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Doing Your 
Tax Return



If you are self 
employed...

➔ You’ll need to submit a 
tax return to HMRC 
before 31st Jan each 
year (online)

When do I 
need to do a 
tax return?

Doing your tax return

 www.gov.uk/self-assessment-tax-returns



Yes, and you need to 
do it ASAP...

➔ How to register with 
HMRC

➔ It is super-easy!

Do I have to 
register to 

be self
employed?

Being Self Employed

 www.gov.uk/working-for-yourself



Keep records - write 
these things down...

➔ sales and income
➔ business expenses
➔ records about your 

personal income

What do I 
need to do?

Doing your tax return



Only if you are super 
advanced ...

➔ VAT records (only if 
you’re registered for 
VAT - £85,000+)

➔ PAYE records (only if 
you employ people via 
PAYE)

What do I 
need to do?

Doing your tax return



Keep proof - save 
these things...

➔ receipts (for goods, 
stock & business 
expenses)

➔ invoices (the ones you 
send people)

➔ bank statements

What do I 
need to do?

Doing your tax return



There are no rules on 
how you must keep 
records...

➔ They just need to be 
accurate, complete and 
readable.

What do I 
need to do?

Doing your tax return



No - HMRC only 
want to see totals...

➔ Unless you get audited
➔ But, you need to keep 

your records for 5 
years 
(after the 31 January 
submission deadline of the 
relevant tax year)

Don’t I need 
to send my 
records to 

HMRC?

Doing your tax return



Make a 
spreadsheet

Doing your tax return

Make a 
checklist



Setup & use 
a separate 

bank account

Doing your tax return

Why?

➔ Make life easy for 
yourself!!!

➔ Makes record keeping 
easier - get invoices 
paid into this account & 
then pay yourself from 
there



Setup & use 
a separate 

bank account

Doing your tax return

Why?

➔ Make life easy for 
yourself!!!

➔ Use this account for all 
your business 
expenses too - or use a 
credit card & pay off 
each month in full



Make a 
spreadsheet

Doing your tax return

Make a 
checklist



Make a 
checklist

P60

➔ Pay = £
➔ Tax deducted = £ 
➔ Student loan = £
➔ Employer 

PAYE ref



Make a 
spreadsheet

Income

➔ Paid invoices
➔ Total for the year

(Income)



Make a 
spreadsheet

Expenses

➔ Details & receipts
➔ Total for the year

Tax Year - 2017 / 2018 (Expenditure)



Expenses that are “wholly 
and exclusively” incurred 
in the performance of your 
self-employed work...

➔ your running costs

What is an 
allowable 
expense?

Doing your tax return

See handout...



Keep records & 
receipts for...

➔ Office costs
➔ Travel costs
➔ Staff costs
➔ Materials & Stock
➔ Clothing expenses
➔ Financial & legal costs

What is an 
allowable 
expense?

Doing your tax return



Keep records & 
receipts for...

➔ Marketing, advertising, 
entertainment & 
subscriptions

➔ On-going training & 
development

What is an 
allowable 
expense?

Doing your tax return



Make a 
spreadsheet

Expenses

➔ Details & receipts
➔ Total for the year

Tax Year - 2017 / 2018 (Expenditure)



How do I 
submit my 
tax return?

Doing your tax return

 www.gov.uk/self-assessment-tax-returns



How do I 
submit my 
tax return?

Doing your tax return

 www.gov.uk/self-assessment-tax-returns

Make sure you are 
registered to submit 
your return online...

➔ Can take up to 1 month 
to set up - register 
early!


