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The Best
V.A.T. Business

Accounts Book

For a VAT registered Small Business

There are three Accounts Books in this Series, catering for
different types of business. See the back cover for details.

B This VAT book is ideal for: Builders & Contractors,
Consultants, Craftworkers, Designers, Engineers,
Freelancers, Hauliers, Internet Traders, Kennels &
Catteries, Landscapers, Mail Order, Manufacturers,
Motor Traders, Photographers, Plant Nurseries,
Property Maintenance, Tradespeople, Trainers etc.

Designed for people new to VAT Book-Keeping
Simple format. Easy-to-balance Columns
Monthly Accounts and VAT in One Compact Book
Simplifies the completion of VAT Returns

Suitable for Sole Trader, Partnership or Ltd Co.

Highly Recommended (see rear cover)

Designed and written by Peter Hingston
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month & year ................. March 20 wgﬂ(uﬁgfmf}f SALES (VAT OUTPUT) SUMMARY (continued)

P, Hingston Invoice et Net Value VAT Invoice Total

Date| No. i P o R e o
Sub-totals (brought forward)

SALES (VAT OUTPUT) SUMMARY

Invoice Net Value VAT Invoice Total
Customer
Date| No. o | O e e ) L L_ |
ViLe ] When invoi id you could tick off the entries. T
L ]026 John Smith's 570 50| 114/10| 684 60 ‘/ T.Illisl'v:lllc;:l.;'yzzlluv:po' any unpaid invo.i:ers.“ = ,,7L,, .

> |027 B.1.6. Buyers csl;icl)‘l,'l' 1520 00| 30400 '824 00 1 you need to issus 2 Credit Note, then this
8 I028 Brown & Son yore {120 00)| (24| 00) (144 |00) «;:ild be recorded as shown Ieﬂ.Thcimltmlldleatnhﬁgm)

12025] A. Supply Co 696 10| 139[22| 83532 | TUpemeinetudvhon g thecolems -
16 [030| ABC Co 315 25| 63]05| 378/30|/
17 |031| D. Jones & Son 185 50| 37|10| 222 60

m&Sm ‘ "1 you need to cancel & raised invoice ]
ol el 365,00 13/00] 438 ‘00 / befare iuz‘i‘:gni‘i:h:':d:::ny:::: ﬁlcml,“ of

ply-Co 3 T ({ invoice numbers should remain complete. If you disoover a )

23 (034| A. Smith 245 60| 4912 | 29472 [>Jene %J:"c’::‘i"’“’:":::y':::'“ on'yen clonld
26 [035] B.1.6. Buyers & Co | 2069 00| 413]80 | 2482 80 /__\"]\\
26 036| The XYZ Co 1077] 50 21550 1223 00 /’Tfyou make & lot of emall value card sales, ‘

31 | — | Card Sales (total) 42900 8580 | 514 .80 you could list them somewhere (eq in a notebook) and
Totals | 7353|145 147069 | 8824 | 14 then enter a total here st the mn_t!:l_'_d,_.\\

To check your arithmetic, once you have added up
I eaeh columa vertically, add the totals horizontally.
R

| |

L— N
The lnvoice No. sbove " "Thesa thres columas record
ean be the last 2 or 3 figures of (from left to right]: The Net Value
—_ the luvoice Number. “1" (which excludes any VAT), the VAT(if any)

and the Total charged on the laveice

Your list of \J""‘i"’ “_"V VAT). Caution

Sales Invoices on this page | i ]
( chould bs in the same order s ) Particular care needs to be taken to

‘ record your Sales correctly. Whereas the BANK
your filed oopies. RECORD and PAYMENTS eolumas’ entries can be chacked \
7 || asainst your Bank Statement, and the PETTY CASH can beJ

counted, there is no such simple check for the SALES
MMARY. But its acouraey can be ehecked by

—t——— SU
The VAT rate used > \ comparing its figures with
oy

in this Worked Example is 20%, .
‘ but the rate may be changed at & poyments, ead your Baskings.

~time by the Goverament, _

———

:(/ Rc:::b.:r';::lsl::.:csd N

to record here any zero-rated sales
that you make. Exempt Supplios
If you make such supplies, you \
need to record them separstely,
\li'i a separate total, /

(Only a fow salos entries are shown here

1o illustrate how to complete this page. —
-—’—'-F/

|

General Note I
( All the data in this Werked Examplc> ‘
is fictitious. T o

Using a Spreadshost .
You ean cave time by using s epread-
sheet in conjunction with this accounts baok
for those columns with a lot of + tions to
add ap (eq the SALES or PAYMENTS). Each month
print out the completed spreadsheet, file it in o
\ ring binder, and copy just the total figures into

Me end of the month, total up as sth

1 above. |f you fill more than one colamn, thea do | this accounts book. Start 2 new spread-
I a sub-total at the bottom of this page. sheet for the next month, .
U RS Z
s 57 — —

tSub-Mals (carry forviard o next cclurnn) Totals for Month




Month

WORKED EXAMPLE PETTY CASH
& Guide Notes

BANK RECORD P
: £ p] £ p
Balance in Bank at star 1505 64 Cash at start of Mon 87 34
This “start of Month” figure is 0 if this is your This “start of Month” figure is O if this is your
first month of trading. Otherwise it is the previous mnty first month of trading. Otherwise it is the previous month’s
“Balance at end of Month". “Money in Petty Cash ot end of Month”.
| BANKINGS (& Direct Credits) Non-Sales Sales l MONEY INTRODUCED DURING MONTH
Dal Details Ref' |- € p £ P o} Source of Money Ref
4 | A. Supply Co 138 220 |48 12| From Business Bank a/¢ - by card 100 00
8 | From Personal a/c D/C| 1000 00 T you were fo make 3
\ petty cash payment with your ows
1] B.lG. Bll'll’! & Co b/C ! 2382 50 /mj, you need to record the same amount hcb
19| Sales (lavoices 011-019) (139 ‘ 955 |25 \ as you have adi;led Mh“hm"‘w into the
etty cash box”.
26| ABC Co D/C 986 |60 =
I you make a lot of small value
31| The XYZ Co b/C 1126 : 30 }ﬂalu, you could add them up on your bank 100 00
31| Card Sales (total) D/C 150 00 € statement and enter the fotal here. The fotal may not
— T 1 match the SALES figurs due to the delay in them
m; [oan, grant, sale om PAVIar e tnyour b Net Value | VAT (if any) | Invoice Total
interest the bank pays, tax or VAT refund, or
The eatries abo personal meney you put into the business chould be ALMeI Ref| £ p| £ P £ P
listed ::"h;'::':‘ ::d::e(nd entered in the "Non-Sales” column. Always Allowable Expenses
dates) as they appear in your Bank \’”:'_f’ the soures of the f_“fV 3 Generally, costs you pay with \
Statemest. This makes this column __J_ s the sole purpose of earning business
| essier to complets and chezk, _ profite are allowable expenses. Henee
The "Rel" [Refereace) “m = __\_non-business or personal costs are
could be the last 3 figures of the Bank N § Staif WageS~got usaally tax doduetible,
pay-in slip or the number of the sales H Ak
invoice(s) being paid. Here “D/C" § A. “e"" (Pt-time) e 50 |00 50,00
~means 2 Direct Credit. - Ideally, use one
B E ] loyee.
File your Remittance Adviee notes ‘-'-' el i W
and bank pay-in details together in thc} £ Rent/Rates
same order a¢ above. 3
[
Totals 1000 00[ 5821 33| |§ ——
Total 6821 33 'E Utilities If there is more m
| 1oais e ( one transaction in any )
Record below your finanee-related - category in the month,
Direct Debits and Standing Orders. § Repairs/Maintenance \ just chow the hml./- ‘
_ DIRECT DEBITS (& Standing Orders) | VAT (if any) [Total (inc VAT)| | § Post/Parcels 6,78 12|48 - 1248
Date Details (| e R e ) % Stationery/Print 12 5|83 117 700
26 Bank EJh_aIggs “Bank inferest” is b/ 65 00 E bl L z156 - ? i 5
Bank Interest{ for interest you are charged, 2
&g for a loan. : - i
1 | Card Charges 'D/ D 170 00 <§ Tel/Fax/Mobile
1| Other Fnance Charges  Van__8/0L———1_295 00| |5 Fue 9 | 45[00[ 9/00| 54/00
For those sappliers you pay 5
L~ Other Finance Charges” by Direct Debit, you could record that here but it = Other Expenses 10 25100 500 30|00
is for lease, HP payments, ete/  i¢ probably better o record those fransactions on the ™ The “Ref" (Ref P
{but add a note as to what the , following PAYMENTS pages as that permits an analysis / 2 Petty Guh. . [ o.o:l’d.::.f)h::c;uelﬁ:l\
\ payment ls for). of the cxpudif:rc and ifdls ';nlhu to add to similer ,g number you ",,i“ on each invoice/receipt (as
expenditure made by cheque ete. = hows h the date.
12 | Cash Vithdrawals (by card) T T T = Adverts & Promotion \"ﬂ'ﬂ"_i_!-‘——-/
This oash is only to top \ . . ..\'\l\ \
g b Bl | B (e i bl s
enty "' the same dm.u €. ! \ payment you record here. /
—_— - ‘ § "Drawings” is vﬁil
Total Debits (including Standing Dedasss—=—""—————_ 0 00 "= (record any wages taken from patty "’D
The “Balance at end of Month” below) and o a0 2 sole trader or partner.
Gm Bank Statemeat balance chould be the same if your > =
S ’,ﬁ‘j'}fjf.’ﬁ‘;:{'sﬁ':‘,_'ﬂff°'f"' mich Total Payments by Petty Cash 140 87 | 15|17 | 156|04
MONTH'S BANK BALANCE & STATEMENT CHECK
ST : If you have 2 diserepaney
Balance at start of Month + Total Bankings — Total Debits 769697 A AL e between the ealoalation h"“’m
Less Tolal Payments (from overpage) 469157 the cash as counted, note it here nd/
R carry the actual figure forward
Leaves: Balance at end of Month (carry forward) 300540 Patty Cash at start of Month + Money Introcluced to the next month. 18734
Add ents This eheck is only needed -+ Less Total Payments by Petty Cash (from above
BANK L if you date your eniries when you do the ! e : ) 156104
STATEMENT  Less banking! tesnssction rather than dste them as they ) T Less any surplus Cash paid into Bank
CHECK Leaves: Balance asifPear n your B'"WOS 40 Leaves: Money in Petty Cash at end of Month 31|30




Month ......| i A PAYMENTS (VAT INPUT) SUMMARY (For cheques, cards or direct banking) P sin ‘
' TOTAL VAT Drawings, NI | Stock or | Employee Premises
b _ it o Ref | (incl vaT) (or Salary) |Raw Material|  Costs Rent/Rates WORKED -
» | |
2 | Auto Repair Co 364 70 10| 11]68 / Costs” is for \ & Guide
2 | Self (to Pﬂtdllll S/G) D/B| 1500 00 oI 1500 00 /vlages, NI (Wational Insurance] and D
Webdesi PAYE, also Directors’ salaries, though
3 | Webdesigns $/0 50 00 e you may find it convenient to put your own 3
2 [ ABCD Compan 263 17 50 2 salary under “Drawings (or Salary)". For >p o nicoc Bosts™ 4
= pny : . - n \ sole traders and pariners, record your/ 1 iaeludes Cleaning and
4 | Stationery Supplies D/B| 128 26 21| 38 wages under "Drawings”. | property Insurance. Use the
9 | The Big Phane Co /| 289 87| 4831 e rest ack colume
Y-
12 | Local Council D/D| 750 00 + 750 OUT 7
14 | Auto Repair Co 367) 139 99| 23[33 P L
- This “Utilities
14 | Parcels Service 365 158 27 26|38 /col-n is for Premises
18] APR Co 366] 400/ 00] 6667 i, o, Rt
29| Computer Supply Co D/B 625/ 00| 104]17 e War Hll. o 11
31| Self (Card reimbursement) |D/B| 562|58| 93!76 12500 12
4691( 57| 398 60 1500 /00| 125/00 750 | 00 13
| 14
The entries above are bl VAT
Aod in the same order (and Jﬂm | there is VAT included in 2 payment, 15
T s they appea in your Bank Statement, ] record it in the VAT column, then pat the net 1
L+ and in the same order as the i amoant (ie the total less the VAT) in the appropriate
\ are filed. This makes this page expenses eolumn. Note: The VAT rate used in thie 17
easier o complete & check. Worked Example is 20% bat the rate may be —
changed at any time by the 18
"Ret" (Reforence) e 19
( This column could show the last 3 figures 12t Columa 20
of the cheque number, or “D/B” for a Direct The first column heading
\B.nkil,l “D/D" for s Direct Debit, or ig blank. You eould use it for 21
“8/0" for a Standing Order. a category of exp that you
have to pay often. Alteraatively, 22
you zould ase it as 2 second
VAT column. / e
"] 24
25
26
27
28
—_— ] L — 1 | |SESEi M Iy 29
PROCEDURE FOR PERSONAL CARDS PROCEDURE FOR CHEQUES \\ “PROCEDURE FOR DIRECT BANKING 30
If you use 2 personal card for some business For each oheque: record the date (as it appears in This ineludes online and telephone banking, and
purchases, then reimburse yourself from your business the Bank Statement), the payee, the last 3 figures of the where you are paying your suppliers by Direct Debit or Al
sccount every month or so, and at that time enter cheque number (s a Referencs) and the total paid. You then by Standing Ordar. Record the date (as it appears in the | | 32
I\ the details in that month’s PAYMENTS [as write the VAT (if any) in the VAT column. Thea "analyse” Bank Statement), the payee, the reference, and the total paid. [+
shown on the 31st above). __—1 the payment by entering the total (less VAT) in the You then write the VAT (if any) in the VAT column. Then / | 33
\L correct expenses column (or eolumns, "asalyse” the pament by entering the total (less VAT) T
& ~—__Where relevant]. in the correct expenses column (or col
PROCEDURE FOR BUSINESS CARDS [~ whers relevant). 35
For 2 debit card on your business seeount, for
each transaction: record the date (as it appears in\ 38
the Bank Statement), the payee, the word “Card" (as 2 37
Reference) and the total paid. You then write the VAT
(if any) in the VAT columa. Then “analyse™ the payment 38
et by entering the total (less YAT) in the correct — -
expenses column (or columns, .
where relevant). Ten |
‘ pRE | 40
1 L’ Ganeral Hote '
‘ (All the data in this Worked EKIHND 41
h‘ is fictitions. 42
[ 43
‘ 44
[ 45
I 46
| At the end of the month, total up _— 47
each column. The overall Total Payments (£4,691.57 !
/Ifi: .y -?:t;"y:: .l::a‘l:m lines in this worked example) is then entered in the MONTH'S 48
_Q\ihn please note there are overflow pagesA>_ \\MBAMNOE on the provious page. ) 49
after Month 12 in this book. -
| | 50
Total Payments for Month 4691 | 57| 39860 1500 00| 125 00 750 (00




(Note: There are overflow pages after Month 12)

£ P. Hingston

General Administrative Expenses f Motor Travel & Adverts & ;
EXAM PLh Post/Parcels |SaoneryPrn | _ Suncries | TebFaxobile| WEPSI®® | Epenses | subsistence | Promotion Others
Notes /L""Jécnml Administrative Exnm 58 42
Qluluio: Business Insurances, Subseriptions and Website costs. ) ]
E— -~ Y. ues the blank columns on either side. 0 The blank columns are for
is blank column T 50 own headings. Suggestions include:
**A; be uu.i'fw 'Re% B 14 58 /o"/ly:;:l &.memiml',. glgtc;undl', “Capital
and Renewals” (of business Expenditure” & "Others" - or to suit your uudsv\
m:;:""f’ or ""'“:I'_“W' but not \l 106 |88 ‘ In one month you might need a columa for ane
/ Iy you type of , but not the following month
could use the* 0“‘" column on 241|56 mi:-o:xt';::::n:c:l‘:m.conld then ::" / —
the far rigi: Iuv.ing this c:lnlly - used for another category. It may be asefal
for more ""’"'"'“ Costs™ or B — | 1o title the last column as
more GalmI"MMII- 16 166 ( “Others" and to use it for any
Exponses”, one-off or infrequent psyments.
131(89 N These oan then be annotated
33333 1 shown E:!_o’W/
New Computer| 520 |83
20|00 370 85 00 10 |12 | 125|00
| 151]89] 106(88| 1828| 326 56| 50(00] 285(20| 125[00| 333|33 520 |83
‘ Suma ey General Note " Hoadings
I The narrow column on {‘WV paymeat, the /T" to be consistent and put
the left is there should you naoD ("'“"' is entered not only in ( . ":"" b i :;‘"';.; ’::‘
X the “TOTAL" column but al gs every month so that adding
\ML/ ;: the .”,..:,:.:: :,;:,,::,./ \ up your annual fotals will /
Ngolumn (less VAT, T bepasier.
~Usofal Feature ‘
( Every 5th horizontal line |
is darker to make it easier |
to read aeross the Page. W g . |
ﬁi;;;bl- Emm} |
Generally, costs you pay with
the sole purpose of earning business
5 profits are allowable exp Hence ]
non-business or personal coste are
AN not usually tax deductible. /
\T\—“/
e il | L Good Practics
/ When you complete a month, il\
is good practice to transfer the figures
4 to the "M Year End” Annuzl Summaries
located before the VAT Section in
| this book. Tip: Use a peneil
{ \lgblly] to begin with,
]
Oaly « few eniries are
. shown here to illustrate how to )
—<\ ml:h thls‘oufﬂ_l:_p/gm/ 11
CHECKING YOUR FIBURES
/ The columa totals (below), when added t \J
‘( horizontally, should equal the first column * "TOTAL" sdded \
—_— — — - vertically (ie the totals in this worked /
\ shnu_ld'boﬂl equal £4,691.57).
[~—__This is 2 most aseful ¢be£l<_l/
151/89 | 106 88 1828 | 326(56| 50(00| 285(20| 125 00| 333|33 | 520 |83




