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NEW CLIENT INFORMATION QUESTIONNAIRE

(Please answer all questions completely and provide requested
documentation to facilitate preparation of proposal.)

Date: ________________ Business Development Representative:_________________________
Legal Business Name: _________
Type of business: Sole Prop. ____ Corp. ____ L.L.C. ____ P.C. ____ Partnership ____
Federal Tax Identification Number (EIN) _______________ State Tax No. __________________
Address:___________________________________ City, State, Zip _____________________
Secondary Location: ___________________________________________________________
Client Contact: Title:
Phone Number: Fax Number:__________________________
Description of Business: ________________________________________________________
Number of years in Business: ____________________________________________________
Do you feel you are personally protected by your business structure: ____________________
What are your greatest fears that you face in your industry: ____________________________
______________________________________________________________________________
______________________________________________________________________________

*Please provide copy of most recent quarterly Tax and Wage Report if available:
Current SUTA rate: ______
Pay Frequency: Weekly: ____ Bi-weekly: ____ Semi-Monthly: ____ Monthly:____
Pay Type: Commission: ____ Salary: ____ Hourly: ____
Number of Employees: Gross Monthly Payroll:________________
Current method of processing payroll: PEO: _____ Payroll Service: _____ In-house staff: ___

Other method (describe):___________________________________________________

Estimated current monthly cost for processing payroll? $_____________

*Please provide copy of most recent billing invoice for all “Yes” answers:
Do you currently offer to your employees?
Medical ___Yes ___No If yes, renewal date: ____________
Dental ___Yes ___No If yes, renewal date: ____________
Vision ___Yes ___No If yes, renewal date: ____________
Life Insurance ___Yes ___No If yes, renewal date: ____________
LTD/STD ___Yes ___No If yes, renewal date: ____________
401(k) ___Yes ___No
Employee Assistance Program ___Yes ___No
Flexible Spending Plan ___Yes ___No

*Please provide copy of Declaration Page of Workers Compensation Policy:
Current Workers Compensation carrier: _____________________ Policy#________________
Classification Code: ______ Number of employees: ______
Classification Code: ______ Number of employees: ______

Do you currently have: Employee Handbook ___Yes ___No, Safety Manual ___Yes ___No
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Please mark all the boxes that you would have an interest in.
 QuickBooks® Set Up and Assistance
 Full Service Bookkeeping
 Bill Pay Service
 CPA Services By Independent CPA
 Payroll Services
 Medical
 Dental
 Vision
 Business Based Retire Plans
 Long & Short Term, Etc.
 Employee Benefits Management
 Risk Management
 Human Resource Management
 Temporary Employee’s
 Temp to Perm Services
 Employee Leasing
 Factoring Accounts Receivable
 Inventory Financing
 Asset Based Lending
 Commercial Finance
 Statutory/Residency Agent Service
 Annual Meeting Minutes Preparation
 Conference Room Rental
 By-Laws/Operating Agreements

Preparation
 Corporate Filings
 Executive Suite Leasing
 Office Suite Packages
 Corporate Restructuring
 DIP Management
 Internal Systems & Procedures

Implementation
 Business Planning
 Profit Enhancement
 Creditor/IRS Negotiations
 Balance Sheet Restructuring
 Management For Hire
 Web Page Design
 Web Page Hosting
 Domain Name Registration
 Business Logo
 Incorporate Logo into Business Forms
 Letterhead Design
 Business Card Design
 Envelope Design
 Corporations (inc. Nevada)
 Doing Business As (DBA)
 Limited Liability Companies (LLC)

 Family Limited Partnerships (FLP)
 Family Limited Liability Companies

(FLLC)
 Living Trusts
 A – B Trusts
 International Business Companies (IBC)
 By-Laws
 Contracts
 Deeds
 Lien
 Lien Releases
 Living Wills
 Minutes
 Power of Attorney
 Resolutions
 Wills


