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CORPORATE & BUSINESS ENTITY INTAKE PACKET
Business Entity Return Preparation (Forms 1120, 1120-S, and 1065)
For C-Corporations, S-Corporations, Partnerships, and Multi-Member LLCs
WELCOME & GENERAL INSTRUCTIONS
Welcome to KC Financial Services! This packet is for business entities that file their own federal return: C-Corporations (Form 1120), S-Corporations (Form 1120-S), and Partnerships or Multi-Member LLCs (Form 1065). It should be completed by an officer, partner, or authorized representative who knows the entity's books. Please review the following before you begin:
1. Confirm this is the right packet. Sole proprietors and single-member LLCs without a corporate election should use the Individual with LLC / Sole Proprietor packet. Owners' personal returns are prepared separately, so request an Individual packet for each owner who will receive a Schedule K-1.
1. Complete Sections A through L and sign the certification on the final page. List every owner, partner, and officer in Section B; Schedule K-1s are generated from those ownership percentages.
1. Financials come first. Upload a reconciled year-end Profit & Loss, Balance Sheet, and General Ledger, or invite our firm as an accountant user in QuickBooks Online, Xero, or your accounting platform.
1. Calendar-year S-Corporation and partnership returns are due March 15, and C-Corporation returns are due April 15. Returning this packet early gives us room to prepare, review, and file on time or extend if needed.
1. Fill this packet digitally in Word or print and complete it by hand. Return it, along with every item on the Corporate Document Upload Checklist, through our encrypted client portal.
Document Version Date: October 2026

	PRIVACY & STRICT CONFIDENTIALITY NOTICE

	Your financial security and personal privacy are our highest priorities. All sensitive personal identifiers (SSNs, EINs, dates of birth, banking details) and financial records provided in these forms are strictly protected under Section 7216 of the Internal Revenue Code and our firm privacy policy. Information is transmitted and stored using bank-level AES-256 bit encryption and will never be shared with third parties without your explicit written consent.




CORPORATE & BUSINESS ENTITY INTAKE
Target Audience: C-Corporations (Form 1120), S-Corporations (Form 1120-S), Partnerships & Multi-Member LLCs (Form 1065)
	INSTRUCTIONS & CORPORATE TAX COMPLIANCE

	Please complete Sections A through L for corporate tax return preparation. If the entity is a partnership or S-Corporation, complete Schedule K-1 recipient details in Section B. Please ensure financial statements (P&L and Balance Sheet) are uploaded to the secure portal.




Section A: Business Entity Information [Required]
	Corporate / Entity Legal Name
	DBA / Trade Name (if applicable)
	Employer ID Number (EIN)

	
	
	

	Entity Classification for Tax Purposes
	☐ S-Corporation (1120-S)
☐ C-Corporation (1120)
	☐ Partnership / Multi-Member LLC (1065)
☐ LLC taxed as S-Corp / C-Corp

	Principal Business Activity / NAICS Code
	Date of Incorporation / Organization
	State of Incorporation / Formation

	
	
	

	Principal Office Street Address (City, State, Zip)
	Corporate Website / Primary Email

	
	

	Accounting Method
	☐ Cash    ☐ Accrual    ☐ Other
	Tax Year Cycle: ☐ Calendar Year (Dec 31)   ☐ Fiscal Year Ending: ______




Section B: Corporate Officers / Partners / Shareholders [Required]
List all owners, partners, and officers. For S-Corps and Partnerships, Schedule K-1s will be generated based on ownership percentages.
	Officer / Partner Full Name
	Title / Role
	SSN / EIN
	Ownership %
	W-2 Officer Salary ($)
	US Citizen / Resident?

	
	
	
	%
	$
	☐ Yes  ☐ No

	
	
	
	%
	$
	☐ Yes  ☐ No

	
	
	
	%
	$
	☐ Yes  ☐ No

	
	
	
	%
	$
	☐ Yes  ☐ No



Section C: Prior Year Tax Information [Required]
	Item / Question
	Response / Status
	Notes & Supporting Documents Required

	Prior Year Corporate Tax Return (Form 1120/1120-S/1065)
	☐ Uploaded to Portal
☐ Returning Client
	Attach complete returns for past 2 tax years (including all K-1s)

	Did any shareholder/partner change ownership percentage this year?
	☐ Yes   ☐ No
	Provide stock transfer ledger or updated partnership agreement

	Are there any unapplied prior-year Net Operating Losses (NOLs)?
	☐ Yes   ☐ No
	Provide carryforward schedules and prior year returns

	Were any corporate elections filed (e.g., Form 2553 S-Corp Election)?
	☐ Yes   ☐ No
	Upload IRS acceptance letter for S-Election (CP261 notice)




Section D: Business Income and Expenses [Required]
	FINANCIAL STATEMENTS UPLOAD REQUIREMENT

	All corporate entities are required to upload complete, reconciled Year-End Financial Statements (Profit & Loss / Income Statement and General Ledger). If your financials are fully reconciled in QuickBooks Online, Xero, or another accounting platform, invite our firm as accountant-user or upload standard financial reports.



	Financial Summary Item
	Amount ($)
	Financial Summary Item
	Amount ($)

	Total Gross Revenue / Sales
	$
	Officer Compensation (W-2)
	$

	Cost of Goods Sold (Materials/Direct Labor)
	$
	Salaries & Wages (Non-Officer W-2)
	$

	Gross Profit (Revenue minus COGS)
	$
	Employee Benefits & Health Plans
	$

	Advertising & Marketing Expenses
	$
	Commercial Rent / Facility Lease
	$

	Legal & Professional Accounting Fees
	$
	Taxes & Municipal Licenses Paid
	$

	Contract Labor / Subcontractors
	$
	Total Net Operating Income (P&L)
	$


Section E: Balance Sheet Information [Required]
	BALANCE SHEET & SCHEDULE M-1/M-2 UPLOAD REQUIREMENT

	Federal corporate returns require balance sheet reconciliation on Schedule L. Please upload your Year-End Balance Sheet as of December 31 (or fiscal year end). You may summarize ending balances below:



	Asset Accounts (Ending Balance)
	Amount ($)
	Liabilities & Equity (Ending Balance)
	Amount ($)

	Cash in Bank Accounts (Checking/Savings)
	$
	Accounts Payable (Vendors)
	$

	Accounts Receivable (Clients/Customers)
	$
	Credit Card Balances Outstanding
	$

	Ending Inventory Valuation
	$
	Short-Term Loans / Line of Credit
	$

	Other Current Assets
	$
	Long-Term Bank Loans / Mortgages
	$

	Fixed Assets (Equipment, Buildings, Vehicles)
	$
	Shareholder / Officer Loans Payable
	$

	Other Non-Current / Intangible Assets
	$
	Capital Stock / Retained Earnings
	$

	Total Corporate Assets
	$
	Total Liabilities & Stockholder Equity
	$



Section F: Payroll and Employee Information [Required if entity has payroll]
	Item / Question
	Response / Total
	Upload & Compliance Notes

	Total Number of Employees (W-2)
	
	Includes both officers and staff

	Total W-2 Gross Wages Paid
	$
	Upload Form W-3 Summary Transmittal

	Total State Unemployment / Disability Taxes Paid
	$
	Upload quarterly state unemployment returns

	Payroll Service Provider Used
	☐ ADP   ☐ Gusto   ☐ Paychex   ☐ QuickBooks   ☐ Other: __________________
	Upload Year-End Payroll Summary Report

	Form 941 (Employer Quarterly Federal Tax Return)
	☐ All 4 Quarters Uploaded
	Upload Q1, Q2, Q3, and Q4 Form 941 returns

	Form 940 (Employer Annual FUTA Return)
	☐ Form 940 Uploaded
	Upload signed copy of annual Form 940




Section G: Shareholder Distributions & Partner Draws [Required for S-Corps/Partnerships]
	Recipient Name
	Title / Role
	Total Cash Distributions Paid ($)
	Property Distributions Fair Value ($)

	
	
	$
	$

	
	
	$
	$

	
	
	$
	$

	
	
	$
	$

	For C-Corporations: Total Corporate Taxable Dividends Paid to Shareholders: $___________________




Section H: Corporate Estimated Tax Payments [Required]
	Quarter / Installment
	Federal Amount Paid ($)
	Date Paid (Federal)
	State Amount Paid ($)
	Date Paid (State)

	Q1 Installment (Due April 15)
	$
	
	$
	

	Q2 Installment (Due June 15)
	$
	
	$
	

	Q3 Installment (Due Sept 15)
	$
	
	$
	

	Q4 Installment (Due Dec 15)
	$
	
	$
	

	Total Entity Estimated Taxes Paid
	$
	
	$
	




Section I: Fixed Assets and Equipment [Capital Acquisitions & Disposals]
List all major equipment, technology, vehicles, and real property acquired or disposed of during the tax year costing over $2,500.
	Asset Description
	Date Acquired
	Cost Basis ($)
	Date Disposed / Sold
	Sale Proceeds ($)

	
	
	$
	
	$

	
	
	$
	
	$

	
	
	$
	
	$

	
	
	$
	
	$




Section J: Loans and Financing [Required]
	Lender / Creditor Name
	Loan Type (SBA, Commercial, Line of Credit, Shareholder)
	Origination Date
	Year-End Principal Balance ($)
	Total Interest Paid ($)

	
	
	
	$
	$

	
	
	
	$
	$

	
	
	
	$
	$

	Important: For Shareholder Loans, attach written promissory notes, stated interest rates, and repayment schedules.




Section K: Additional Corporate Information [Required]
	Question
	Response
	Details / Explanation (if Yes)

	Did the entity own foreign bank accounts with an aggregate balance over $10,000?
	☐ Yes  ☐ No
	FBAR / Form 114 reporting required

	Did any foreign entity or non-US citizen own 25% or more of this business?
	☐ Yes  ☐ No
	Form 5472 compliance required

	Did the corporation pay health insurance premiums on behalf of >2% S-Corp shareholders?
	☐ Yes  ☐ No
	Must be added to Box 1 of shareholder W-2

	Did the entity acquire, dispose of, or issue corporate stock / equity interests?
	☐ Yes  ☐ No
	Upload corporate minutes and cap table

	Were any government grants, subsidies, or tax credits claimed during the year?
	☐ Yes  ☐ No
	Provide documentation and grant agreements

	Did the company operate or maintain business activities in multiple states (Nexus)?
	☐ Yes  ☐ No
	List all states with physical or economic nexus


Section L: Supporting Documents Upload Checklist [Corporate Files]
	Document Type
	Status
	Description / Specific Requirements

	Year-End Profit & Loss (P&L)
	☐ Uploaded   ☐ N/A
	Full 12-month accrual or cash basis income statement

	Year-End Balance Sheet
	☐ Uploaded   ☐ N/A
	Reconciled balance sheet matching bank statements

	Year-End General Ledger
	☐ Uploaded   ☐ N/A
	Detailed transaction register for expense verification

	Bank & Credit Card Statements
	☐ Uploaded   ☐ N/A
	December 31 reconciled statements for all corporate accounts

	Payroll Reports (W-3, 941, 940)
	☐ Uploaded   ☐ N/A
	Annual W-3 summary, 4 quarterly 941s, and Form 940

	Form 1099-MISC & 1099-NEC Copies
	☐ Uploaded   ☐ N/A
	Copies of 1099s issued to subcontractors and received from clients

	Loan & Financing Agreements
	☐ Uploaded   ☐ N/A
	Year-end statements showing interest paid and loan balances

	Asset Purchase Invoices
	☐ Uploaded   ☐ N/A
	Receipts and settlement sheets for assets > $2,500

	Corporate Minutes & Agreements
	☐ Uploaded   ☐ N/A
	Annual board minutes, ownership changes, dividend resolutions



CLIENT CERTIFICATION & AUTHORIZATION SIGN-OFF
	CLIENT DECLARATION & ACCURACY CERTIFICATION

	Under penalties of perjury, I declare that I am an officer, partner, or member authorized to act on behalf of the entity named in this intake form, that I have examined the information provided, including all accompanying schedules and statements, and to the best of my knowledge and belief, it is true, correct, and complete. I confirm that the entity maintains the receipts, ledgers, and documentation necessary to substantiate all income, deductions, and credits claimed.




	Authorized Officer / Partner Signature:
	Date (MM/DD/YYYY):

	
	

	Printed Name & Title:
	Direct Contact Phone:

	
	

	Second Officer / Partner Signature (if required):
	Date (MM/DD/YYYY):
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