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What we will cover

The5 stepsto taking control of your business finances
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Poll 1

What is your Business Structure?
a. Sole trader

b. Partnership

c. Limited Company

d. Something else
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Poll 2

What form of bookkeeping do you currently use?

a. Mostly paperbased

b. Mostly spreadsheetased
C

d

Branded, clouebased system
Something else
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EFlements
of business
flnances

Price of your products/services
Cost of your proaducts/services
Sales income generated
Direct costs
Indirect costs (overheads)
Gross/netioperating profit (or I0ss)
cash flow
Funding
Taxes
Etca a |
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Improved Flnances Stronger Business More
Profit
Regular
Good Reliable ROPUSt Adequate Ove?si Nt
Bookkeeping  Accountant Business Funding J
Model & Planning

bd B B LA LD

STRONG FOUNDATIOMIE eat products, strong finances, clear direction
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Step 1: Organise your ™
bookkeepmg

Bookkeeping isthe practice of ecording and tracking
the financial transactionsof a business
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Why bookkeeping Is Important

It provides a record of your business transactpsgles and expenditure
It provides details of your business performance
I/t shows you how much profit (or 1oss) you are making
It provides information for your tax return
It allows you to check on how much you are owed.. and how much you owe

I/t keeps you financially organised!
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levels of bookkeeping - compared

(3) Formal (clouebased) system

(2) Mainly spreadsheebased

(1) Mainly papebased
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(1) Paper-
8C<0! DO! GJJFN! GDF@a] ]
b asSe d ALots of paper

. APrinted bank statements
XS - bOO kkeeplng AA4 ring binders
ABoxes of receipts
APens and pencils
AStaplers (and staples)
APaper clips

AA calculator

a/ e PNé&sorGariseqarl tax retumn
time
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(2)
Spreadsheet -
based

bookkeeping
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E8C<O!/ DO! GJIJFN! GDF@a] ]
ASometimes a ledgebased template

A# PO! PNP<-BWT~! DO} N! N @G /
ALots of formulae, colours and headings
ADifferent tabs

AStand alone not linked to anything else

Generally. more organised than paper for tax
M@OPMI NI =PO! KMJ I @ OJ! @
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i*;.
— 1 (3) F Orm al What it looks like:
Zb()()kkeeping A%DBDO<G! M@>J M? NonRB OC! <! z

A More professional e.g. logo on invoices; monthly
customer statements etc.

A Direct link to your bank accoumho manual entry

A Accurate, up to date trading informatigsales
trends and comparison; profit & cost stock control

A Less time spent inputting and more time to
analyse your business finances

A1CJIl @ " KK! AJM! zJ Ipsn&apC @! B J
receipts for digital records

More control over your finances incl. cash flow and
= @OO0O@M! KM@K< M@?! AJM!I TJPM!

-
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Making Tax Digital (MTD)

Making Tax DigitaD N! <! F@T! K<MO!TaxA! OC@! BJ Q@MI H@l O} N
Administration Strategy.

It will require businesses and individuals to: %ﬁﬂ?ﬁf
A keep digital records
A usepsofgtyware that works with Making Tax Digital MAKING
| g Ter e TAX DIGITAL
A submit updates every quarter, bringing the tax system

closer to reakime

*O} NI <GM@<?T! DI! KGs>@! <I ?2! JK@M<ODI B! AJM! 7" 5

Apri-2024or seltemployed business owners, notwri/ 2026
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Step 1: Organise your ™
bookkeeping

Compliance .
Taxe
Sales il ;
Bank accounts
Ov,
Suppliers erheaqs
Products/ Services

Strongly consider a cloudbased bookkeeping system
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Step 2 (a): Choose your "
(cloud) bookkeeping

AConsider your skillsgtwhat system is right for you?

ATalk to your friends/colleagues/other business owners

ACheck out some videos (YouTube & Bookkeeping websites)

ARead and analyse reviews online (compare A vs B vs C)

ASC@>F! JPO! OC@' >JNON! e- ©aa- 20! %! 7" 5! KH
ANo contract, cancel any time (usually)

ACheck with your accountapthey often have preferences

Tourism
‘[ED Enterprise Development
Programme




Step 2 (b): Set up your
bookkeeping

1. Register online

2. Set up your business:

A Add your business name
A Create your invoices/receipts from templates

A AC
A Ao

A Ao

C
O

C

your logo
your products/services
your customers and suppliers

3. Link your bank account and import your transactions
4. Start allocating your transactions from your bank account
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Case Study (1)1 operating In
the Tourism Sector

Before After
APaperbased system (some s/sheets) ACloudbased system set up

AFolders full of receipts ADirect bank link in plapsno manual entry
ABank balance used to manage finance&Monthly profit & loss account to review
ANo idea about profit until year end  AFull visibility over sales and costs
ANo visibility on costs AAnnual budget developed and tracked
ANo budgets set up A Accountant has direct access online
ATax return time was busy and stressfulA Ready for tax return months ahead

A Stress reduced
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Step 3: How to operate your ~**
bookkeeping system

A Send your invoices (anc

reminders/statements) by email (no printing and posting)

AMatch customer and supplier invoices automatically

AReconcile your bank account at least weekly

A* Al TIP! C<Q@!' @QHKGJT@@N" ! N@O! PK! K<TMJ GG
AUse it to complete your VAT return digitally (if registered)

AHave your tax return information ready within days of the start of a new tax year
APrepare for Making Tax Digital (April 2026)

AUse it as a basis for forward planning and forecasting
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Case Study (2) 1 operating In
the Tourism Sector

Background

A3 different businesses in group

ADevastated by COVID

ACash flow dried up

AUnder pressure from the bank and other creditors

AHad a clouebased bookkeeping system (QuickBooksised mainly for invoices
ANot linked to the bank account

ANo statements issued to customers
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