
 

 
 
Happy Holidays! 
 
We sincerely hope you have had a wonderful year. Now it’s time to welcome you to tax filing season!  We 
have prepared this packet to provide you with a resource to use while gathering your year-end documents.   
 
We have continued to see growth in our client base of small businesses and self-employed individuals 
primarily by way of referrals from existing clients.  These are the referrals that we are most thankful for – 
our clients trusting us to assist their friends, co-workers, and families.  Thank you for your confidence! 
 
We have enclosed a checklist of items that may pertain to your business.   Please take a few minutes to 
review, and contact us with any questions you may have.  It is not necessary to schedule an appointment if 
you would prefer to send us your scanned documents electronically or via the secure portal at our website or 
by regular mail.  Our office is mostly paperless so everything gets scanned to a secure server for safe-
keeping.  If you send paper, original documents will be returned to you once your tax return is complete. 
 
Also included is our tax return engagement letter that outlines our agreement to prepare your tax returns.  If 
you have any questions regarding this letter, please feel free to contact us.  We will include a personalized 
engagement letter for your signature with your tax return.   
 
The primary focus of our practice is helping small business owners succeed in an ever-changing economy.  
Every client situation is different, so there is very little “one size fits all” guidance to be given. Please feel 
free to reach out to us anytime to schedule a planning session to review your business as well as its impact on 
your personal return. 
 
Thank you once again for entrusting us with your business.  We truly appreciate it.  Please feel free to 
contact us at the email or phone number below, or at our office suite in the North Dam Mill – 2 Main Street 
Suite 17-215 in Biddeford.  
 
 
Sincerely,  
 

 
 
Adam C. Hobson, CPA, MBA 
Hobson and Company, LLC 
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Business tax return checklist 

Below is a list of items that may be required to complete your business return.  If you have any questions, please feel 
free to contact us! 

 Back-up of QuickBooks file or detailed listing of income, expenses, assets, and liabilities 
 

 Schedule of any ownership changes in the business, such as new shareholders/partners etc. 
 

 December bank statements and reconciliations for each of your business bank accounts 
 

 If you have inventory,  the inventory balance at the year-end physical count 
 

 Copies of invoices for any new fixed assets purchased during the year 
 

 Schedule of any loans to/from owners/shareholders 
 

 Copies of any new loan agreements you entered into during the year, or changes to the terms of 
previously disclosed loans.  Also include a year-end statement showing the balance for all loans 
 

 Copies of payroll tax forms including federal (and state if applicable) 941, 940, W-3, W-2. 
 

 Please remember that S-Corp shareholders must be on payroll and be paid a “reasonable salary” and 
any health insurance paid for by you or the company needs to be reported on your W-2. 
 

 Schedule of health insurance, HSA’s, retirement contributions during the year of or planned 
 

 Vehicle data for company vehicles, or the number of business miles driven on your personal vehicle 
 

 Copies of any new leases entered into during the year 
 

 Out of pocket expenses you may have that are not included in your QuickBooks/financial data 
 

 Copies of Forms 1099 and 1096 that were sent to the IRS for non-incorporated businesses or 
individuals paid more than $600 during the year.  If you would like assistance with these please let us 
know as soon as possible.  1099’s must be sent to recipients by January 31st. 

 

 Copies of any notices received by taxing authorities 
 

 Any other information you feel may be relevant while preparing your return 
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