BOOK-KEEPING SYSTEM

1. Income

Enter the date, details of the customer and the amount received. 

2. Expenses
Enter details of all payments made for business expenses. You can categorise into the following areas:

Petrol

Motor Expenses

Materials

Tools

Postage & Stationery

Telephone

Other Expenses

You should enter the date of the payment, the supplier and the amount paid including the form of payment you have made.  Remember to include payments for such things as Road Fund Licence and Motor Insurance.

3. Receipts
Punch holes in the original receipt for payments. Try to keep them in date order.  If the receipts are too small to easily keep in the ring binder, put them in one of the plastic wallets and keep them in the file.  (If you already have a system for keeping your receipts such as saving them in envelopes on a monthly basis, you can keep these in the plastic wallet on the file.)  Remember that H M Inspector of Taxes need not let you have the expense if there is no receipt.  If you are not sure whether an item is allowable, include it and let us decide.

4. Vehicles & Equipment
Put copies of any purchase or sales invoices for vehicles or large items of plant and equipment here.  Also put copies of any HP Agreements or bank loans which you have taken out during the year in this section.

5. Bank and Building Society Accounts
Keep your statements for all your bank and building society accounts in this section.  If you pay any amount into your bank or building society accounts which is not business income, keep a record of what the amount is.  H M Inspector of Taxes will assume that it is taxable income unless you can prove otherwise.  Keep your paying-in slips and cheque book stubs in a plastic wallet in this section.

TAX RETURN DETAILS


You should put the following information in this section:-

(i)
Certificates of interest received on any bank or building society account held 

either in your sole name or jointly with others.

(ii) Any dividend vouchers you have received for shares you hold.

(iii) Details of pension contributions you have started to make or any premium changes.

(iv) Any other information about income or your tax affairs.

