
GATHER YOUR DOCUMENTS

As a business owner or tradesperson, staying on top of your taxes, invoicing, and expenses can 
seem daunting, but it’s essential for the financial health and smooth operation of your business. 
By keeping things organised and following some straightforward steps, you can make the process 
stress-free. This article will guide you through how to gather your documents, organise your files, 
and track your expenses year-round, with advice tailored to businesses and tradespeople in the 
United Kingdom, Northern Ireland, and the Republic of Ireland.

The first step in managing your taxes is gathering all the necessary documents. This will give you 
a clear picture of your business’s financial activity and prepare you for tax season. Key 
documents to gather include:

TAXES, INVOICING, AND EXPENSES:
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BANK STATEMENTS:

Ensure you have all your business-related 
bank statements for the tax year.

RECEIPTS:

Keep all receipts for purchases related to 
your business. These can include 
materials, tools, and travel expenses.

INVOICES:

Collect invoices for all the services you’ve 
provided or products you’ve sold.

LAST YEAR’S TAX RETURNS:

Having your previous tax return handy will 
make it easier to see what was claimed and 
help identify any changes for this year.

For tradespeople and business owners in 
Northern Ireland and the Republic of Ireland, it’s 
important to remember that cross-border 
transactions may require additional 
documentation, especially in light of the 
changes following Brexit. For example, VAT 
rules for goods traded between the UK and the 
Republic of Ireland are now more complex, so 
accurate documentation is critical.



Once you’ve gathered your documents, the next step is to 
organise them. It’s essential to have a system in place that allows 
easy access to your paperwork whenever it’s needed.

ORGANISE YOUR FILES

page 2 of 3©Need A Tradie

DIGITAL FILING:

In today’s world, going digital can be a 
game-changer. Use cloud-based 
accounting software or apps to store 
and organise your documents. This 
reduces the chance of losing 
important paperwork and allows you 
to access your files anywhere.

DEDICATED FOLDERS:

If you prefer to work with physical 
paperwork, use dedicated folders for 
each category (e.g., invoices, receipts, 
bank statements) and clearly label 
each folder with the tax year.

BACKUP:

Whether digital or physical, always 
ensure your records are backed up. For 
digital files, use secure cloud storage 
wit encryption, and for physical files, 
consider making digital copies in case 
of damage or loss.

Business owners and tradespeople in 
Northern Ireland and the Republic of 
Ireland should note the potential 
differences in tax filing deadlines, 
which makes having your documents 
well-organised even more crucial.

One of the most effective ways to make tax season less stressful is by tracking your 
expenses throughout the year. This allows you to keep detailed records, making it easier to
claim deductions and ensure that no allowable expenses are missed.

TRACK EXPENSES YEAR-ROUND

SET A ROUTINE:

Review your business expenses regularly, 
ideally monthly. This will prevent an 
overwhelming backlog and allow you to 
correct any discrepancies early.

USE ACCOUNTING SOFTWARE:

There are various tools available for tracking 
expenses. Platforms like Xero, QuickBooks, 
or FreeAgent are excellent for automating 
the process and ensuring you never miss a 
deduction. Many apps can sync with your 
bank account, automatically tracking 
expenses in real-time.

KNOW YOUR DEDUCTIBLES:

Common expenses that can be claimed include 
office supplies, vehicle costs (if used for 
business), professional services, and work-related 
travel. It’s essential to know what’s deductible to 
maximise your claims. For tradespeople, items like 
tools, materials, and even protective clothing can 
often be claimed as business expenses.

In both Northern Ireland and the Republic of 
Ireland, allowable deductions may differ
slightly. For instance, some differences in VAT 
rates or rules on capital allowances mean that 
seeking region-specific advice can be valuable.
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While it’s possible to handle your tax obligations on your own, especially with the help of 
software, there are times when using a professional such as an accountant can save you time 
and stress.

MANAGING TAXES YOURSELF VS. USING A PROFESSIONAL

DOING IT YOURSELF

With the right organisation and tools, 
managing your taxes yourself can be a 
cost-effective option. Many cloud-based 
accounting systems guide you through tax 
filing step-by-step. For small businesses or 
sole traders, especially if your finances are 
relatively simple, this can be a straight 
forward way to save on accountancy fees.

USING AN ACCOUNTANT

If your business is more complex, an 
accountant can be invaluable. They can help 
with tax planning, ensuring that you claim all 
deductions, and avoid costly mistakes. 
Here’s what to look for when choosing an 
accountant:

QUALIFICATIONS:

Ensure your accountant is a member of a 
recognised accounting body, such as the 
Institute of Chartered Accountants in 
England and Wales (ICAEW), Chartered 
Accountants Ireland (CAI), or the 
Association of Chartered Certified 
Accountants (ACCA).

EXPERIENCE IN YOUR INDUSTRY:

Choose someone who understands the 
nuances of your industry, particularly if 
you’re a tradesperson with specific VAT 
and expenses that differ from other 
sectors.

FAMILIARITY WITH YOUR REGION’S
TAX LAWS:

Make sure your accountant understands 
the regional differences in tax laws, 
especially if you operate between 
Northern Ireland and the Republic of 
Ireland, where VAT and cross-border tax 
implications may differ.

CONCLUSION

Whether you choose 
to manage your taxes 
yourself or enlist the 
help of an 
accountant, staying 
on top of your 
invoicing, expenses, 
and tax obligations is 
critical for the 
success of your 
business. By 
gathering your 
documents, 
organising your files, 
and tracking your 
expenses year-round, 
you’ll be 
well-prepared when 
tax season arrives.

For tradespeople and 
businesses operating 
across the UK, 
Northern Ireland, and 
the Republic of 
Ireland, it’s essential 
to stay informed 
about the differences 

in tax regulations 
between regions. 
With proper 
preparation, you 
can avoid 
unnecessary 
stress and focus 
on growing your 
business. 

In the end, good 
financial 
management is 
about having 
systems in 
place—whether 
that’s using 
software or 
seeking 
professional 
advice—that 
keep you 
compliant and let 
you get back to 
what you do 
best: running 
your business.


