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Freelancer & One Man Limited Companies

All we need each month is around half an hour of your time!

STEP 1
Your Monthly ‘Tasks’

As early as possible each month:

"  Photocopy /download your business bank
statement.

®  Tell us what each item is on the Bank
Transaction form with details taken from
your business bank statement.

"  Complete expenses claim forms.

"  Send/email / fax these 3 documents to

AMS
STEP 2
Your Monthly Report
We'll send you this easy to follow report with e,
an ‘at a glance summary’ on the front page. R g
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®  Available funds & monies owed by your e b =
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" Adividend voucher (if appropriate) .Y
. . e
" A summary of expenses claimed in the N e~ e
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= Avrolling 12 month calendar showing all S,
dates that will affect your Company such i
as dates to pay VAT, PAYE etc.
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