
T h e  L a g o m  F i n a n c e

B o o k k e e p i n g  G u i d e
T H E  O N L Y  G U I D E  Y O U  N E E D  T O  H E L P  Y O U  K E E P  

B E T T E R  R E C O R D S  W I T H I N  Y O U R  B U S I N E S S



C O N T E N T S

0 1 In t roduct ion

Bookkeeping  101

Tax  Records

F i l ing  Records

FAQ's

Conc lus ion

0 2

0 3

0 4

0 5

0 6



01
I N T R O D U C T I O N



So you want  to  keep bet ter  records  for  your  bus iness .  Wel l ,

you 've  come to  the  r ight  p lace .  Bookkeeping  i s  one of  those

fa i r l y  s imple  processes  that  gets  bogged down by  conf l i c t ing

ru les  and regu lat ions  for  d i f ferent  types  o f  bus inesses  and

neg lected due to  other  aspects  o f  your  bus iness  tak ing  pr ior i ty .  

In  th is  gu ide ,  you ’ l l  f ind  c lear  in format ion on what  to  know,  what

to  do w i th  your  f inances  and accounts  and how to  cont inue

accord ing  to  best  pract ices .  Whether  you ’ re  set t ing  up a

bus iness  or  a l ready  se l f -employed ,  th is  resource  w i l l  become

your  go- to  for  a l l  th ings  bookkeeping ,  records ,  reconc i l ia t ions ,

invo ices  and expenses .

Becki

Introduction
T O  Y O U R  B O O K K E E P I N G  G U I D E

F O U N D E R  A N D  D I R E C T O R ,  L A G O M  F I N A N C E
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I s  your  bank  account  set  up to  benef i t  you?  By

opening  a  bank  account  that  does  some

bookkeeping  for  you ,  you ’ l l  reduce the  amount

of  work  requ i red .  I  recommend Star l ing  bank  to

a l l  my  c l ients  but  Monzo and T ide  are  a lso  good

opt ions  and Coconut  i s  idea l  for  so le  t raders .

I f  you ’ re  se l f -employed then keep ing

tax  records  i s  a  lega l  requ i rement .

S impl i f ied  and s t ra ight forward

bookkeeping  makes  th is  process

eas ier  and wi l l  save  t ime on tax

returns .  50% of  bus inesses  fa i l  due

to  poor  management ,  poor  p lann ing

or  a  lack  o f  cash f low –  th is  sounds

scary  but  i t ’ s  the  rea l i t y  o f  runn ing  a

bus iness  and bookkeeping  combats

each of  these  th ings .

Automate  as  much of  your  bookkeeping  as  you can us ing  sof tware .

I  recommend Crunch i f  you ’ re  on a  budget  as  i t ' s  a  f ree  serv ice .  Or

i f  you can a f ford  to  pay  for  sof tware  I  recommend us ing  Xero .

Lagom F inance i s  a  Xero  Gold  Par tner  so  contact  me for  d iscounted

rates .  Sof tware  and banks  he lp  w i th  creat ing  automated payments

for  sa lar ies ,  subscr ipt ions ,  pens ion payments  and more .  I t  can  a lso

he lp  w i th  reminders  to  save ,  i f  you ’ re  forget fu l .

S O R R Y ,  I T ' S  T H E  L A W

B E G I N  W I T H  T H E  B A N K

S O F T W A R E  S E C O N D



Sof tware  a lso  he lps  w i th  someth ing  ca l led  reconc i l ia t ion .  Th is  i s  the  process  o f

match ing  your  t ransact ions  w i th  your  ba lance .  An  important  par t  o f  the

bookkeeping  process  i s  ensur ing  that  your  incomings  and outgo ings  match your

bank  ba lance  and there  are  no d iscrepanc ies ,  no  dodgy  or  unnamed

transact ions  and no unexpected surpr ises .  Hav ing  th is  sof tware  at  your

f ingert ips  i s  par t i cu lar l y  usefu l  for  d ig i ta l  nomads .  No need to  r ing  the  bank ,

s imply  check  the  app.

I t ' s  essent ia l  to  create  sa les  invo ices  each t ime you

charge  a  c l ient  so  make sure  you ’ re  do ing  th is .  An

invo ice  should  conta in  your  bus iness  name address  and

payment  in format ion ,  your  company  number  –  i f  you

have  one –  and a  descr ipt ion  of  goods  and serv ices

rendered.  I t  should  a lso  show the  rate  and tota l  owed.  

S O F T W A R E  S E C O N D  C O N T . . .

I N V O I C E S  A R E  I M P O R T A N T

Adding  a  re ference number  he lps  so  that  you can locate  invo ices  eas i l y  and of

course ,  the  invo ice  should  conta in  the  company  name and address  o f  the  c l ient

you are  b i l l ing .  Add payment  terms i f  you want  to  and keep a  copy  on f i le .



Store  a l l  your  expenses  d ig i ta l l y .  Wave comes wi th  a

f ree  app to  snap p ic tures  o f  your  rece ipts  and I  s ign

a l l  my  c l ients  up w i th  Rece ipt  Bank  –  th is  i s  a  serv ice

where  you can s imply  send invo ices  and rece ipts

over  to  your  ded icated emai l  address  and a l l  in fo

wi l l  be  extracted for  you ,  inc lud ing  names ,  amounts ,

dates ,  tax  amount  and categor ies ) .  

Most  banks  now a lso  encourage you to  up load rece ipts  to  each

transact ion  for  your  own records .  A  record  of  a  rece ipt  i s  what ’ s

ca l led  ‘proof  o f  purchase ’ .  You cou ld  send HMRC an actua l  photo

of  your  new laptop in  the  box  next  to  a  copy  o f  today ’ s  paper  but

un less  you can show an actua l  rece ipt  you won ’ t  be  ab le  to  c la im

the tax  for  that  laptop back  for  your  bus iness .

You need these .  And no ,  you don ’ t  need them on paper ,  you

can and should  save  the  t rees .  But  you do need access  to

d ig i ta l  bank  s tatements  so  make sure  you have  these  to

hand for  your  tax  return .  I f  you ' re  on ly  recent ly  begun us ing

a  bus iness  bank  account ,  make sure  you ' re  sav ing  your  bank

statements  for  a l l  your  persona l  accounts  too  so  there  are

no ho les  in  your  paper  t ra i l  when i t ’ s  t ime to  f i le  your  taxes .

D O  I T  D I G I T A L L Y

B A N K  S T A T E M E N T S

H I R E  A N  A C C O U N T A N T

I f  th ings  seem confus ing  and you need support ,  or  perhaps  i f

you ’ re  VAT reg is tered or  have  a  compl icated income st ream,  o f

course ,  I  can  he lp .  I t ' s  a lmost  a lways  worth  the  investment  o f

hav ing  a  bookkeeper  or  accountant  i f  you ’ re  VAT reg is tered and

somet imes ,  jus t  for  peace  of  mind.
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T A X  R E C O R D S



Your  tax  records  are  a l l  the  d i f ferent  p ieces  o f  documentat ion  that  you need to

complete  a  tax  return  for  HMRC.  Th ink  o f  your  tax  records  as  your  paper  t ra i l  –  a

t imel ine  o f  your  incomings ,  outgo ings ,  wh ich  accounts  money  has  gone into ,

what  remains  to  be  pa id  and what  you might  have  bought  for  your  bus iness  w i th

earn ings  f rom your  sa les .  Some examples  o f  documents  worth  sav ing  and s tor ing

d ig i ta l l y  are  as  fo l lows . . .

HMRC reserves  the  r ight  to  ask  quest ions  and

request  ev idence to  check  you ’ve  pa id  the  r ight

amount  o f  tax  on your  earn ings .  Therefore ,  you ’ re

lega l l y  requ i red to  keep your  tax  records ,

inc lud ing  cop ies  o f  tax  returns ,  for  a t  least  5

years  a f ter  31  January  when you submit  your  tax

return .  For  example ,  you must  keep a l l  records

for  your  2018-2019 tax  return ,  wh ich  i s  due by  31

January  2020 ,  unt i l  a t  least  31  January  2025.

These  can a l l  be  s tored in  d ig i ta l  f i les .

Bank  s tatements  

C l ient  invo ices

Invo ices  and rece ipts  for  purchases

Cash rece ipts  

T i l l  ro l l s  

Marketp lace  s tatements  and invo ices  f rom the  l i kes  o f  eBay ,  E tsy  and Amazon 

VAT records  ( i f  you ’ re  VAT reg is tered)  

P60s  or  P45s  i f  you are  employed by  another  company

Mi leage c la im forms for  t rave l  expenses

Records  about  any  other  income such as  d iv idends  or  cap i ta l  ga ins  

Copies  o f  prev ious  tax  returns  and tax  ca lcu la t ions  you have  submit ted

H O W  L O N G  S H O U L D  Y O U  K E E P  T A X

R E C O R D S  F O R ?

S O  Y O U ’ R E  S E L F  E M P L O Y E D .  W H A T  R E C O R D S

S H O U L D  Y O U  B E  K E E P I N G  F O R  T A X  R E A S O N S ?
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F I L I N G  R E C O R D S



These days ,  most  bus inesses  are  paper less  and i t ’ s  not  a  requ i rement  to

prov ide  paper  s tatements .  However ,  i f  HMRC sends  you paper  correspondence

I  recommend you scan i t  or  take  a  photo  of  i t  for  your  records .  F i le  the  le t ter

somewhere  sa fe  i f  you ’d  l i ke  to  keep i t .    

Keep ing  your  records  d ig i ta l l y  i s  arguably  the  eas iest  way  to  keep them safe

and ava i lab le  for  a t  least  f i ve  years .  I  recommend iC loud or  Goog le  dr ives  or  an

externa l  hard  dr ive  on which  you can create  fo lders  accord ing  to  date  and type ,

for  example  invo ices  and bank  s tatements .

H O W  S H O U L D  I  F I L E  M Y  R E C O R D S ?



05
F A Q ' S



These serv ices  bas ica l l y  measure  and record a l l  your  t ransact ions  and categor ise

them.  They ’ l l  show how much you ’ re  earn ing  versus  your  outgo ings ,  ca lcu late  tax

est imates  and i l lustrate  where  you ’ re  spending  your  money for  your  bus iness  and

help  make pro ject ions .

Yes ,  record  every  bus iness  t ransact ion ,  save  your  invo ices  and open a  bus iness

bank  account  today .  I f  you need adv ice  on conso l idat ing  your  f inanc ia l  records ,  get

in  touch .  But  a  genera l  ru le  o f  thumb is  to  keep your  bus iness  and persona l

account  separate ,  espec ia l l y  when you ’ re  se l f  employed.

I  D O N ’ T  H A V E  A  B U S I N E S S  B A N K  A C C O U N T ,  S H O U L D  I

R E C O R D  E V E R Y T H I N G  T H A T  G O E S  T H R O U G H  M Y

P E R S O N A L  B A N K  A C C O U N T ?

I  B O U G H T  S O M E T H I N G  F O R  M Y S E L F  B U T  I  U S E  I T

F O R  M Y  B U S I N E S S  T O O .  S H O U L D  I  M A K E  A  R E C O R D ?

Yes ,  save  the  rece ipt  and make a  record  of  the  t ransact ion .  You may  be  ab le  to

of fset  the  tax  on th is  i tem when you f i le  your  tax  return .

W H Y  D O  I  N E E D  S O F T W A R E  L I K E  C R U N C H  O R  X E R O ?

W H A T  I F  I  H A V E  M U L T I P L E

I N C O M E  S T R E A M S  O R  A  H O B B Y

T H A T  M A K E S  M E  M O N E Y ?

Record everyth ing .  I f  your  se l f  employment

income exceeds  £1K per  year  you need to

reg is ter  as  se l f  employed.  Even i f  you don ' t

end up owing  tax  i t s  best  to  dec lare

everyth ing .  



I f  you have  misp laced tax  and account ing  records  then t ry  to  get  cop ies  by  ca l l ing

your  suppl ier  or  banks  and check ing  through o ld  emai l s .  You may  have  to  pay

pena l t ies  or  in terest  i f  you cannot  support  f igures  on your  tax  return  and i t  turns

out  you have  not  pa id  enough tax .

I f  you are  complet ing  your  tax  return  and are  miss ing  in format ion you can s t i l l

submit  i t  but  you must  le t  HMRC know i f  you are  us ing  prov is iona l  or  est imated

numbers .

Once you know,  you know.  Terms l i ke  ‘ accounts

rece ivab le ’  –  wh ich  means  i ssu ing  invo ices  and mak ing

sure  they ’ re  pa id  –  become second nature  once you

beg in  us ing  them.  Most  f inanc ia l  terms are  se l f

exp lanatory ,  for  example ,  accounts  payab le  s imply

means  pay ing  b i l l s  on  t ime.  I f  you have  any  quest ions

about  termino logy ,  jus t  goog le  them,  or  you can ask  me.

However ,  you should  keep deta i led  records  and invo ices  to  ensure  you remain

below th is  threshold  and can keep t rack  of  how th is  a f fects  your  f inances .  

W H A T  H A P P E N S  I F  I  L O S E  F I L E S  O R  D O N ’ T  H A V E  A C C E S S

T O  T H E M ?

I  D O N ’ T  U N D E R S T A N D  T A X  J A R G O N ,

W H A T  S H O U L D  I  D O ?

C O N T . . .
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So there  you have  i t ,  your  need- to-knows

for  bas ic  bookkeeping .  Fo l low the  s teps

in  the  101 ,  ensure  your  bank  account

and sof tware  i s  work ing  hard  for  you ,

create  fo lders  and dr ives  for  your  d ig i ta l

rece ipts  and reports ,  make up your

invo ice  templates  and make cop ies  o f

your  bank  s tatements  and t ransact ions

for  future  re ference .  I f  you have  any

quest ions  about  bookkeeping ,  records ,

income st reams or  report ing ,  as  a lways ,

get  in  touch !

Becki

CONCLUSION
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