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This packet is made to make the onboarding

process as straight forward as possible. 

Please look through the packet and fill it out

to the best of your ability. This information is

crucial for us to be able to start on your

account. 

A lot of the information is sensitive and

personal. We don't expect you to risk emailing

it to us. You may either bring it into the office

in person or please ask us about setting up a

Taxdome account. 

R & I Tax and
Bookkeeping Services, INC

WELCOME TO

Taxdome is free for you. It's a secure and convenient way to share and store
documents. All we need is your email address to create an account for you.

Once you're invited, you'll receive an email asking you to create a login. 
 

When you're logged in, you may upload this document and other pertinent
business documents and logins



Plan
THE ONBOARDING

Welcome! 
Is your appointment booked or did you already
have your appointment with us? 

Fill out this client packet

Send the packet to us, either by coming in
person or uploading to Taxdome

We will look over your packet and give you an
price for services

We will put the price in an agreement which
you will need to look over and sign before we
begin work on your account

We will collect a deposit for your account
and/or set up a payment plan

You will upload additional documents to
Taxdome- Documents we need to start work on
your account such as bank statements,
spreadsheets, login information, employee
payroll information etc. 

We will take care of it for you. Welcome
onboard! 



Accounting software set up
Bank reconciliation
Business income tax preparation
Small business setup 
City tax filings
Estimated tax consultation
EFTPS set up 
Federal & state reporting
Financial statements
Full charge bookkeeping services
General ledger set up & clean up
License renewals
Non-profit income tax preparation
Payroll processing & set up 
Payroll tax preparation & filing

Personal income tax preparation
State sales tax filings
Tax planning & compliance
Year end reporting- W2, 1099 

Please check off all the
services you need

SERVICES WE PROVIDE



Owner(s) Information

Full Name: __________________________________________

Title: _______________________________________________

City: _____________ State:___________  Zip Code:_________

Social Security Number: ________ ____ ____________

Phone:___________________ 

Email:_____________________________________________

Percentage of ownership:_________ 

Address:_________________________

If there's a partner: 

Full Name: __________________________________________

Title: _______________________________________________

City: _____________ State:___________  Zip Code:_________

Social Security Number: ________ ____ ____________

Phone:___________________ 

Email:_____________________________________________

Percentage of ownership:_________ 

Address:_________________________



Company name: ______________________________________

Address: ____________________________________________

City: _____________ State:___________  Zip Code:_________

Phone:___________________  Fax: ______________________

Email:___________________  Website: ____________________

Sole proprietor____ 
Limited liability____ 
Corporation____
C or S Non-profit_____

Business Information

CONTACT

Brief Description of what your business does:

___________________________________________________

BASICS



Is the company up to date on state filings for licenses?
___________________________________________________

When was the last reporting of Federal 941 filings?
___________________________________________________

Business Information

Tax identification number (EIN):_______________________

Washington Business License Number (UBI):_________________________

Date the Business Started:_________________________

Does your company have Labor and Industries L&I)
___________________________________________________

What is your fiscal year? (Jan 1 to Dec 31)
___________________________________________________

Have you applied for EFTPS system? (941 filings)

___________________________________________________



How did you find our business? _________________________________________

Have you worked with an accounting firm before? Yes____ No____

What was your gross sales last year? _____________________________________

Do you currently have a CPA or an Accountant? Yes____ No____

When was the last time you filed federal taxes for business or personal or both? ______

________________________________________________________________

Have you ever gotten financial statements? ________________________________

Do you understand what profit and loss is?_________________________________

Do you know what a balance sheet is?____________________________________

Do you have an operation manual for your business?__________________________

Do you have a marketing team or production manager?________________________

Do you have a budget for your business?___________________________________

Is their more than one location for your business?_____________________________

Did you receive PPP loans?_____________________________________________

Did you receive SBA loans?_____________________________________________

Do you do a service or a retail business?___________________________________

When does your license renew for your business?_____________________________

Are you going to be an loan applications soon?______________________________

Will anyone in your firm be assisting us in gathering your financial documents? 

 _______________________________________________________________

Service Questions



Are you current with federal and state taxes? _______________________________

Are you current with all payroll taxes? _____________________________________

Do you process your own payroll?________________________________________

How often are employees full time or part time and contractors paid?_____________

weekly_________ bi-weekly_________ semi-monthly_________ monthly_________

Do you pay 941 taxes for current employees on payroll? ________________________

Does your payroll software pay your taxes for you? 941, LNI, EMP Sec, Paid sick leave,

etc.______________________________________________________________

Have you ever filed bankruptcy?_________________________________________

How has your company been keeping up with your financials?___________________

How long have you been in business?_____________________________________

What does your company do?___________________________________________

Have you had an audit of your financials recently?____________________________

What are some of the challenges you have had in your business?_________________

_________________________________________________________________

_______________________________________________________________

Number of Employees:___________________

Number of independent contractors:___________________________

Service Questions



Date______________     Client's Name___________________________________

Name of bank________________     Business______________________________

Log-in_________________________    Password__________________________

Account Number______________     Routing Number________________________

Account Number______________     Routing Number________________________

Account Number______________     Routing Number________________________

I_______________________________________________hereby give R & I Tax

and Bookkeeping Service, INC access to my online banking service ONLY to obtain

monthly bank statements in order to maintain my monthly bookkeeping services. My

information will not be used for anything other than obtaining monthly  statements.

____________________________                 ____________________________

Signature                                                               Print name/ title

Date  

____________________________                                                          

Please add RITBSINC@gmail.com as a email to receive
multifactor authentication notifications. 

this will allow us to get pertinent financial information without continually asking you
for verification codes. 

Banking Authorization

WE NEED TO ACCESS YOUR BUSINESS BANK ACCOUNTS
ONLY TO OBTAIN MONTHLY STATEMENTS TO PERFORM
BOOKKEEPING/ TAX SERVICES.



Name of Accounting Software:____________________________

Username:________________ Password:___________________

Department of Revenue:
________________________       ________________________

Labor & Industries:
________________________       ________________________

Employment & Security:
________________________       ________________________

EFTPS:

________________________       ________________________

Pin:_________

Accounting Software Authorization

DO YOU USE ANY ACCOUNTING SOFTWARE?
IF YES, PLEASE SHARE LOGIN INFORMATION SO WE
MAY PERFORM ACCOUNTING/TAX SERVICES

IF YOUR BUSINESS IS REGISTERED AND OPERATING
THEN YOU WILL HAVE LOGINS FOR THE ACCOUNTS
LISTED BELOW. WE WILL NEED LOGIN INFORMATION
TO FILE FOR YOU.



Bank Name:__________________________________________ 

Job Title:____________________________________________

Employee Name:______________________________________

Address:_____________________________________________ 

Phone:______________________________________________

SSN:____________________    Date Hired:_________________

Birthday:_________________

Routing + Transit:______________________________________

Bank Account Number:__________________________________

Payroll Information

EMPLOYEE INFORMATION
PLEASE FILL OUT FOR EVERY EMPLOYEE
WE WILL ALSO NEED THEIR: 

Copy of driver's license
W4
I-9








