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QUESTIONNAIRE: New client – CORPO

Company name: ______________________ 				Deposit date: _________               Financial period: ___________ to _____________			
Company information

Locality of constitution: ____________
Date of incorporation: ______________
Fields of activity: _______________________________________________
Eligible to R&D? _________________________

Contact:  
Client representative: _____________________
Phone number: ________________ 
Email*: ________________________________________ 
* * For purposes of government correspondence as well as for sending information on our part. .
Mailing address: ___________________________________________
Headquarter address: ___________________________________________

Identifiers: 
· Federal business number (9 numbers) 			:_______________   
· Québec business number (REQ) (10 numbers) 		:_______________  
· Revenue Québec identification number (10 numbers) 	: _______________  
· GST/QST method (circle) : Detailed (default)  OR  Quick  OR Not registered 
· If you used a Home Office, please provide the amount to claim : ___________________$
· Please provide the number of kilometers travelled for business :  ___________________KM
· Were there any changes in the shareholding? 		                ___________________
· Please provide the inventory at the end of the period:      	    ___________________$
· Number of worked hour by employees during a financial year :   ___________________
· Number of worked hour by shareholders during a financial year :___________________
· Number of worked hour by employees during : This year : ________  Prior year_____________
· Number of worked hour by shareholders during : This year : ________  Prior year_____________
· Please provide work-in-progress at year end (work-in-progress is work engaged but not yet billed to the client) :_________________$
· Have you had any bad debts? :  	□ YES  □ NO if yes give details
· Do you own more than 100 000$ of foreign assets (including with Canadian broker)? □ YES  □ NO
· Is there any other company associated with this company? □ YES  □ NO
· If yes, provide a diagram.


Please fill in the following for each shareholder and / or administrator :

	Shareholder / Administrator
	SIN
	Position
	Address
	% shares

	
	
	
	
	

	
	
	
	
	



Detail of services required


	Services
	Not required
	Montly
	Quaterly
	Annualy
	Every pey period
	When an employee leaves

	Bookkeeping 
	
	
	
	
	
	

	GST-QST report
	
	
	
	
	
	

	Prepare pay of employees
	
	
	
	
	
	

	Payroll deduction to remitt
	
	
	
	
	
	

	Prepare T4, RL1 and summaries
	
	
	
	
	
	

	Prepare T5 and summaries
	
	
	
	
	
	

	Prepare records of employment
	
	
	
	
	
	

	Income tax return
	
	
	
	
	
	

	Annual tax planning
	
	
	
	
	
	

	Followups to client about all deadlines and due dates
	
	
	
	
	
	

	Coordinate certifications with external partners
	
	
	
	
	
	

	Incorporation and administrative start 
	
	
	
	
	
	





Contract of service

The present contract is concluded between:

The accounting firm Impots ici! Inc., situated at 825 Laurier East, Montreal (Quebec) H2J 1G2, represented by JEAN - CYRUS OULAI, hereinafter called the « service provider ».

AND: 

__________________________________, hereinafter called the « the client », whose coordinates figure in the « Company Information » section, represented by _____________________

(The client and the service provider are hereafter called « the parties »)

WHEREAS the parties are entitled to exercise all the rights required for the conclusion and implementation of the agreement recorded in this contract;

WHO AGREE AS FOLLOWS:

1. Object of contract
The work of the service provider concerns fiscal and accounting services. The work for a current specified tax year to be done will be designated in the « Mandate » section of this contract. The mandate is detailed in the « Detail of Mandate » section of this document. This contract is valid for all current or future work done. This contract will be used as a contract model for any future interaction between the two parties.

2. Resources made available for the service provider
The client will provide all the information and documents necessary for the service provider to accomplish his mandate. If the client does not provide all necessary information and documents within reasonable time, the service provider does not guaranty to accomplish the mandate in the agreed delay.

3.  Deposit
The client will provide a deposit for the service provider. During the advancement of the mandate, the service provider will invoice the client with all work done. The service provider can demand an additional deposit if the current work done will go over the initial deposit.

4. Billing, interests and collection
We mainly work at an hourly rate for all types of mandates including bookkeeping. However, certain types of mandates have a minimum amount billed to which will be added the working time for our any other related interventions (if applicable).

· Tax reports (T2)
· Co-ownership associations and small NPOs: $ 500 minimum
· Small incorporated businesses (Gross sales of less than $ 30,000): $ 500 minimum
· Other incorporated companies and NPOs: $ 800 minimum
· GST/QST return: $ 150 minimum

In the eventuality where an invoice is not entirely covered by the deposits, this invoice is payable immediately. Any invoice unpaid for more than 15 days bears interest at 18% interest rate, capitalised monthly. Any collection fees of any nature will be added to the invoice. 

A minimum of 60$ fees for documents storage will be charged if you don’t pick-up your physical documents in a period of 30 days following the issue of our invoice.

5. Calculation of cost and conditions of payment
The total cost for all work done by the service provider will be calculated in relation to total time spent on the mandate by different employees in respects to their personal hourly fees. The price can change without notice, however the current mandate will be finished using the rates established at the deposit of the documents. It is the clients’ responsibility to know the hourly rates when the client deposits his/her documents.

All work which goes beyond the expertise of the service provider will be entrusted to external experts, with the approbation of the client. The client will be obliged to pay the fees charged by the external expert. The service provider does not take any responsibility for work done by any external party.  

6. Termination of contract
In case of contract termination, all ongoing work will be billed at our hourly rate, even if the mandate is not finished.

7. Clause of confidentiality and non-divulgation
The service provider will treat all information of the client with the strictest confidentiality standards and never disclose any information to a third party. This includes information and documents provided by the client or any document produced from information or documents provided by the client. Also, the client has the right to any information in relationship with his file at any time.

8. Sharing of information with EB conseil fiscal
The client consents to the information disclosed to the service provider being shared with EB conseil fiscal Inc. This allows us to better serve you: EB conseil fiscal’s tax masters can then assist on complex tax matters if needed.

9. Attribution of jurisdiction
This contract is governed by the laws of the province of Quebec. All litigation between the parties relative to the interpretation or the application of the contract which cannot be handled in a friendly manner will be reported to the appropriate court of the city of Montreal.

10. Personal guaranty from the administrators 
The clients’ representative who signs this document personally guaranties payment of all fees related to the accomplishment of the mandate designated by this contract. Any legal actions can be directed towards the individual personally and the company.

11. Limited warranty of quality
The service provider is committed to providing the client with the highest standard of quality. The service provider guaranties to treat adequately all given information. In case of error, the policy of the service provider is to make all the necessary adjustments to rectify the error, including any follow-up (if needed). In case of any penalties, interests and fees charged to the client, the service provider will pay the amount leading to the date of discovery of the error. The service provider is not responsible for any error due to any information not given by the client, even if it wasn’t asked for. It is impossible to cover every situation with the service provider’s questionnaire, it is the responsibility of the client to give all pertinent information to the service provider.



12. Signature 
Made in Montreal, in two separate original copies. Each party acknowledges that it has signed and received their copy with the acceptance of the terms and conditions of this contract.
	
	
	

	Client representative
	
	Date

	
	
	

	Service provider representative
	
	Date






image1.png
Impotsiicil

@ Notre expertise a votre service





