Information requests and other client admin letters - request records to prepare accounts

insert client name and address
insert Reference
insert Date
Dear insert client name
Accounts - insert year/period end
It will shortly be the end of another financial year/period (delete as applicable) for your business.

In order that I may produce accounts as quickly and accurately as possible, I would be grateful if you could provide the attached information in respect of your business.

When you have all these documents, please bring them to this office so that I may commence work on your accounts.  Due to the strict deadlines imposed by HM Revenue and Customs and Companies House (delete as appropriate), I require these records before insert date. If this is likely to cause any difficulty, could you please give me a call so that I may ensure that there are staff available to do your accounts at the appropriate time.

Yours sincerely          
insert name
insert client name
List of records for accounts production for the period ended insert date 

	Record
	Tick when ready
	Received by accountant (date)
	Comments

	List of stock held at period end and related cost
	
	
	

	Details of cash held at close of business on the last day of the accounting period, including:

· Petty cash

· Unbanked sales/till takings

· Floats
	
	
	

	Details of all business debtors, along with their age
	
	
	

	Details of any standing payments (such as insurance) made, including details of:

· Payee

· What it relates to

· Period covered

· Amount paid
	
	
	

	Details of amounts you owe
	
	
	

	Details of any assets purchased in the year, along with any related finance agreements
	
	
	

	Details of any assets sold in the year
	
	
	

	Copy VAT returns for the period from insert date to insert date
	
	
	

	Accounting records maintained


	
	
	

	Other:

insert details
	
	
	



