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LIST: Documents to bring – CORPO



Company Name: _________________________________

· Notice of Assessment federal AND provincial for the last year reported
· Last income tax - federal and provincial (new customers only )
· Last financial statements - federal and provincial (new customers only )
· If we don’t do the bookkeeping, trial balance or financial statements 
· If we do the bookkeeping : 
· Bank statements for all months of the period
· Credit cards statements for all months of the period
· Line of credit statements for all months of the period
· Sales invoices for every month of the period (even unpaid )
· Purchases bills for every month of the period (even unpaid )
· Forms ( FPZ- 500) for filing your GST/QST report
· Last GST/QST report filed
· Provide signed power of attorneys RC-59 & MR-69
· Deposit received : _______ (initials when payment is received)


Tips for preparing your documents
To help us process your file and allow you to save money :
1. You must file your documents to match monthly statements.
2. Only the company bank statements must be provided. NO personal statements should be provided (no personal bank account, no credit card statement, no line of credits statements must be provided). Please refer to point #7 for expenses paid personally.
3. Attach to each monthly statement (bank account, credit card, line of credit, etc...): all sales invoices / purchases bills appearing on this statement.
4. Please put the bills in the same order they appear in this statement and separate each of the bank accounts, credit cards or lines.
5. Please provide all sales invoices emitted during the period, even if only paid after the period. These are you receivables.
6. Please provide all expenses incurred in the period, even if only paid in another period. These are your payables.
7. Purchase invoices that are not listed on the statements of the company (either paid in cash or paid by the shareholder) must be combined in a pile. We will prepare an expense report for you.
8. If you want to prepare yourself your expense reports, ask for our model, we will supply it. When completed, simply print and clip on the bills.
9. If you have a PayPal account, please ask us our procedure to import / export data. We will explain how to provide correctly this information.
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