Documentation Required for Company Year-End Accounts Preparation

1. CSV Bank Statements & Year-End Balance PDF
Provide all business-related bank statements covering the accounting period and two months post year-end. Preferably, these should be in CSV format, with a PDF showing the year-end balance.
2. Income and Expense Analysis
Provide an Excel summary, or confirm that your bookkeeping software (e.g., Xero, QuickBooks, etc.) is fully reconciled and up to date.
3. Fixed Asset Purchases or Disposals
List details of any fixed asset purchases or disposals made during the year. Include supporting invoices.
4. VAT Returns
Provide copies of VAT returns filed in the year, unless they have been prepared by us.
5. Payroll Summaries
Provide payroll summaries for the year, if not processed by us.
6. List of Debtors and Creditors at Year-End
Supply a list of Debtors (amounts owed to you) and Creditors (amounts you owe).  Include any payments received or made after year-end as well.
7. Stock Summary
Provide a summary of stock as at the year-end date.
8. Work in Progress Summary
List any invoices issued after year-end relating to work completed or partially completed during the accounting period.
9. Post-Year-End Expenses
Include details of any expenses paid after the year-end that relate to the accounting period.
10. Personally Paid Business Expenses or Mileage 
Provide a list of any business-related expenses or mileage paid personally by you and not yet reimbursed.
11. Use of Home for Business
If applicable, please complete the separate "Use of Home" template (employee tab).
12. Dividends
Provide details of all dividends declared and paid during the year, including amounts and payment dates.
13. Board Meeting Minutes
Provide copies of any board meeting minutes held during the year.
14. Additional Information
Include any other relevant information that may help us understand business changes or events during the year.

