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Owner’s

TURN

Checklist of Dreams!

Embarking on a new business adventure? It's
exhilarating and thrilling, right? But if the multitude of
tasks has you feeling a touch overwhelmed, breathe
easy - I've got just the thing for you....

Introducing the Savvy New Business Owner’s
Checklist of Dreams, your guide to navigating the new
business essentials with ease. So you can channel your
energy into shaping your shiny new venture with
passion, prosperity and good vibes!
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I t ’ s  a m a z i n g  t o  s e e  y o u  h e r e !  A n d  j u s t  b e f o r e  w e  g e t  i n t o  t h e
c h e c k l i s t  o f  d r e a m s ,  I  t h o u g h t  I ’ d  s h a r e  a  l i t t l e  a b o u t  m e . . .

I ’ m  H a r r i e t  y o u r  e m p a t h e t i c  a n d  a p p r o a c h a b l e  S m a l l  B i z  C F O  &
F i n a n c e  C o a c h .  

I  t y p i c a l l y  s e r v e  c r e a t i v e  a n d  o f t e n  n e u r o d i v e r g e n t
e n t r e p r e n e u r s ,  t h e  k i n d  o f  p e e p s  w h o  w o u l d  - q u i t e  f r a n k l y -
m u c h  p r e f e r  t o  r u n  b a c k  i n t o  t h e i r  d r e a m w o r l d  t h a n  h a v e  t o
l o o k  a t  t h e i r  f i n a n c i a l s !  

I ’ m  t h e  F o u n d e r  o f  B e l o w  T h e  L i n e  F i n a n c e ,  C h a r t e r e d
A c c o u n t a n t s  &  B u s i n e s s  A d v i s o r s  a n d  c r e a t o r  o f  G e t  N u m b e r
S a v v y ™ ,  a  l e a r n i n g  s p a c e  t u r n i n g  f i n a n c e  i n t o  a  r e a l m  t h a t ' s
b o t h  f u n  a n d  e a s y  t o  g r a s p .  I  b r i n g  a  r e f r e s h i n g l y  j o y f u l
a p p r o a c h  t o  t h e  ‘ n u m b e r s  s t u f f ’  t o  b o o s t  c o n f i d e n c e  a n d
e m p o w e r  s u c c e s s .

B e c a u s e  n o  o n e  s h o u l d  f e e l  p a r a l y s e d  b y  f e a r  o r  s h a m e  w h e n  i t
c o m e s  t o  m a n a g i n g  t h e i r  b u s i n e s s  f i n a n c e s .  M y  p u r p o s e  i s  t o
s u p p o r t  c o n s c i o u s  c r e a t i v e s  t o  c r a f t  t h e i r  d r e a m  b u s i n e s s  l i f e
t h a t  o v e r f l o w s  w i t h  p r o f i t s ,  p u r p o s e ,  h e a l t h y  c a s h  f l o w s  a n d
h i g h  v i b e s !   A n d  I  a m  a l l  a b o u t  s a v v y  f i n a n c i a l  s t r a t e g y .

L e t ’ s  g o . . .

H e l l o  f r o m

Harriet

N e w  B i z  C h e c k l i s t getnumbersavvy .co .uk

H a r r i e t  F o r m b y  M A  A C A
S m a l l  B i z  C F O ,  C h a r t e r e d  A c c o u n t a n t

&  B u s i n e s s  A d v i s o r
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M A K E  I T  O F F I C I A L !

Y o u ’ l l  n e e d  t o  i n f o r m  H M R C  o f  y o u r  n e w  s e l f  e m p l o y e d  s t a t u s ,  s o
t h e y  h a v e  y o u  r e g i s t e r e d  f o r  s e l f - a s s e s s m e n t  t a x  r e t u r n s .  D o  t h i s   
b y  t h e  5 t h  O c t o b e r  i n  t h e  y e a r  w h e n  y o u  f i r s t  e a r n e d  s e l f -
e m p l o y e d  i n c o m e  ( o v e r  £ 1 0 0 0 ) .  F o r  e x a m p l e ,  i f  y o u  h a d  s e l f -
e m p l o y e d  e a r n i n g s  i n  t h e  2 0 2 2 / 2 3  t a x  y e a r  ( A p r i l  2 0 2 2  -  M a r c h
2 0 2 3 ) ,  y o u ' d  n e e d  t o  r e g i s t e r  b y  O c t o b e r  5 t h ,  2 0 2 3 .  Y o u  c a n  d o  i t
o n l i n e  h e r e .    

H M R C  P O R T A L  A C C E S S

O n e  y o u  r e g i s t e r  y o u ’ l l  b e  i s s u e d  w i t h  a  U T R  n u m b e r  t h a t  y o u ' l l
n e e d  f o r  f i l i n g  t a x e s  –  t h i s  i s  s i m p l y  a n  i d e n t i f i c a t i o n  n u m b e r  f o r
s e l f - e m p l o y e d  p e o p l e .  A n d  y o u ’ l l  g e t  c o n f i r m a t i o n  i n  t h e  p o s t .  
 B y  r e g i s t e r i n g ,  y o u ' l l  a l s o  g e t  a c c e s s  t o  t h e  G o v e r n m e n t  G a t e w a y
p o r t a l .  T h i s  i s  w h e r e  y o u ' l l  s u b m i t  y o u r  r e t u r n ,  s o  b e  s u r e  t o
k e e p  y o u r  l o g i n  i n f o  s a f e  a n d  c h e c k  y o u r  l o g i n  w o r k s  w e l l  b e f o r e
t h e  d e a d l i n e !  W h i c h  i s  a l w a y s  3 1  J a n u a r y  a f t e r  t h e  e n d  o f  t h e  t a x
y e a r ,  w h i c h  r u n s  t o  5  A p r i l .

O P E N  A  B U S I N E S S  B A N K  A C C O U N T

 O p e n  u p  a  d e d i c a t e d  a c c o u n t  t h a t  y o u  o n l y  u s e  f o r  b u s i n e s s
t r a n s a c t i o n s ,  p u r c h a s e s  a n d  s u b s c r i p t i o n s .  T h i s  k e e p s  t h i n g s
o r g a n i s e d  a n d  c l e a r  f r o m  t h e  o u t s e t .  T h i s  i s  g o o d  p r a c t i c e  f o r
S o l e t r a d e r s  a n d  a  m u s t  f o r  L T D  C o m p a n i e s .  ( n o t e  w e  h a v e  a
s e p a r a t e  c h e c k l i s t  f o r  s e t t i n g  u p  a  L T D  C O ) .

A R R A N G E  B U S I N E S S  I N S U R A N C E

I t ’ s  i m p o r t a n t  t o  e n s u r e  y o u  h a v e  a p p r o p r i a t e  b u s i n e s s  l i a b i l i t y
i n s u r a n c e  i n  p l a c e ,  e x a c t l y  w h a t  y o u  n e e d  w i l l  d e p e n d  o n  t h e
n a t u r e  o f  y o u r  b u s i n e s s .  C o n s u l t  w i t h  a n  i n s u r a n c e  b r o k e r ,  a n d
s o m e  b u s i n e s s  m e m b e r s h i p s  i n c l u d e  i n s u r a n c e  c o v e r  s u c h  a s  t h e
F S B .

N e w
B u s i n e s s
O w n e r s

TURN

checklist

G u i d e  t o  N a v i g a t i n g  T h e  E s s e n t i a l s

Congratu la t ions  on  s tar t ing  your  own
bus ines s ,  what  an  exc i t ing  t ime!  Now you
might  wonder ing  what  i t  i s  you  ‘ shou ld ’
be  do ing ,  where  to  beg in  even ,  w i th  a l l
those  ‘mus t  dos ’  o f  bus ines s  ownersh ip?
So  le t ’ s  r un  th rough  the  es sent ia l s ,  so  you
can  get  to  the  good s tu f f !

T H E  C H E C K L I S T  O F  D R E A M S
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G u i d e  t o  N a v i g a t i n g  T h e  E s s e n t i a l s

R E G I S T E R  W I T H  T H E  I N F O R M A T I O N  C O M M I S S I O N E R S  O F F I C E  ( I C O )

E v e r y  b u s i n e s s  t h a t  p r o c e s s e s  p e r s o n a l  d a t a ,  m u s t  r e g i s t e r  w i t h  t h e
I C O  a n d  p a y  a n  a n n u a l  f e e  t h a t  s t a r t s  a t  £ 4 0 .  Y o u  c a n  r e g i s t e r  h e r e   o r
t h e y  w i l l  l i k e l y  w r i t e  t o  y o u  r e q u e s t i n g  p a y m e n t .

D E C I D E  O N  A  S Y S T E M  F O R  F I N A N C E S

I t ’ s  a  g o o d  i d e a  t o  g e t  a  s y s t e m  g o i n g  f r o m  t h e  s t a r t  t o  t r a c k  t h e  i n s
a n d  o u t s .  I f  y o u ’ r e  s t a r t i n g  s m a l l  a n d  s i m p l e  y o u  c a n  u s e  a
s p r e a d s h e e t ,  w e  h a v e  a  f i n a n c e  t r a c k e r  t e m p l a t e  i f  y o u ’ d  l i k e  t o  b e
g u i d e d  w i t h  t h i s .  I f  y o u ’ r e  a  L T D  C o m p a n y ,  y o u ’ l l  n e e d  t o  u s e
a c c o u n t i n g  s o f t w a r e ,  w e  r e c o m m e n d  X e r o ,  a n d  t h e r e  a r e  s o m e t i m e s   
f r e e  o p t i o n s  d e p e n d i n g  o n  w h o  y o u  b a n k  w i t h .  X e r o  i s  o f  c o u r s e  a l s o
g r e a t  i f  y o u ’ r e  a  S o l e t r a d e r  a n d  m a k e s  i t  s o  m u c h  e a s i e r  t o  v i e w  y o u r
f i n a n c i a l  p o s i t i o n .

C R E A T E  T E R M S  &  C O N D I T I O N S

S e t  u p  y o u r  T & C s  o f  d o i n g  b u s i n e s s  w i t h  y o u  t o  o u t l i n e  t h e
o b l i g a t i o n s ,  r i g h t s  a n d  b o u n d a r i e s ,  t h e r e  a r e  o f t e n  t e m p l a t e s  a v a i l a b l e
o n l i n e ,  o r  y o u  m a y  r e q u i r e  s o m e t h i n g  b e s p o k e  d e p e n d i n g  o n  y o u r
i n d u s t r y .  F r o m  a  f i n a n c e  p o i n t  o f  v i e w ,  e n s u r e  y o u  a r e  c l e a r  o n  t h e
c o s t ,  w h e n  p a y m e n t  i s  d u e  a n d  w h a t  h a p p e n s  i n  c a s e  o f  d e l a y e d
p a y m e n t .

G E T  P A I D  B Y  C L I E N T S / C U S T O M E R S

M a k e  s u r e  y o u  h a v e  s i m p l e  q u i c k  w a y  f o r  c l i e n t s  a n d  c u s t o m e r s  t o  p a y
y o u  -  s e r v i c e s  l i k e  P a y p a l ,  S t r i p e ,  o r  C a r d  M a c h i n e s  l i k e  S u m U p  e t c .   i f
y o u  t r a n s a c t  i n  p e r s o n ,  c a n  m a k e  i t  a s  f a s t  a s  a  c l i c k  o r  a  t a p  -  b u t  b e
a w a r e  t h a t  t h e  c o n v e n i e n c e  c o m e s  w i t h  a  s m a l l  c o m m i s s i o n  c h a r g e .

Congratu la t ions  on  s tar t ing  your  own
bus ines s ,  what  an  exc i t ing  t ime!  Now you
might  wonder ing  what  i t  i s  you  ‘ shou ld ’
be  do ing ,  where  to  beg in  even ,  w i th  a l l
those  ‘mus t  dos ’  o f  bus ines s  ownersh ip?
So  le t ’ s  r un  th rough  the  es sent ia l s ,  so  you
can  get  to  the  good s tu f f !

T H E  C H E C K L I S T  O F  D R E A M S  ( c o n t . )
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G u i d e  t o  N a v i g a t i n g  T h e  E s s e n t i a l s

I N V O I C E  T E M P L A T E

A  b u s i n e s s  i n v o i c e  s h o u l d  u s u a l l y  h a v e  t h e  f o l l o w i n g  a s  a  m i n i m u m :
i n v o i c e  n u m b e r ,  d a t e ,  d u e  d a t e ,  y o u r  b u s i n e s s  n a m e  a n d  a d d r e s s ,  y o u r
c l i e n t ’ s  n a m e  a n d  a d d r e s s ,  t h e  a m o u n t  b e i n g  c h a r g e d ,  a m o u n t  o f  V A T
( o n l y  i f  V A T  r e g i s t e r e d ) ,  d e s c r i p t i o n  o f  s e r v i c e  p r o v i d e d .  A c c o u n t i n g
s o f t w a r e  w i l l  i n c l u d e  t h i s  o r  y o u  c a n  c r e a t e  y o u r  o w n  t e m p l a t e .

O T H E R  T A X E S

P A Y E :   I f  y o u  e m p l o y  p e o p l e ,  y o u ’ l l  n e e d  t o  r e g i s t e r  a s  a n  e m p l o y e r ,  y o u
c a n  d o  t h i s  w h e t h e r  y o u  a r e  a  S o l e t r a d e r  o r  a  L i m i t e d  c o m p a n y ,  i n  f a c t  i f
y o u  a r e  L T D ,  y o u  m a y  w e l l  e m p l o y  y o u r s e l f .

V A T :  T h e  V A T  t h r e s h o l d  i s  £ 8 5 k  i n c o m e  i n  a  r o l l i n g  1 2  m o n t h  p e r i o d ,
t h e r e  m a y  b e  s t r a t e g i c  r e a s o n s  w h y  y o u  w o u l d  r e g i s t e r  f o r  V A T  e a r l i e r
t h a n  t h i s  p o i n t ,  f o r  e x a m p l e  y o u  i n c u r  l o t s  o f  c o s t s  w i t h  i n p u t  V A T  y o u
w i s h  t o  r e c l a i m ,  i t ’ s  t h e  n o r m  f o r  y o u r  i n d u s t r y  ( y o u  s e l l  m a i n l y  t o  V A T
r e g i s t e r e d  b u s i n e s s e s ) .  T h e r e  a r e  m o r e  c o n s i d e r a t i o n s  f o r  c h o i c e  o f  V A T
s c h e m e  w h i c h  a r e  t o o  c o m p l e x  f o r  t h i s  s i m p l e   g u i d e -  s o  g e t  i n  t o u c h  i f
y o u  a r e  u n s u r e !

C O R P O R A T I O N  T A X :  t h i s  a p p l i e s  o n l y  f o r  L i m i t e d  C o m p a n i e s  ( n o t
S o l e t r a d e r s ) .  I t  i s  c a l c u l a t e d  w h e n  y o u  p r e p a r e  a n n u a l  a c c o u n t s .

F I L I N G  A C C O U N T S  &  T A X E S

T h e  f i r s t  s e l f  a s s e s s m e n t  f i l i n g  d e a d l i n e ,  t h e  3 1  J a n u a r y  a f t e r  t h e  e n d  o f
t h e  t a x  y e a r ,  s o o n  f l i e s  a r o u n d !  S o  i t ’ s  a  g o o d  i d e a  t o  d e c i d e  a n d  p l a n  f o r
t h i s  e a r l y  -  n o t  l e a s t  s o  y o u  c a n  h o p e f u l l y  a v o i d  a  s u r p r i s e  w i t h  y o u r  t a x
b i l l . . .  P a y m e n t s  o n  a c c o u n t  a r e  a n  i m p o r t a n t  c o n c e p t  t o  b e  a w a r e  o f  h e r e
( H M R C  t a k e  a  p r e p a y m e n t  o f  n e x t  y e a r s  t a x  i f  y o u r  b i l l  i s  o v e r  £ 1 0 0 0
w h i c h  c a n  b e  a  s h o c k  f i r s t  t i m e  r o u n d ) .

A n y w a y  t h e  p o i n t  h e r e  i f  y o u ’ l l  n e e d  t o  d e c i d e  i f  y o u ’ r e  g o i n g  t o  t a c k l e
y o u r  s e l f  a s s e s s m e n t  r e t u r n  y o u r s e l f  o r  p a r t n e r  w i t h  a n  a c c o u n t a n t  t o  d o
i t .  L T D  C o m p a n y  a c c o u n t s / c o m p a n y  t a x  r e t u r n  w i l l  n e e d  t o  b e  s o r t e d  b y
a n  a c c o u n t a n t  a n d  a r e  d u e  9  m o n t h s  a f t e r  t h e  c o m p a n y  f i n a n c i a l  y e a r  e n d .

Congratu la t ions  on  s tar t ing  your  own
bus ines s ,  what  an  exc i t ing  t ime!  Now you
might  wonder ing  what  i t  i s  you  ‘ shou ld ’
be  do ing ,  where  to  beg in  even ,  w i th  a l l
those  ‘mus t  dos ’  o f  bus ines s  ownersh ip?
So  le t ’ s  r un  th rough  the  es sent ia l s ,  so  you
can  get  to  the  good s tu f f !

T H E  C H E C K L I S T  O F  D R E A M S  ( c o n t . )

getnumbersavvy .co .uk4

Note: this isn’t absolutely everything you’ll need to do for all situations, but should be a good grounding  to help you thrive with your new biz!

https://www.gov.uk/register-employer
https://www.gov.uk/register-for-vat/how-register-for-vat
https://www.belowthelinefinance.co.uk/


TURN

checklist

B O N U S :  M o n t h l y  F i n a n c e  P o i n t e r s

M A K E  T I M E :

F i r s t l y  b l o c k  o u t  a  r e g u l a r  m o n t h l y  t i m e
s l o t  i n  y o u r  c a l e n d a r  t h a t  y o u  w i l l  d e d i c a t e

t o  s o r t i n g  y o u r  b u s i n e s s  e x p e n s e s

Avo id  the  annua l  s t res s  and  pan ic  o f
so r t ing  your  tax  re tu rn  a t  the  las t  m inu te
and s tar t  fee l ing  fabu lous  about  your
f inances !

Fo l lowing  these  t ips  to  to  keep  on  top  o f
your  f i nances  each  month .  And  check  ou t
our  t racker  template  fo r  more  suppor t .

S E P A R A T E  P E R S O N A L  &  B U S I N E S S  S P E N D I N G :  

 -  H a v e  a  d e d i c a t e d  a c c o u n t  t h a t  y o u  o n l y
u s e  f o r  b u s i n e s s  t r a n s a c t i o n s ,  p u r c h a s e s

a n d  s u b s c r i p t i o n s .  

A  f e w  g a m e  c h a n g e r s  t o  g e t  y o u  s e t  u p
a n d  r u n n i n g  s u c c e s s f u l l y . . . .

C R E A T E  A  F I L I N G  S Y S T E M :

 Y o u ' l l  n e e d  a  s y s t e m  t o   c o l l e c t  t o g e t h e r  r e c e i p t s  a n d
i n v o i c e s  o n  t h e  g o .

Y o u  c o u l d  s e n d  t h e m  s t r a i g h t  t o  y o u r  a c c o u n t i n g
s o f t w a r e ,  s a v e  i n  a n  e m a i l  f o l d e r ,  s c a n  t h e m ,  s n a p  a
p h o t o  a n d  o r g a n i s e  i n  a n  a l b u m  o r  i f  y o u ' r e  n o t  t e c h

s a v v y  s i m p l y  p u t  t h e m  i n t o  a  p a p e r  f o l d e r  o r  e n v e l o p e
a s  a  t e m p o r a r y  h o l d i n g  p l a c e   

T R A C K  Y O U R  B U S I N E S S  M I L E S :

I f  y o u  d r i v e  y o u r  p e r s o n a l  c a r  f o r  b u s i n e s s  ( f o r  c l i e n t
v i s i t s ,  s u p p l y  r u n s ,  n e t w o r k i n g  e v e n t s  e t c )  y o u  s h o u l d  k e e p
a  r e c o r d  o f  t h e  m i l e a g e  f o r  t h e s e  t r i p s  w h i c h  c a n  b e  c l a i m e d

a t  4 5 p  m i l e  f o r  f i r s t  1 0 , 0 0 0  m i l e s .

 Y o u  c o u l d  r e c o r d  i t  i n  y o u r  p h o n e  n o t e s  o r  s i m p l y  k e e p  a
n o t e  b o o k  a n d  p e n  i n  y o u r  c a r  j u s t  f o r  k e e p i n g  a  r e c o r d  o f

w h e r e  y o u  w e n t / w h y  a n d  t h e  m i l e s  t h e s e  a n d  b a c k  

getnumbersavvy .co .uk5

N e w
B u s i n e s s
O w n e r s

https://www.getnumbersavvy.co.uk/store


F r e e  F a c e b o o k  G r o u p

S u i t e  o f  S m a l l  B i z  C F O  &  A c c o u n t a n c y  S e r v i c e s

F i n a n c e  T r a i n i n g  a n d  R e s o u r c e s

P o w e r  H o u r  S t y l e  F i n a n c e  A d v i c e  C o n s u l t a t i o n s

A n d  l o t s  m o r e !

I  h o p e  y o u  f o u n d  t h i s  g u i d e  t o  b e  a  h e l p f u l  s t a r t i n g  p o i n t
t o  n a v i g a t i n g  t h e  n e w  b u s i n e s s  j o u r n e y .   

T h e r e  i s  s o  m u c h  m o r e  w e  c o u l d  g o  i n t o  -  s u c h  a s  t i p s  f o r
p a y i n g  y o u r s e l f ,  b u d g e t i n g ,  c a s h f l o w  m a n a g e m e n t ,
p r i c i n g ,  r a i s i n g  f u n d s  a n d  m u c h  m o r e !  S o  d o  r e a c h  o u t  t o
m e  i f  y o u  h a v e  a n y  q u e s t i o n s  o n  a n y t h i n g  a t  a l l .

S h o u l d  y o u  n e e d  a n y  a s s i s t a n c e  I  a m  h a p p y  t o  o f f e r  m y :

 

F i n a n c e  C h e c k l i s t getnumbersavvy .co .uk

speak soon,
 Harriet

H a r r i e t  F o r m b y  M A  A C A
S m a l l  B i z  C F O ,  C h a r t e r e d

A c c o u n t a n t  &  B u s i n e s s  A d v i s o r

a t  B e l o w  T h e  L i n e  F i n a n c e
h a r r i e t @ b e l o w t h e l i n e f i n a n c e . c o . u k

w w w . b e l o w t h e l i n e f i n a n c e . c o . u k

B E L O W  T H E  L I N E  F I N A N C E  ©  2 0 2 3

N O T E :  A l l  i n f o r m a t i o n  s h a r e d  h e r e  i s  s i m p l y  g e n e r a l  g u i d a n c e
a p p l i c a b l e  t o  m a n y  U K - b a s e d  s m a l l  b u s i n e s s  o w n e r s .  I t  i s  u p
t o  d a t e  o n l y  a t  t h e  t i m e  o f  p u b l i c a t i o n .  P l e a s e  s e e k  a d v i c e  o n

y o u r  s p e c i f i c  s e t  u p  i f  y o u  a r e  u n s u r e .
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https://www.facebook.com/groups/848729706208428/
https://www.belowthelinefinance.co.uk/
https://www.getnumbersavvy.co.uk/
https://www.getnumbersavvy.co.uk/finance-consultation
https://www.getnumbersavvy.co.uk/lets-connect
https://www.belowthelinefinance.co.uk/

