vehicle
$_________________

Description (Model and Year of the vehicle)______________________________________________________

Date vehicle was first used in the business____________________

For this year only, enter the number of miles your vehicle was driven for business

             Total Miles Driven ___________________

             Total Business Mileage ___________________
             All other mileage ___________________
Interest paid on the auto loan used to purchase this vehicle $_____________

Was the vehicle available for personal use? 
Y
N

Was the vehicle used primarily by a 5% or more owner of the Partnership? 
Y
N

Was another personal use auto available? 
Y
N

Was the standard mileage rate used last year?

Section B- Additional Questions for Partnership Provided Vehicles for Use by Employees

Does the Partnership maintain a written policy prohibiting all personal use of the company vehicles? 
Y
N

Does the Partnership maintain a written policy prohibiting all use except commuting?

 
Y
N

Does the Partnership treat all use of vehicles by employees as personal use?

 
Y
N

Does the Partnership provide more than five vehicles to employee and keep records?

 
Y
N

Mileage reimbursed amount paid to shareholders and employees for the year $_______________



24.   Please attach copies of all interest and dividend statements the partnership received for the year.

-If the partnership received interest payments under a seller financing mortgage, we will need the name, address and SSN or EIN of the party making payments



25.   Meals/Per Diem (Important Facts)

For each day that a partner ravels away from home for business outside the metro area, the Partnership may claim the actual cost of the partners’ lodging and meals.  For meals only, the Partnership may reimburse the partner a daily per diem amount instead of the actual costs.

       -For each day a non-partner employee of the company travels away from the business outside the metro area, the partnership may choose between claiming the actual cost of employee meals and lodging; or it can reimburse a daily per diem amount for meals and lodging.

      -The daily per diem amount varies depending on the city and county the employee travels to.  To calculate the per diem rate the partnership is entitled to reimburse, provide a detailing of each city the employee travelled to for business during the year and the number of days in each city.

    -The partnership can alternate between actual expenses and the per diem method for each business trip; however, it may not use both per diem and actual expenses for the same trip.

    -The partnership may reimburse a partial per diem if an employee or partners travels outside the metro are for less than a full day.

Please provide the following info

City Visited                    #of full days in the city         # of partial days in the city

__________________    ______________________  ____________________

__________________    ______________________  ____________________

__________________    ______________________  ____________________

    __________________    ______________________  ____________________

__________________    ______________________  ____________________

    __________________    ______________________  ____________________

Please provide a separate sheet if addition space is needed. 

24.    Was there any change in ownership for the year? 
Y
N

If yes, please provide the details________________________________________________________________

________________________________________________________________________________________________ 


25.    Do you have records to support travel, entertainment, or gift expenses? 
Y
N

· The law requires that adequate records be maintained for travel, entertainment, and gift expense.  The documentation should include amount, time and place, date, business purpose, description of gift(s) (if any), and business relationship of recipient(s).     



PENSION PLAN INFORMATION
26. Does your business have a pension plan?
Y
N

· If you opened a new pension plan in 2022 or made revisions to your existing plan, please provide a copy of

plan document.

27.
If you use an actuary for your pension plan, have you completed their census forms?
Y
N

· If not, please do so ASAP

28.   If you have a pension contribution due for 2022, will you have the funds available     Y                N


to make the contribution by 3/15/2023?

· If not, would you like us to extend your tax return to allow you additional time     Y               N

              to fund your pension contribution.
Additional Questions
29. Cell Phone Expense.  Please allocate your cell phone use between personal and


and business and provide that allocation.

30..  Is this the first years for the partnership?
Y               N

31.  What state was the Partnership form in?_________  What is the state of residence? __________


32. What date was the Partnership first authorized to do business in the resident state? ______________
33.  Did the Partnership/LLC have a change in business name during the year? 
Y               N

34.  Did the Partnership convert to a corporation during the year?
Y               N
35.  Does the Partnership file under a calendar year?
Y               N

36.  Did the Partnership purchase a plug-in electric vehicle?
Y               N

37.  Did the Partnership initiate a new 401K or Keogh plan during the year?
Y               N

38.  Did the Partnership pay for disabled access equipment or improvements?
Y               N

39.  Did the Partnership make an energy efficient improvement?
Y               N

40.  Did the Partnership manufacture or build a product inside the United States?
Y               N


If so, the following additional information will be needed to complete the 


Corporation return;



Gross receipts from sales of domestically produced products



Cost of domestically produced goods



Expenses, deductions or losses directly allocable to the domestic product



Expenses, deductions or losses indirectly allocable to the domestic product



Wages paid for the year

41.  How many partners were there on the last day of the year? _______

42.  At any time during the year, did this business have an interest in or a signature or 


other authority over a financial account in a foreign country (such as a bank, 


securities, or other financial account)?
Y               N
43.
Does this business have any foreign partners?
Y               N

44.
Does this business pay a tax to a foreign government during this year?
Y               N

45.
Does this business purchase any nonconventional source fuel during this year?
Y               N

46.
Did this business pay an expense during the year to make the business accessible


or useable by individuals with disabilities?
Y               N

47.
Did you pay any FICA on employee wages for TIPS above minimum wage?
Y               N

48.
During the current year, did this business hire any new employees from the 


following targeted groups; veterans or unemployed veterans, disconnected 


youth, ex-felons, vocational rehabilitation referrals, high risk or summer


youth, or AFDC, food stamp or SSI recipients?
Y               N

49.
Did this business hire any employees who were unemployed (except for 40


Hours) during the 60-day period preceding their start date?
Y               N

50.
Did this business provide childcare facilities or services to its employees?
Y               N

51.
Did this business incur start up expenses for a small employer pension plan?
Y               N

52
Did this business purchase an alternative fuel vehicle during the year?
Y               N

53.
Does this business qualify for one of the many special fuels credits?
Y               N

54.
Does the business qualify for any other business credit?
Y               N


If Yes, please list_________________________________________________


_______________________________________________________________

55.
Has this business filed, or is it required to file, Form 8918, a Material Advisor


Disclosure Statement?
Y               N

55
Did you incur any research and experimental expenditures during the tax year?
Y               N

56.
Does this business own any residential rental buildings providing qualified low-

income housing?
Y               N

57.
During the year, did this business have any debt that was cancelled, was forgiven,


or had the terms modified, so as to reduce the principal amount of the loan?
Y               N

58.
At any time during the year, was any partner in the partnership a disregarded


entity, a partnership, a trust, an S Corporation, an estate or a nominee or


similar person?
Y               N

59.
At any time during did any foreign or domestic corporation, partnership or


entity treated as a partnership, trust, individual or estate own directly or


indirectly 50% or more of the profit, loss or capital of the partnership?
 Y               N

60.
At any time did this partnership own directly 20% or more or own directly


or indirectly, 50% or more of the total voting power of all classes of stock


entitled to vote of any foreign or domestic corporation
Y               N

61
Was there a distribution of property or a transfer of partnership interest by


sale or death during the tax year?
Y               N

62.
Is this a publically traded partnership as defined in Section 469(k)(2)?
Y               N

63.  Did you purchase gasoline, oil, or special fuels for non-highway use vehicles?
Y
N


If yes, please provide gallons and type used for off-highway business purposes:


_________________gallons _______________ type

64.  Did you pay health insurance premiums for your employees this year?
Y
N

65   Did you qualify to take the Work Opportunity Tax Credit?  
Y
N


If yes, provide copies of certificates for employees of targeted groups and the


associated wages.

66.  Did you operate your business in more than one state?  
Y
N


If yes, please provide a list of the states in which you conducted business and


Provide a breakdown of the income and expenses by state.

67.  Did you receive a certificate from your state Commerce Authority and did your

business have a net increase in qualified employment positions in your state?
Y
N



MISCELLANEOUS QUESTIONS

1. Do you have a workmen’s compensation policy in force?
Y
N
Uncertain

2.  
Do you pay all payroll tax deposits in a timely manner?
Y
N
Uncertain

3.
Do you issue all required 1099 forms?
Y
N
Uncertain

4.
Do you file all required state and city sales tax reports?
Y
N
Uncertain

5.
Does your business have a foreign bank account, foreign owners, 
Y
N
Uncertain


or own an interest in a foreign company?

6. 
Do you file an unclaimed property report with the state by November 1st?
Y
N
Uncertain

· If no or uncertain, would you like us to prepare it this year?
Y
N

7.
Do you file use tax reports?
Y
N
Uncertain

· If no or uncertain, would you like us to prepare it?
Y
N

8.
Do you have concerns about employee fraud or theft?
Y
N
Uncertain

· If yes, would you like us to review your exposure to employee theft?
Y
N



(after April 15th)

If new to our services, please provide the following;


Copy of any promissory notes.

Copy of your business license.

Copy of Article of Incorporation/Organization, initial minute meetings, stock or member certificates.

Copy of application for employer ID number.

Copies of the last three years return, if not already in our possession

      Copy of the depreciation schedule from the prior tax preparer.
Please provide all information from the attached flowchart

PARTNERSHIP BUSINESS TAX RETURNS FLOWCHART
-INFORMATION TO PROVIDE -
                Plan  # 1

Please provide the following information:

1. Check stubs for 2022.

2. All bank statements for 2022.

3. All credit card statements for 2022.

4. List of business expenses paid personally.

5. Completed tax organizer.
Plan  # 2


Please provide the following information:

1. Create backup copy with 12/31/22 (or your fiscal year-end) closing date

2. In QuickBooks 2006 and later, please upload a backup Copy. Do not email.
3. Deliver on CD or flash drive or upload to our portal 
4. Password?_____________________
5. Copy of your Year-end payroll tax reports to include W-3/W-2s, all state unemployment reports, , include the first quarter of the prior year if you are new to us.

6. Copy of ALL months of the sales tax reports.
7. Completed tax organizer.
Plan  # 3


Please provide the following information:

1. Year-end Balance Sheet.

2. Profit & Loss Statement.

3. Detail Gen Ledger printout for year.

4. Trial Balance at year-end.

8. Copy of your Year-end payroll tax reports to include W-3/W-2s, all state unemployment reports, include the first quarter of the prior year if you are new to us.

5. Copy of ALL months of the sales tax reports.
6. Completed tax organizer.

	NEW ASSETS ACQUIRED SHEET

	Please complete if you have purchased any equipment, furniture, vehicles
fixtures or real estate 

	

	Business Name 
	Your Name
	 

	

	Asset Description
	Cost including expenses
	Date

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	

	 
	
	 
	
	 
	


EMPLOYEE FRAUD ALERT LETTER
Dear Business Owner:

As our engagement letter states, we are not engaged to detect fraud or any other accounting irregularities your employees may perpetrate. The purpose of this letter is to make you aware of the risk and mention a few minimal steps you should take to mitigate your risk. Because of the high number of recent occurrences of fraud, we are requiring that all business owners read and sign this page. An additional copy of this letter is enclosed for your records.

The statistics about fraud in small business from the Association of Certified Fraud Examiners (ACFE) are staggering:

1. 42% of all fraud originates in privately held businesses.
2. The average fraud loss in a privately held business is $123,000.
3. Two-thirds of frauds are from employees – only 12% had a criminal record.
4. Frauds take an average of 18 months to be discovered.
No system of internal control should be built on trust. Most small businesses have one “trusted” staff person, or co-owner, handling all their accounting and financial matters. You can reduce your risk of fraud by taking these simple steps:

1. Open the bank statement and credit card statements yourself.
Every small business owner should receive the unopened bank statement and review each check for authorized payee/signature, and approved electronic payments, before you give it to the bookkeeper. Ask the bank to send an extra copy to your home to make sure you don’t hold up the bookkeeping process. As the business owner, you should at a minimum open every bank statement and sign and date the statement before providing it to your bookkeeper for reconciliation. Do not sign the bank statement until you have thoroughly reviewed the statement including the images of every check and all other payments. Be sure all check signatures are valid and that all payments were authorized. If your bank does not provide images of all cleared checks, call them and add that service immediately. Please follow the same procedure for all credit card statements. 

2. Bonding and Background Investigation
Consider bonding employees who handle cash or perform financial procedures.

3. Required Vacation Time
Another simple procedure is to require all employees to take their vacation time. Either you or another employee should perform their duties during their vacation. This gives you an opportunity to see if they are doing something inappropriate. If they refuse or are hesitant to take the time off, that should be a warning sign. ACFE reports that companies with a job rotation/mandatory vacation policy report 61% lower fraud losses. 

4. Don’t let your bill payer reconcile the bank account.
The person who pays the bills should never reconcile the bank account. That is how they cover their tracks. 

5.  Owner Approval Before Accounts Receivable Adjustments

The business owner should have a policy that all Accounts Receivable (AR) adjustments should be approved by the owner. Either the owner or someone other than the bookkeeper should speak with a customer prior to approving an (AR) adjustment to confirm the customer did not pay the invoice. A common fraud can involve an employee depositing customer payments into their own bank account and then writing off the receivable.

6.  Limit Signing Authority

To segregate duties as much as possible only you, the owner, should sign checks. Avoid signature stamps. If an employee needs to sign checks for small purchases, keep a separate account with a minimal amount of cash in it. Do not grant the employee signature authority or the right to transfer money between your various bank accounts.

7. Attach scanned images to each transaction.
Most fraud occurs from check tampering – the bookkeeper changes the payee to themselves or a company they own. Reduce the risk of fraud by scanning the bill and linking it to each transaction inside your accounting software. This makes it harder to fake a bill.

8. Close the prior periods.
Most software has a way to lock down the prior periods. Once you produce a financial statement that period should be “closed”. This may reduce the risk of hiding a fraudulent transaction in a prior year.

9. Set up usernames and passwords for each user & restrict user access
.
Most software, including QuickBooks, has an audit trail report which can never be turned off. However, if your staff logs in as “administrator” you lose the ability to track who made what entry. Consider requiring monthly password changes.

10. Keep your ears and eyes open.
Fraud often originates because a person has a change in their circumstances that creates a real or perceived need. If you become aware that an employee is having financial or marital challenges, be extra cautious. By the same token, if they seem to be living beyond their means, you could be supporting their extra luxuries and not be aware of it!

11. Backup Data

While not really part of internal controls, regular off-site backup of your critical data cannot be overstressed. Be sure to perform a test of your system upon initiation and periodically. 

These simple steps do not cost much. Although a little more effort is required on your part, they can make the difference in being part of a growing statistic. 

My signature below indicates that I have read this document and understand the risk of employee fraud or embezzlement. I acknowledge that Legacy Tax & Resolution Services, LLC is not responsible to detect fraud or other irregularities. I agree to hold Legacy Tax & Resolution Services, LLC harmless from any losses I may incur from any such loss.

_______________________________  


____________

Signature






Date

_______________________________  



Print Name



Accounting Capitalization Policy for Taxpayers with or Without an Applicable Financial Statement (AFS) (as defined by Reg. 1.263(a)-1(f)(4))

Accounting Capitalization Policy for _____________________________

1. This accounting capitalization policy is effective as of 01/01/2022, and treats as an expense for non-tax purposes:

      (a) The amount paid for property that does not exceed $ 500 per invoice (or per item as substantiated by the invoice); or

      (b) The amount paid for property with an economic useful life of 12 months or less.
 

2. Pursuant to this policy, the amounts described in (1) above will be treated as an expense on the books and records.

_______________________________  


____________

Signature






Date

_______________________________  



Print Name



We input your 


Accounting records.

















You input your 


Accounting records on QuickBooks 





You maintain your 


Accounting records on software other than QuickBooks, Quicken, or Peachtree.
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