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AIA New Client Fact-Find Checklist 

	Company
	

	Company name
	


	Desired names (if not formed yet)
	


	Registered office
	


	
	


	
	


	Trading address
	


	
	


	
	


	Telephone Number
	


	Email address
	


	Mobile number
	


	Website
	


	Other contact number
	


	Shareholders
	

	Name
	


	Address
	


	%
	


	Name
	


	Address
	


	%
	


	Name
	


	Address
	


	%
	


	Name
	


	Address
	


	%
	


	ULTIMATE BENEFICIAL OWNERS
	

	Officers
	

	Name
	


	Address
	


	Date of birth
	


	Position
	


	Company
	

	Company number
	


	Date of incorporation
	


	Corporation tax reference
	


	PAYE reference
	


	Accounts Office reference
	


	VAT number
	


	VAT registration
	


	Companies House Authentication codes
	

	Services
	

	Audit
	


	Accounts
	


	Corporation tax
	


	Payroll
	



	VAT
	


	Other
	


	Other
	


	Other
	


	Engagement Partner
	

	Engagement Manager
	

	Fee quoted
	

	Source of introduction
	

	Notes
	

	
	


	
	


	
	


	
	


	
	




Disclaimer: 
The Association of International Accountants (AIA) has prepared this new client checklist template. It should be used as a guide and members should adapt its contents to best suit their needs. 
AIA does not provide any guarantee that this new client checklist template will be suitable for everyone and in using it, you should be aware that AIA will not be liable on any basis for any consequences arising from its use.
You should seek legal advice if you are unsure of the meaning or effect of any of the terms, conditions or clauses contained within the template
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