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Selfassessment

How and when to cnmp|a+e your self-ossessment fax return.

HMRC uses self-assessment to collect tax from
ndividuals whao run their cwn businesses or if
theny recaive inoome that is not koxed

r|'-rcuu9|'- PAYE.

The individuals who have to sebmif a
selfossessment jax return foll inde a number of
diverse ciroumsiances including:

- beir:g sel'[-empll:r,-Ed

#  having savings or invesiment incoma
abawe £10,000 before fax

*  receiving £2,500 or mors in enioxed
income [for sxample renling
out property]

*  haing liable for capilal gains fax

*  baing a company direcior [unlass it
was for a not for profitonganisation
or charity and you were unpaid and
did not receive any benafits from the

organisafion).

‘We con help you undersiond whether you need
o complele o self-ossessment fox refurn.

Deadlines

There are 4 deadlines ko remembsar when preparing fo submit your selfassessment fax return and
pay fox

Registafion 5 Ocioher

Popar refurns Midnight 31 Ochober
Cnlina refurns Midnight 31 January
Tox payment fidnight 31 Jamwary

Keeping records

Wheathear Wou are 59|F~empl::rrwed. O company direcior, a landlord or foll ink amy of the ather
colegories requiring o salfassessment fax refum, keeping accumie and up fo date reconds

is important.

HMRC can ask io see relevant documentafion if they check your fax relumn, and inaccurale or
iW:EmFIIEdE records can be subject to a penc||hl,-. Hawving all your details dose to hand will also
maks c:\mp|er'n§| wour fax return much more slr::ighlf:rw‘ar::i.

If some or ol of your financial racords are lost or ::lesh:r,-'ed. obinin dup|icc|l'es from relevant
parties. If you connot cbiain duplicate documents for all your figures use the “any other
information’ box on the fax refem fo indicate that you have provided edimabed or

pr-:wisin:nu| .‘igures.

Prowisional figures mean that you will be able to obigin the paperwork to verily them. Esfimated
figures ara fig_res whara Yo will net be oble to pr:r-.-icie supporting documentafion.

IFyou are selfemployed you must keep your records for 5 years afier the 31 jarvary deadline of
each bax year. If you are not sefemployed you should kesp your records for 22 months after the
deodline and 15 months if you file your tax retum afier the deadline.
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Selassessment

Financial records
An':,-cne regishzfed as SEIF-Ernplo}Bd should kEEp records of oll business expanses, all sales
ond/ or income, PAYE records if applicable, VAT records if regiskered and records about your

personal income.

IF you are employed or a limied company diredor you should keep:

& your PAS
s your PGO
« your PT1D

«  cerificates from a Taxed Award Scheme

* information about any redundancy payments.

You should also lceep records, if relevant, of fips, nddifional benefits sech as meal vouchers,

incoma from employes share schemes and any lump sum or incanfive payments not includad
on a P60 or P45.

Investments, savings and pension records

You should also relain bank statements, siolemends of inferest, bank tox deducfion sotements,
dividend muchers, unit frust hax u'cuuchers, information on income fiom a trust, and information
on any other income.

IF you have a pension you should keep form P1&0 [Part 1A), form PEO which your pension
provider will sand annually, and any other pension details (including the skole pensicn) and the
hax deductad.

Allowable expenses

Allowable expenses are payments which you hove made which can be deducted ogainst kax.
A signiﬁcant number of business Expenses oan be st against fox. When E:umpleﬁrg a
selfassessmant refurn some of the items WORE CON chaim against includa:

*  vehicle running costs

*  miloge

*  basiness premisas running costs including uflifes, phone and internat
*  solories and woges

*  copial ossets purchased solely for the use of the business such as tools, [T equipment and
software

*  iaining coursas sclely for the bensfit of your businass.

Tha rles on allowable expenses are stingent. Consult an acocuntant if you are unsure whether
you can daim for o parficular expense.

For more guidonce and fechnicol odvice on expenses, tolk fo us foday.

Self-assessment in 5 steps
1. Register your business with HMRC. This can be done online using the selfassessment
portal on the HMBC website. HMRC will send you a tox reference number [refered to oz

a UTR) which you'll ne=d for comespandence. You do not have to register every year.
2. Collect all the infarmation you need to complets the form.

3. Fill in and complete the form. If you are submiffing your return online, log inlo the HVMRC
saﬁ-usmmipugemﬁmpyddﬁﬂ mlﬂﬁmﬂﬁnﬂtﬂdﬂaihmﬁdﬁaﬂinﬁ: the form.

4. Fila the form. You will then be sent the amount of fox duee to HMRC.

5. Poy HMRC.

How to pay

You con pay your fax bill over the phane,
online, or send o n:hacpa in the posi.

You con also pay using the payments on
acoount syshem if you! are 59|F-emp|qned.
Payments on accourt are odvance payments
toweards your tax bill. Eoch poyment & half
your previous year's tax bill. Paymends are
dus by midnight on 31 January and 37 Juhy.
IF there is maore fax to pay alter making

payments on occount, a ‘balancing payment’
must ke made by midnight on 31 January the

next year.

Penalties and appeals
Submitting your bax refurn late will mean
that you ars subject to a penalky chargs.
A panally of £100 is applicable i o ehen
is up fo 3 months lafe and penalfies will
increase if the return is even later, or if your
tax payment is late.

You can appecl ogainst @ penally levied by

HMRC if you have a reascnable escuss for

lake ﬁ|ing of payment, keepin-_g inocowrate

records or not paying enough fox

What may be considered a reasonable

excusa indudes:

*  death of o pariner or closa relafive fust
prics io the deadline

*  sariows illness

*  anemaigency hospital stay

#  an T failure (hardware or softwars)
whan you wene preparing or st before
you were preparing your refurn

-~ ura:peded dalcrfs in fhe post

« firs, flood or theft which prevented you
from complefing a refum

- probharns with HMRC's online sarvice.

We con assish you with any ospadt of
salf-mrssassment.
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