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	PRACTICAL BUSINESS RESOURCE
New Client Information Checklist
Information to prepare before working together.
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	This checklist helps collect the information needed to understand your business, review your accounts and set up practical support. You do not need to send everything at once — use it as a guide for what may be requested during onboarding.



	Before you send documents
Please do not email passwords, bank login details or sensitive identity documents unless a secure method has been agreed. If access is needed, it should be provided through the relevant software permissions or another secure process.



Client information
1. Business and contact details
	Information
	Details to provide
	Notes

	Business name
	Legal name and trading name, if different
	

	ABN / ACN
	ABN, ACN and registered business structure
	

	Main contact
	Name, role, phone and email
	

	Business address / service area
	Registered office, trading address or service area
	

	Website and social links
	Website, LinkedIn, Facebook, Instagram or other relevant links
	

	Preferred communication
	Email, phone, video call, in-person or other
	



2. Business structure and registrations
	Information
	Details to provide
	Notes

	Structure
	Sole trader, company, trust, partnership or other
	

	GST registration
	Registered / not registered / unsure
	

	PAYG withholding
	Whether the business has employees or withholds tax
	

	Industry
	Main industry, services and customer types
	

	Owners / directors
	Key people involved in business ownership or decision-making
	

	Advisers
	Current accountant, tax agent, bookkeeper, lawyer or broker, if relevant
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3. Accounting system and financial records
	Information
	Details to provide
	Notes

	Accounting software
	Xero, MYOB, QuickBooks, Excel, other or none
	

	Access
	Whether access can be provided through adviser/user permissions
	

	Bank accounts
	List of business bank accounts, credit cards, loans and merchant facilities
	

	Recent reports
	Profit and loss, balance sheet, aged receivables, aged payables
	

	Chart of accounts
	Existing account categories, if available
	

	Current issues
	Known problems, backlog, messy records or unreconciled transactions
	



4. Sales, customers and invoicing
	Information
	Details to provide
	Notes

	Sales process
	How invoices are created and sent
	

	Payment methods
	Bank transfer, card, cash, direct debit, online platforms or other
	

	Major customers
	Key customer types or important accounts
	

	Outstanding invoices
	Aged receivables report or list of unpaid invoices
	

	Recurring income
	Subscriptions, retainers, regular service fees or contracts
	

	Sales platforms
	POS, booking systems, e-commerce or other systems
	



5. Expenses, suppliers and records
	Information
	Details to provide
	Notes

	Expense records
	How receipts and invoices are stored
	

	Supplier bills
	How bills are received, approved and paid
	

	Recurring costs
	Subscriptions, insurance, rent, software and other regular costs
	

	Loans and finance
	Loan statements, finance agreements or asset finance details
	

	Asset purchases
	Vehicles, equipment, computers or other major purchases
	

	Private-use items
	Any expenses with mixed business/private use
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6. Payroll and team information
Skip this section if you do not have employees or contractors.
	Information
	Details to provide
	Notes

	Employees
	Number of employees and pay frequency
	

	Payroll system
	Software used for payroll and Single Touch Payroll
	

	Superannuation
	Clearing house or super payment method
	

	Leave records
	Annual leave, personal leave and long service leave tracking
	

	Contractors
	Contractor arrangements and payment process
	

	Payroll concerns
	Known issues, late super, awards or classification questions
	



7. BAS, tax and compliance information
	Information
	Details to provide
	Notes

	BAS history
	Recent BAS lodgements or due dates
	

	ATO access
	What access exists and who currently manages lodgements
	

	Tax agent relationship
	Current tax agent or intended tax support through Platinum Accounting Australia
	

	GST/PAYG questions
	Known questions or areas requiring review
	

	Prior-year returns
	Whether prior-year accounts or returns may need review
	

	Deadlines
	Upcoming lodgement or payment dates
	



8. Goals and support needed
	Information
	Details to provide
	Notes

	Immediate priority
	Clean-up, regular bookkeeping, reporting, BAS support, advisory or other
	

	Pain points
	What is currently frustrating or unclear
	

	Reporting needs
	What information you want to see each month/quarter
	

	Cash flow concerns
	Known seasonal issues, tight periods or upcoming commitments
	

	Growth plans
	Hiring, new services, investment, expansion or funding needs
	

	Preferred support style
	Done-for-you, review/check-in, training, advisory or a mix
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Helpful documents to have ready
	Document / item
	Notes

	☐  Recent profit and loss and balance sheet reports
	

	☐  Bank statements or software access for business accounts
	

	☐  Recent BAS statements and ATO payment summaries, if relevant
	

	☐  Payroll summary reports, if you employ staff
	

	☐  Aged receivables and aged payables reports
	

	☐  Current chart of accounts or account categories
	

	☐  Loan, credit card and finance statements
	

	☐  Major supplier invoices or asset purchase documents
	

	☐  Any notes about known issues or questions you want resolved
	



	What happens next
After reviewing the information, Hyndes Advisory & Accounts can identify the most practical starting point. This may be a clean-up, monthly bookkeeping support, management reporting, advisory support, or coordination with the appropriate tax provider.



	Important note
This checklist is general information only. It is not tax, legal or financial advice. Tax services, where required, are provided through the appropriate registered provider. You should seek advice based on your specific circumstances before making decisions.
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