
 
          

 
 
 



  
 
Dear Client:   
  
Your calendar year LLC or Partnership tax return is due March 15, 2020.  So you can meet this deadline we will 
need the following information in our offices no later than February 7, 2020:  
  
 Complete bank statements for ALL bank accounts for the entire year.   

  
 All business credit card statements for the entire year.  

  
 All lines of credit, commercial loan, and capital lease statements for the entire year. (Year- end loan statements)   

  
 Computer program backup media or Safeguard sheets or check stubs, depending on your method of bookkeeping.  You 

may also upload your digital accounting records to SHAREFILE.  Our Accountants will send you an invitation via 
email to securely upload a backup file into our Cloud Portal.  Scanned documents, such as bank and credit card 
statements can also be uploaded into Sharefile.  Please contact our firm with any questions.   

  
 Breakdown of deposits that are non-income based.  (Such as loans or funds contributed by LLC Members)   

  
 List of all assets acquired, disposed of or traded in during the year.  

  
 Copies of all sales contracts and loan agreements for the year.  

  
 Accurate balances of Accounts Receivable, Inventory and Accounts Payable as of 12/31 if applicable.  

  
 Copies of the declarations sheet for all insurance policies for the year.  

  
 All payroll information and year to date payroll reports if not prepared by our firm.  

  
 Subcontract Labor Forms 1099 and 1096   

  
 Statements on all investments for the year.  

  
 Mileage Log to substantiate business use of vehicles.   

  
  
Should you have any questions in preparing this information, please contact the business entity department.   
  

Sincerely,  

Elizabeth L. Boyer, CPA  
Managing Partner   
Business Entity Leader   

  
  
  


