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APPENDIX A
Only fill out if filing an IR3/IR4/IR7/IR9 Return.  Have you got all your receipts, or written down all your expenses in the following categories?  For those of you we have provided books or spreadsheets for please ensure that you have entered everything you can claim.  If you’re not sure, call or email us.  If providing CDs or USB sticks, please ensure that they are PC compatible and use MS Word and Excel.  We don’t have Apple Mac.   We can receive your information by e-mail or as a file attachment (either as a Word or Excel file).  However, you must complete and sign the authority attached here and send it to us first.  DO NOT SEND US ZIP FILES, 90% CANNOT BE OPENED. Please action the following list and tick every relevant column before sending us your information.  If a column does not apply to you, leave it blank and we will ignore it.  
	Ticks
(()
	CATEGORY

	COMMENTS

	
	1.
TRAVEL 
            
	
Do you own TWO vehicles?
YES/NO    (please circle one)
If YES, you may claim one vehicle at 100% of all costs and nothing on the second vehicle (please separate your receipts before you give them to us).  

(NB:  If you have used two vehicles and have queries, please contact us before completing this.)

	
	1(a)
Motor Vehicle 

           Usage (MV)
NOTE:
You may either provide full receipts for all motor vehicle usage (see 1(b)), or a log book with all details on it where we will claim the IRD rate per km UNLESS you have two vehicles and are claiming one vehicle in full.  (see 1(a)(iii).

If you have not done a log book for two years, then you MUST complete one because if you are audited, the IRD will lower the percentage rate to 25% if you do not provide them with an actual log book, or limit your claim to 5000km at 74 cents per km. This covers all Motor Vehicle Costs.
Please note:  

Petrol is a claimable item.

(Over a quarter of our clients did not claim petrol as an expense in 2015!)
	(i)
Is the car you are claiming this year the same as the one you claimed on last year’s return?
YES/NO 

(ii)
If not, you must provide the following details:

Vehicle Sold (Make):
.……………………………………...

Sale Date:
…………………………………...

Sale Amount:                  $…………………….………………
Vehicle Bought (Make):
.……………………………………
Date Bought:                   
….………………………………...
Amount  **                       $
…………………….………………
(**not the net amount, if you trade-in) 

HP Interest Paid *:          $
…………………..………………..

(* PLEASE ENCLOSE COPY OF INVOICE/

  HP AGREEMENT), IF RELEVANT.
If you only used one vehicle for the year (and can’t claim 100%):
(iii)       What percentage did you use your car for business 

            ………%;  OR what was your total self employed kms 

……                ……….kms.  

   
What was your total kms traveled overall for the year……………………………. Kms (self employed and private kms)
(If you are providing total self-employed kms you must also provide your total overall kms, as we cannot work the % out otherwise)

	
	1(b)


	Motor Vehicle
(mv)
	Include:    
	Petrol, oil, repairs, car wash, expenses, registration, WOF, insurance, HP interest charges, tyres, damage, accessories, tune up, road user charges.

	
	
	
	
	


	Ticks
(()
	CATEGORY

	
	COMMENTS

	
	1(c)


	Other Travel
(ot)

	
	Include:
	Taxis, buses, trains, airfares, accommodation, meals outside of your home town (not hospitality), hired vehicles, specific parking costs, etc.  (Lunches when travelling are on you, breakfast and dinner are claimable).

	
	DO NOT INCLUDE MOTOR VEHICLE COSTS HERE, SEE 1(b) and 1 (a).
	
	
	You cannot claim meals in your own town as an expense.  They are a private expense unless you are claiming hospitality (see 2f), or unless you are working outside normal hours and cannot get home for a meal.

	
	2.        WORK RELATED
	
	Repairs relating to your instrument or tools of trade, e.g. if you are a drummer this would include all sticks, heads, skins, repairs and all new purchases of drum parts and accessories under $500; everything over that is capital which you need to add to your list of assets and give us.  (Please include blank CDs & DVDs in computer consumables).  Also include gym fees here if specifically related to fitness (especially singing) for music.  This includes Alexander Technique and other non ACC claimable fitness expenses.  (Note: if you are also claiming against Medical Insurance for these, they are not claimable.)  Major repairs are also claimed here as well, even if over $500.  Any new accessories under $500 are NOT assets.

	
	2(a)
	Repairs, Maintenance and, Accessories under $500

(RM)
	
	

	
	2(b)
	Insurances & ACC Levies
(IN) & (AC)
	
	Insurance paid on your equipment and tools (not house or car insurance – put these into your house & car costs).  Include public liability and income protection and ACC Levies here.
I have paid AC Levies this year     YES        NO     (please circle one)
If YES, you must send us your ACC Levy Invoice so we can assess if it is accurate or not – (also see New Stuff and FAQ’s).

	
	2(c)
	Professional Fees 
(PF)
	
	Fees paid for joining unions or organisations of relevance to your business; also legal fees, accounting fees, agency and management fees etc.  (We will also claim IRD late fees here.)   Our fees for this year will be included in this year’s tax return, so please don’t include it again in expenses as this is already claimed!

	
	2(d)
	Hireage (HR)
	
	Hireage of equipment, lights, PA systems, practice rooms and offices (not at home), computers, storage areas for equipment etc.

	
	2(e)
	Clothing /
Staging
(ST)
	
	If you have to buy special clothing for your work, you may claim that clothing (e.g. orchestral clothing, overalls, work boots etc).  If the clothing you buy can also be worn for private use, the IRD is not happy to allow you to claim; however, they are not objecting to claiming a percentage of clothing costs against self-employed earnings.  Therefore please only claim reasonable costs here.  (If we notice basic jewelry, underwear, socks and everyday clothes in this area, we will delete them!)
NOTE 1: commission sales people cannot claim clothing.

NOTE 2: Remember to claim dry cleaning and uniforms.


	
	2(f)
	Hospitality
(HO)
	
	This area is highly complex, however the one point the IRD is making is that you must give a name of the person or organisation that you are entertaining.  Please provide the total amount and/or receipts and claim 50%.  Remember most meals outside of your town are claimable under Other Travel, (except lunches).  Please show us clearly if the figure is already at 50% or we will claim 50% of the figure you give us).

	
	2(g)
	Promotions & Advertising 
(AP)
	
	Includes advertising on radio, TV, newspapers etc, publicity photos, CV’s, business cards, brochures and posters, recording demos, web site costs, sponsorship etc...

	
	2(h)
	Research
(RE)

	
	Includes the purchase of items to help your business i.e. cd’s, downloads, papers and magazines, Hireage of videos (including machine Hireage), sheet music, manuscripts etc.  Attending seminars, meetings, and master classes, lessons, etc.  Do not claim going to the movies, unless you are self employed in the film industry. You cannot claim the cost of going to a music course if that course has been funded by a student loan (e.g. for NZSM or Whitireia).

	
	2(i)
	Wages
(WG)

	
	All wages paid to people working for you, that you deducted tax from (not subcontractors).  Please provide a copy of all the monthly PAYE Summaries that you sent to the IRD during the year, as this figure must balance. (Applies mostly to companies).

	
	2(j)
	Subcontractors

(SC)
	
	For amounts paid to sound and light crews, stand-in musicians where no tax has been deducted, accompanists, door staff, managers etc. (not agency fees).

	
	2(k)
	Recording Costs
(RC)

	
	Did you have recording costs this year?               YES       NO
Is your recording project going to be sold?           YES       NO 
(If it is mainly for a demo, (i.e. NO) place the costs in Advertising, otherwise place all costs here.) If yes, you must fill out Stock (see page A/5 – Item number 5).

	
	3.
ADMINISTRATION
	This includes all stationery, postage, photocopying, account books, freight, couriers, typing, secretarial hire, meeting costs etc..

NB: Where you are having a meeting and paying for food, this is NOT Hospitality nor Other Travel and can be claimed within reason.

	
	3(a)
	Stationery, Postage etc.
(AD)
	
	

	
	3(b)
	Computer Software and Consumables

(CO)
	
	Computer software (under $500), repairs, accessories (under $500), cartridges, webcams, blank CDs and DVDs, etc.

NB:  All software and computer purchases over $500 are 
assets.

	
	3(c)
	Communications ion
(CC)
	
	Tolls, business phones, cellphones, pagers, Internet, faxes. (Do not include home phone line charges in this area. Place all home phone line costs in your studio/office area and remember private tolls are not claimable).


	
	3(d)
	Studio/Office
(SO)

	
	You are allowed to claim any area at home that you use to carry out your business, and thus any of the normal home expenses relating to your business.  This area should be specifically used for your business.  (Don’t claim food.)  

Please provide the following: (You must provide both figures)
· Your Total home area? …………………………………m2
· Your office/studio area? ………………………… m2
The information will give us the percentage we can claim of all your household costs.  IF THIS INFORMATION IS NOT SUPPLIED WE CANNOT START YOUR TAX RETURN.
Please provide us with your rent, telephone, electricity, gas, insurance, rates, house repairs, interest on mortgage (get this from your bank or mortgage lender), etc.
If you are in a flat with other people then the area percentage you can claim is not the area of the portion you use of the whole flat, rather it is percentage of the area you use for business of the overall area that you pay for (you generally don’t pay for the private areas of the other flatmates so do not include those areas) This makes your percentage bigger so make sure you do it correctly and/or give us the correct details so we can work it out for you. If you use a portion of your bedroom for an office/practice room, do not claim the whole bedroom, as it is obviously used privately as well. If you are teaching or hold band practices in your flat/house, make sure to add on a small percentage for the use of the bathroom and kitchen facilities, use of hallways and waiting areas for your clients
If you have any specific studio repairs or bought anything specifically for that room, you may claim these costs in full, so show these separately.

If your insurance covers motor vehicles as well, you must provide a breakdown of this so we can claim the correct amounts in the correct areas.
If you have moved several times in the last year, please COMPLETE DETAILS AS ABOVE FOR EACH PLACE LIVED IN.
You will need to give us the dates you moved in and out of each place and the new dimensions used so that we can look at your receipts and split them up for the new percentages based on the dimensions you give us. If you are providing a spread sheet or book, have worked out the percentages you can claim and are not providing receipts you will need to show each place you have lived in separately so we can provide the IRD with the correct information
THIS IS VITAL AND WILL OBVIOUSLY DELAY YOUR RETURN IF NOT PROVIDED. 



	
	3(e)
	Bank fees and interest
(BF) & (IT)

	
	· Please show Bank Fees separately to Bank Debit Interest as it is an IRD requirement.

· DO NOT put Mortgage Interest in here.  Put it in house costs.
· For HP Interest, please provide Hire Purchase papers.

	
	4.
DEPRECIATION This area is absolutely vital.

(Every year, this causes more problems than any other area. If left blank we will just update last year’s records, and if we have to re​-process due to no information provided, we will have to charge to re-do the return.)                                                              
(If you are GST registered and have claimed GST on the purchase of these items, you must put the net amount in the information you give us.)
If you are a new client please read the NEW CLIENTS PAGE before filling out this section.
New Asset = (AS)

DO NOT PUT ANYTHING IN UNDER $500.  AN ASSET IS ANYTHING $500 AND OVER – ANYTHING UNDER THAT CAN BE INCLUDED AS AN ACCESORY IN REPARIS (SEE 2a)
	
	IT IS REALLY IMPORTANT THAT YOU CHECK YOUR LAST YEAR’S DEPRECIATION LIST.
· Have you bought anything over $500?  YES / NO  (circle and if yes, provide information please).
· What? ………………………………………………

· How much? ……$…………………………………..

· When? (VITAL)…__ __/ __ __..(month/year)…..
· What? ………………………………………………

· How much? ……$…………………………………..

· When? (VITAL)…__ __/ __ __..(month/year)…..
· What? ………………………………………………

· How much? ……$…………………………………..

· When? (VITAL)…__ __/ __ __..(month/year)…..
· Have you sold anything since?  YES / NO (circle and if yes, provide information please). 

· What? ………………………………………………

· How much? ……$…………………………………..

· When? (VITAL)__ __/ __ __…(Month/year)..…..

· What? ………………………………………………

· How much? ……$…………………………………..

· When? (VITAL)__ __/ __ __…(Month/year)..…..

· What? ………………………………………………

· How much? ……$…………………………………..

· When? (VITAL)__ __/ __ __…(Month/year)..…..
If you bought something and Hire Purchase was involved, please attach the papers so that we can claim associated costs for you and please provide the interest figure paid for the year (or part thereof).

Interest paid on HP 1/4/2015 – 31/3/2016:  $_______________
Figures provided – YES / NOT APPLICABLE

(CIRCLE ONE PLEASE)

(USE A SEPARATE SHEET IF NECESSARY.)

	
	5.
	STOCK
(also see Materials over page) is included.


	
	If your business buys and sells products and you have stock on hand, you will need to provide details of your stock on hand and its value (especially CD stocks if you have recorded an album): also see 2k
(a)
Opening balance 1/4/2015:    $……………………….
(b)
Purchases made 
            $...................................
(c)
Closing balance 31/3/2016:    $………………….……


	
	5 (a)  MATERIALS
         (MA)


	Materials are items that are purchased and then onsold or utilised in manufacturing a product, or goods (e.g. manufacturing CDs for onsale or buying music books that you are going to onsell to your students).

	
	6.      REBATES

      (Donations and                                                                                                                   Receipts) and please note that child care and donations made to private educational institutions are no longer accepted by the IRD.
	Do you want us to prepare your rebate return for you?   YES       NO (please circle one)
If yes please provide all receipts from donations paid during the year. A donations receipt must have the word ‘donation’ on it and must be over $5. If you do not provide receipts, we cannot provide a return. Please keep these receipts separated from all other receipts you give us.  Bank statement A/P details are no longer accepted by the IRD. (See FAQs 5.)

	
	7.
	COMPUTERISED BOOKS
	(a) Yes, please contact me to set up a computerised spreadsheet for me on Excel ($220 + gst).
(b) No, I am happy to carry on as I am.

(CIRCLE AS APPROPRIATE)
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 THE TAPESTRY LABEL   
‘Bronze’, David’s third album was released in October 2008 to critical acclaim and also ‘Cellophane Veil’ by The Decoders, recorded and produced in London, was released in August 2008 fronted by Blake Feehan (son) now based in Hong Kong.  Both albums are available from us at $20 each, or $30 for both, let us know.  
David released his fourth album ‘Cuatro’ in July 2015.  Check this out on his Facebook page or log onto the Tapestry website to listen to tracks! You can purchase the new album through that site or by ordering your signed copy for $25 which we can deduct from your tax refund and send to you postage free.

YES         I would like to purchase a copy of David Feehan’s new album                                      

       ‘Cuatro’ $25 to be deducted from my tax refund.  
               (please circle YES, if appropriate).
SINGING LESSONS – Most of you are aware that we offer a comprehensive contemporary vocal tutoring service as well as tax advice.  We have 3 tutors, based in Kilbirnie, Newlands and the Kapiti Coast.  Our fees are reasonable and we have achieved remarkable results over 30 years.  If interested, contact us and we can set up sessions for you.

	
AUTHORISATIONS
· I have read this document thoroughly and understand what is required of me and that the onus is on me to provide all information requested to the best of my ability.
· I    






  (FULL NAME) instruct Tapestry Music Limited of 
Box 575 Wellington to prepare my tax return for the 2016 financial year.  

· I have supplied all information necessary for this engagement, as per Appendix A, Working For Families Questionnaire, and this checklist, and I am responsible for the accuracy and completeness of such information.  Your services are not intended to, and accordingly will not, result in the expression by you of an opinion on the tax return summaries insofar as third parties are concerned. 
· I authorise you to communicate with the appropriate Bankers, Solicitors, Finance Companies and other persons or organisations to obtain such further information as you may require in order to carry out the above engagement.  

· I authorise you to represent me in all communications with the Accident Compensation Corporation for all matters pertaining to ACC Levies and related information and queries arising from charges, and the Inland Revenue Department for all matters relating to this tax return and any related queries arising from its preparation and assessment.
· I accept the charge rates as outlined in the attached letter and undertake to pay all accounts charged to me within one month of the invoice date and understand that I will be liable for an initial charge of 10% after this plus any and all further charges required to collect unpaid accounts over one month outstanding.


	· I authorise TAPESTRY MUSIC LTD to bank, by automatic payment from the Inland Revenue Department, my tax refund and to deduct all monies owed to Tapestry Music Ltd by me and refund the balance for the period 1/4/2015 to 31/3/2016 and to pay my refund directly to my bank account as shown below.  (If not filled in or inaccurate your refund will be sent out by cheque).
· My account details are:

     BANK:  ____________________________ (is this a new bank account since last year’s return?)
    BRANCH:  ___________________________                 YES        NO        (circle one)
    ACCOUNT #  __ __ / __ __ __ __ / __ __ __ __ __ __ __ / __ __ __ 
(PLEASE WRITE CLEARLY)


	· I authorise Tapestry Music Ltd, to prepare my Tax Return on my behalf and send it to the Inland Revenue Department directly for processing.  In this I acknowledge that Tapestry Music Ltd has prepared my Tax Return to the best of its ability from the information I have provided and it is not liable for any omissions or errors that I may have made as per the “Authorisations” above, to any third party.  I will therefore sign my copy of the Tax Return on receipt from Tapestry Music Ltd as acknowledgement of that.
· SIGNED:_______________________                      DATE:_________________________________




