
P:\SWC MANAGEMENT\Administration\Standard forms\NEWCLNT1.DOC

New client questionnaire (incorporated)
Company name…………………………………………………………………………………….

Desired names (if not yet formed) .......................................................................................

Registered office
...................................................................................................................

Trading address (if different)
.................................................................................................

Business telephone number…………………... Business fax number...............……...…

Business e-mail ………………………………… Business website ……………………….

Mobile ………………..…………………………. Private telephone ……………………… 

Shareholders:

Name Address % shareholding
………….………………. ……………………….………………………. …………
………….………………. ……………………….………………………. …………
………….………………. ……………………….………………………. …………
………….………………. ……………………….………………………. …………

Company officers details:

Name………….………………………… Name………….…………………………

Address………….…………………….. Address………….……………………..

………….………………………………. ………….……………………………….

………….………………………………. ………….……………………………….

………….………………………………. ………….……………………………….

Date of birth………….……………….. Date of birth………….………………..

NI number………….…………………. NI number………….………………….

Position(director/company secretary) Position(director/company secretary)

Preferred  year-end date (if a new business) ………….………………..
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Existing businesses only

Company No   ….………………..             Date of incorporation ………….……………

Name and address of previous accountant/auditor
...................................................................................................................
...................................................................................................................
Please note we are obliged to make contact under our rules of professional conduct.

Have the previous auditors resigned Yes/No

Corporation tax reference ………….……………PAYE reference  ……….……………

VAT number  ………….……………VAT Retail scheme (if used) ..…….......          

Number of employees ………….……………

Type of business
...................................................................................................................

Existing records – please specify how the records are currently kept and any software
used
.......…........................................................................................................…………….
....................................................................................................…………...........………….
.................................................................................................................……………….…..

Please return completed form to:

SWC Management Services Ltd
CPM

The Manor
Haseley Business Centre

Warwick
United Kingdom

CV35 7LS

Tel: 0870 991 9000
Fax: 0870 991 9001

E-mail :admin@swcms.com
www.swcms.com
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Official use only (do not complete)

Discuss with client how he can improve his/her record keeping to save us work and
therefore him/herself money.  Record on a separate page any suggestions made and
ensure that these are put to the client in writing once clearance to act has been received.

Wages:Number of employees  .................................................................................

Who will be doing wages   ...........................................................................

US

Record the decision made as to how we will
be given the basic information from which
we will prepare the wages and how they will
be paid

.....................................................

.....................................................

.....................................................

.....................................................

.....................................................

CLIENT

Ensure client understands:

P45's
P46's
SSP
SMP
Tax and NI tables
P11D's
Benefits in kind

Seminar for payroll staff

Name of bank .............................................................  Overdraft limit
.................................

Name of solicitor
...................................................................................................................

Complete:     Risk assessment schedule - Form 64-8

Note any estimates of fees given.

Obtain company search if appropriate.



64-8

Authorising your agent
Inland Revenue reference

It is important
that you

complete these National Insurance number
boxes so we
can note our

record

Please read the notes on the back before completing this authority.

This authority overrides any earlier authority given to the Inland Revenue.  We will hold the information
you give us until you tell us that the details have changed.

I, _________________________________________________________ (please print your name)

authorise ___________________________________________ (please print your agent’s name)

to act on my behalf in connection with any matters within the responsibility of the Inland Revenue

Signature _________________________________________ Date _____/_____/_____
(please see note 1 on the back before signing)

Please give your details here Please give your agent’s details here
Full address  _________________________
____________________________________
____________________________________
_________________ Postcode __________
Telephone number ____________________
(If you are willing for us to contact you by phone)

Full address  _________________________
____________________________________
____________________________________
_________________ Postcode __________
Telephone number ____________________
Fax number __________________________
Agent’s reference _____________________

Only for customers who have Self Assessment Tax Returns (not including companies)

If you use a paper version of the Self Assessment Tax Return, we will send your Statement of

Account to you, but if you would like us to send it to your agent instead, please tick this box

Please note, if your agent sends your Tax Return electronically, we will send a paper version
of your Statement of Account to you, and your agent will receive an electronic copy.

After you have completed this form, please send it to your Inland Revenue office.

For official use Please “4” Initials Date
� Customer’s records noted – please complete Tax ___________ ____/_____/____

the relevant boxes opposite

Please “4” NICs ___________ ____/_____/____

� Form(s) 64-6A issued
Tax Credits ___________ ____/_____/____

______________ ______/_______/________
Initials Date Others ___________ ____/_____/____



64-8

1 Who should sign the form

It depends who the authority is for.  See the table below.

Who the authority is for Who signs the form

Yourself (for your personal tax) You

Companies The secretary or other responsible officer of the company

Partnerships The partner responsible for the partnership’s affairs.  It

applies only to the partnership.  Individual partners need

to sign a separate authority for their own affairs.

Trusts One or more of the trustees.

2 What else you should do

· If you have more than one agent acting with us on your behalf, please sign one of these forms
for each one and send them to us with a letter telling us which agent deals with what for you.  If
you deal with more than one Inland Revenue office, please send it to just one office and we will
pass on the information.

· If your agent doesn’t deal with all your Inland Revenue affairs, please send a letter with this
form giving us details of those that they do deal with.

3 What the Inland Revenue does

· Once we have received your completed form we will start sending letters and forms to your
agent.  But sometimes we need to send them to you as well as, or instead of, your agent.
Contact any Inland Revenue office if you would like information about what will be sent to you
and/or your agent.

· We don’t send anyone completing a Corporation Tax Self Assessment return a Statement of
Account.

· We don’t send National Insurance statements and requests for payment to your agent unless
you have asked us if you can defer payment.

4 Data Protection Act

The Inland Revenue is a Data Controller under the Data Protection Act.  We hold information for the
purposes specified in our notification made to the Data Protection Commissioner, and may use this
information for any of them.

We may get information about you from others, or we may give information to them.  If we do, it will
only be as the law permits, to

· check accuracy of information

· prevent or detect crime

· protect public funds.

We may check information we receive about you with what is already in our records.  This can include
information provided by you as well as by others such as other government departments and agencies
and overseas tax authorities.  We will not give information about you to anyone outside the Inland
Revenue unless the law permits us to do so.
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STANDING ORDER MANDATE 
 
 
 

Your   Bank: ________________________National Westminster Bank PLC___________________      
 
Address _________________________________Royal Priors, Leamington Spa_______________ 
 
 Bank Branch 

 
Sort Code 

Please pay National 
Westminster Bank 

Leamington Spa 
 

60-12-35 

 Beneficiary's name Account No. 
for the credit of SWC Management Services  

 
65228812 

 Regular amount 
in figures 

Regular amount in words 
 

the sum of   

 Date and amount of first payment 
 

 Due date and 
Frequency 

commencing _____________ 
* now 

 and thereafter 
every 

Month 

 Date and amount of last payment 
 

  

* until 
 

  * until you receive further notice from 
me/us in writing 

quoting this reference  and debit my/our account accordingly. 
 

 
This instruction cancels any previous order in favour of the beneficiary named above, under this reference. 
 
Special instructions: 
 

Your Account Name  Account No. 
 
 

  

 
Signature(s) ________________________________              Date _______________ 
     
 
 
                    ________________________________ 
 
 
 
 
* Delete if not applicable 

P:\SWC MANAGEMENT\Administration\Standard forms\STDORDER.DOC 


	Existing businesses only



