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	Client Name

	
	Balance Date




	Welcome
Thank you for taking the time to complete this. The information you provide helps us prepare your annual report and tax return accurately and efficiently.
Beside each item in the records checklist there are four tick boxes:
Attached: you’re including the document with this questionnaire (or will email it through with your reply).
In Xero: it is already in your Xero file and we can pull it from there.
To Follow: you don’t have it just yet but will send it shortly.
N/A: the item doesn’t apply to you.
If you haven’t given us a clear indication, either in Xero or in this questionnaire, we will be in touch to discuss in more detail.
Please return the completed form by email to your Mackay Bailey adviser, along with any attachments. If anything is unclear, just give us a call.


CONTACT DETAILS
Please update your details below if anything has changed since last year.
	Phone:
	

	Mobile:
	

	Email:
	

	Postal Address:
	

	
	

	Physical Address:
	

	Bank / Bank Manager:
	



	Terms of Engagement
This engagement is governed by Mackay Bailey Limited’s Terms of Engagement, available at www.mackaybailey.co.nz/engagement. By signing below, you confirm responsibility for all information provided and agree to these terms.



	Authority to Act
I authorise Mackay Bailey to:
Obtain financial records (bank statements, loan statements, dividend and interest certificates, ACC levy notices, insurance schedules and similar) necessary to complete my 2026 annual report and tax returns.
Act as my Inland Revenue Tax Agent for all tax types and communicate with IR on my behalf, including electronically.
Communicate with financiers, banks, solicitors, insurers and other advisers as needed to carry out this engagement.
Access my Xero file (where applicable) for the purpose of preparing the annual report and tax returns.



	Signature

	
	Full Name

	
	Date






GENERAL
	Would you like a draft copy of the annual report before it is finalised?
	Yes  /  No

	Would you like us to send a copy of your annual report directly to your bank?
	Yes  /  No

	Have your contact details, address or banking details changed during the year?
	Yes  /  No

	Have there been any significant changes in your business activities, ownership or structure during the year?
	Yes  /  No

	Are you using Xero (or another cloud accounting system) for the full year? If so, please confirm we have current access.
	Yes  /  No

	Would you like us to prioritise this work for any particular deadline (loan application, sale, etc.)?
	Yes  /  No



If yes to any of the above, please provide details:
	

	

	

	



RECORDS CHECKLIST
Most clients now use Xero. Where the information is already in your Xero file, simply tick the In Xero column and we can pull it from there. Otherwise, attach the document or note that it is To Follow.
	Document / Record
	Attached
	In Xero
	To Follow
	N/A

	Accounting System Backup
If you use desktop software (not online), please supply a current backup file.
	☐
	☐
	☐
	☐

	Bank Statements
A statement confirming the closing balance as at your balance date for each business bank account and credit card.
	☐
	☐
	☐
	☐

	GST Returns & Workings
All GST returns filed during the year, plus any supporting workings if not using an online system.
	☐
	☐
	☐
	☐

	FBT Returns & Workings
All quarterly or annual FBT returns and supporting calculations for the year.
	☐
	☐
	☐
	☐

	Accounts Receivable / Debtors
A list of all amounts owed to you at balance date (online system users can skip this).
	☐
	☐
	☐
	☐

	Accounts Payable / Creditors
A list of supplier invoices unpaid at balance date (online system users can skip this).
	☐
	☐
	☐
	☐

	Stock on Hand & Work in Progress
Stocktake sheets and WIP schedules — see the Stock on Hand section below.
	☐
	☐
	☐
	☐

	Loan Statements & Hire Purchase
Statements for all term loans, finance leases and HP agreements at balance date, plus copies of any new agreements.
	☐
	☐
	☐
	☐

	Insurance Schedule & Invoices
Premium summary and any insurance claim documentation received during the year.
	☐
	☐
	☐
	☐

	ACC Levy Invoices
Required only if not on our ACC administration service.
	☐
	☐
	☐
	☐

	Solicitor’s Invoices
All invoices received for legal services so legal fees can be classified correctly.
	☐
	☐
	☐
	☐

	Shares — Purchases & Sales
Buy / sell contract notes; statements showing dividends, PIE income and imputation credits.
	☐
	☐
	☐
	☐

	Cryptoassets
Wallet / exchange reports for all buy, sell, swap, staking and reward activity during the year.
	☐
	☐
	☐
	☐

	Rental Property Records
Bond lodgement, agent statements, interest certificates, repairs and maintenance, insurance, rates invoices.
	☐
	☐
	☐
	☐

	Major Asset Purchases or Sales (More than $1,000+GST)
Tax invoices for any significant asset purchase, sale or trade-in (see Major Transactions below).
	☐
	☐
	☐
	☐

	Donations Receipts
Receipts for donations of $5 or more to approved charities.
	☐
	☐
	☐
	☐

	Gifting Documents
Details of any amounts gifted, including loan forgiveness, to family members or trusts during the year.
	☐
	☐
	☐
	☐

	Inland Revenue Correspondence
Any letters, statements or notices received from IR that you would like us to look at.
	☐
	☐
	☐
	☐





STOCK ON HAND AND WORK IN PROGRESS
	Does your business hold stock? (If No, skip this section.)
	Yes  /  No



Count and value all stock on hand at your balance date. Prepare separate sheets for: stock purchased for resale, stock used in production, and stock you hold on consignment. Value stock at the lower of:

(i)  Cost
(ii) Market Selling Price

	Turnover under $1,300,000? 
If your stock on hand is estimated to be worth less than $10,000, you may use last year’s closing stock value as this year’s figure. Contact us if you’re unsure.



	Are the stock values GST-inclusive or GST-exclusive?  (Inclusive / Exclusive)
	Yes  /  No



	Date of stocktake:
	
	Value of stock on hand:  $
	



Work in progress (WIP) should also be counted and valued at balance date. Value WIP at cost of materials, direct labour and factory overhead, after deducting progress payments received. Do not include profit margins.

	Are the WIP values GST-inclusive or GST-exclusive?  (Inclusive / Exclusive)
	Yes  /  No



	Value of work in progress:  $
	



MAJOR TRANSACTIONS
Please supply documentation and invoices for any significant asset purchases, sales, capital improvements or property transactions during the year. This ensures we apply the correct tax treatment and maximise your depreciation claim.

	New for 2026 — Investment Boost (20% upfront deduction)
From 22 May 2025, businesses can claim an extra 20% upfront tax deduction on the cost of new productive assets, in addition to normal depreciation.
To make sure we capture this for you, please record the actual purchase date for every new asset (not just the invoice date). The Investment Boost only applies to the first owner (so generally not to second-hand assets) and excludes most residential buildings, land and intangibles.
If you’re unsure, list the item anyway and we’ll assess eligibility.



New Assets Purchased or Capital Improvements
	All asset purchase invoices are attached to the transactions in Xero (no need to complete the table below):
	☐  In Xero



	Asset Description
	Date Purchased
	Total Cost ($)
	New / 2nd Hand
	Trade-in / Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Assets Sold or Scrapped
Please refer to last year’s fixed asset and depreciation schedule, included with your prior annual report.
	All sale / disposal documents are attached to the transactions in Xero (no need to complete the table below):
	☐  In Xero



	Asset Description
	Date Sold / Scrapped
	Sale Price ($)
	Replacement Asset

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





MOTOR VEHICLES & FBT
	Logbook reminder
Inland Revenue requires a 90-day (three month) logbook every three years to support any business-use claim. If your last logbook is more than three years old, please complete a fresh one.
If a vehicle is provided for the private use of a shareholder-employee or employee, FBT (or a private use adjustment) usually applies.



	Period covered by your most recent 90-day logbook:
	



	Vehicle (rego / description)
	Total km this year
	Business km
	Fuel (petrol / diesel / EV / hybrid)

	
	
	
	

	
	
	
	

	
	
	
	



	Have GST private-use adjustments been processed for shareholder or owner private use during the year?
	Yes  /  No

	Are any vehicles available for the private use of shareholder-employees or employees? (FBT may apply)
	Yes  /  No

	If the vehicle is available for private use, how many days were exempt from FBT? (Days the vehicle was being repaired or days where the vehicle and/or user were out of town for business purposes).
	

	Have you bought or leased an EV or plug-in hybrid this year? (Different FBT and Investment Boost rules apply)
	Yes  /  No



PRIVATE USE ADJUSTMENTS
For each item below, please tell us the total amount paid during the year and the portion that should be treated as private (in either dollars or as a percentage). Indicate whether the figures are GST inclusive or exclusive.
	Expense
	Total paid $
	Private $
	Private %
	GST incl / excl

	Telephone
	
	
	
	

	Toll calls/international roaming charges
	
	
	
	

	Internet / data
	
	
	
	

	Goods taken for own use
	
	
	
	

	Other (specify):
	
	
	
	



USE OF HOME AS OFFICE
	Do you use your own home for business purposes (work from home)?
	Yes  /  No



When calculating your home office claim we will also review whether claiming the standard IRD rate is more beneficial.
If yes, please complete:

	Total area of home (m²):
	
	Area used for business (m²):
	

	Mortgage interest paid $:
	
	Rates $:
	

	Power $:
	
	Insurance (house & Contents) $:
	

	Repairs and maintenance $:
	
	Other home expenses (Please specify what) $:
	

	If renting, total rent paid $:
	
	
	



BUSINESS EXPENSES PAID FROM PERSONAL FUNDS
Please list any business-related expenses you paid from a personal account, and attach the supporting invoices or receipts.
	Paid to (supplier)
	Description
	Amount $

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



WAGES AND INTEREST PAID TO FAMILY MEMBERS
If wages have been paid to family members (with or without PAYE deducted), or interest has been paid to family members or trusts, please record the details below.
	Type (Wages / Interest)
	Family member / payee
	Relationship
	Amount paid $

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



CASH INCOME
	Have you received any cash income that was not paid into your business bank account?
	Yes  /  No



	If yes, total amount $:
	



Please attach any notes or workings showing how the cash income was calculated.

ENTERTAINMENT EXPENSES
	Have you incurred any entertainment expenses (food, drink, hospitality) during the year?
	Yes  /  No



Most entertainment expenses are only 50% deductible unless specific criteria are met. Please attach a summary of business entertainment expenses (a Xero account analysis is fine), or note here if it is in your Xero file:
	Entertainment expenses are clearly coded and supported in Xero:
	☐  In Xero


RESIDENTIAL RENTAL PROPERTY
	Update for 2026 — interest deductibility restored
Interest on borrowings used to acquire residential rental property is now 100% deductible from 1 April 2025 onwards. There is no longer any phase-out adjustment to apply for the 2026 income year.
The bright-line test is now a 2-year rule for sales of residential land on or after 1 July 2024. If you have sold (or signed an unconditional contract to sell) any residential land during the year, please tell us. We need the acquisition date and disposal date to assess whether bright-line applies.



	Did you own a residential rental property at any time during the year?
	Yes  /  No

	Did you buy or sell any residential land during the year (including bare land)?
	Yes  /  No

	Have you used the property for any private use during the year (e.g. family stay, mixed-use)?
	Yes  /  No

	Did you incur any major repairs, renovations or healthy homes compliance work?
	Yes  /  No



TRUST DISTRIBUTIONS AND BENEFICIARIES
	Reminder — 39% trustee tax rate
From 1 April 2024 the trustee tax rate is 39% on trust income that is retained by the trust. The lower 33% rate may still apply to low income trusts (under $10,000 trustee income) and certain estates and disabled beneficiary trusts.
If a trust distributes income to a beneficiary, the beneficiary is taxed at their own marginal tax rate. 
Please also forward us any emails or documentation you have received from the trust’s lawyer during the year, so we have a complete record on file.



	Did the trust make any distributions to beneficiaries during the year?
	Yes  /  No

	Have there been any settlements onto the trust during the year (gifts, loans, asset transfers)?
	Yes  /  No

	Have any loans owed to the trust been forgiven or repaid in part during the year?
	Yes  /  No

	Have there been any changes in trustees, beneficiaries, or the trust deed during the year?
	Yes  /  No

	Have you received any correspondence from the trust’s lawyer this year that we should see?
	Yes  /  No



CRYPTOASSETS
	Inland Revenue’s focus area
IR continues to focus on cryptoasset activity. Most crypto activity is taxable in New Zealand, including disposals (selling, swapping or spending crypto), staking and lending rewards, mining income and airdrops.
Please send through full transaction history from each exchange or wallet you used during the year. Tools like Koinly or CryptoTaxCalculator export reports we can use directly.



	Did you hold or transact in any cryptoassets during the year (including stablecoins and NFTs)?
	Yes  /  No

	Did you earn any staking, lending, mining, airdrop or reward income from crypto?
	Yes  /  No

	Did you use crypto to pay for goods or services, or accept crypto as payment?
	Yes  /  No



DIGITAL AND PLATFORM INCOME
Income earned through online platforms is taxable, even where the platform itself is based overseas. Please let us know about any income from sources such as Airbnb, Bookabach, Uber, content creation, online tutoring, dropshipping, freelance / contracting platforms or digital marketplaces.
	Did you receive any short-term rental income (Airbnb, Bookabach, Holiday Houses, etc.) during the year?
	Yes  /  No

	Did you earn income from ride-sharing or delivery platforms (Uber, Uber Eats, Hungry Panda, etc.)?
	Yes  /  No

	Did you earn income from content creation, social media, streaming or affiliate platforms (YouTube, Twitch, TikTok, Patreon, etc.)?
	Yes  /  No

	Did you earn income from freelance or contractor platforms (Upwork, Fiverr, Hnry, etc.)?
	Yes  /  No

	Did you earn income from selling goods online (TradeMe business, Shopify, Etsy, dropshipping, etc.)?
	Yes  /  No



If yes to any of the above, please attach the platform statements or income summaries for the year, or tick if these are already in Xero:
	Platform income statements are attached to the relevant transactions in Xero:
	☐  In Xero





COMPANY ADMINISTRATION
We will usually have attended to the necessary documentation for company changes during the year, but please confirm the following so nothing is missed:
	Have there been any changes in directors during the year?
	Yes  /  No

	Have any share transfers taken place during the year?
	Yes  /  No

	Are any share transfers likely in the coming year (this can affect Look-Through Company status)?
	Yes  /  No

	Have there been any related-party transactions (with shareholders, directors or associated entities)?
	Yes  /  No

	Have related-party transactions been entered in the company’s Interests Register?
	Yes  /  No

	Have there been any distributions or dividends paid to shareholders during the year?
	Yes  /  No

	Are any company vehicles available for the private use of shareholders, directors or employees?
	Yes  /  No



If you would like us to maintain the Interests Register or attend to any of the above, please note this in the comments section at the end.

OTHER MATTERS
	Have you made any gifts (including loan forgiveness) to family members or trusts this year?
	Yes  /  No

	Have you received an inheritance, gift or windfall during the year?
	Yes  /  No

	Have you taken on or repaid any loans from related parties (other than the bank)?
	Yes  /  No

	Are you aware of any IRD audits, reviews or risk reviews underway?
	Yes  /  No

	Have you received any income from overseas (foreign dividends, FIF, rental, employment)?
	Yes  /  No

	Have you contributed to KiwiSaver or other superannuation outside of payroll deductions?
	Yes  /  No





GOOD HOUSEKEEPING
A few things worth checking in on each year. Have a think about when you last reviewed each of the following, and tick the box if you would like us to revisit it with you.
	When was the last time you...
	Date last reviewed
	Discuss?

	...updated your will?
	
	☐

	...reviewed or updated your enduring power of attorney (EPA)?
	
	☐

	...reviewed your life and income protection insurance cover?
	
	☐

	...had a fresh look at your ACC cover (CoverPlus / CoverPlus Extra)?
	
	☐

	...reviewed your trust deed, trustees and beneficiaries?
	
	☐

	...reviewed your business ownership structure?
	
	☐

	...sat down to talk through your succession or exit plan?
	
	☐

	...set or reviewed business goals or a budget for the year ahead?
	
	☐

	...reviewed your KiwiSaver contributions and fund choice?
	
	☐

	...had a tune-up of your Xero file (chart of accounts, bank rules, integrations)?
	
	☐

	...reviewed how invoices and supporting documents are attached in Xero?
	
	☐

	...reviewed your payroll setup, including KiwiSaver, leave and payday filing?
	
	☐

	...checked that your business name, trading name and logo registrations are up to date?
	
	☐

	...looked at cyber security for your business (email, banking, backups)?
	
	☐





COMMENTS AND ADDITIONAL INFORMATION
Use this space (or attach a separate page) to record anything else you’d like us to know about: queries, plans for the coming year, items that didn’t fit anywhere above.
	

	

	

	

	

	

	

	

	

	

	

	



	Returning this form
Please email this completed questionnaire (along with any attachments) to your Mackay Bailey adviser. If you would prefer to drop the records in, we are at 109 Blenheim Road, Christchurch.
Thank you for taking the time to complete this. It makes a real difference to how quickly and accurately we can prepare your annual report.



www.mackaybailey.co.nz   |   Confidential
