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Essential Guide to Business Bookkeeping

Good bookkeeping is the foundation of successful business management. This guide outlines best
practices to keep your finances organised and compliant.

Why Bookkeeping Matters

• Track business performance and profitability

• Manage cash flow effectively

• Meet legal and tax requirements

• Make informed business decisions

• Prepare accurate financial statements

• Identify cost-saving opportunities

• Secure financing or investment

Core Bookkeeping Tasks

1. Record All Transactions
Record every financial transaction promptly, including sales, purchases, payments, and receipts.
Don't wait until month-end.

2. Categorise Transactions
Assign each transaction to the correct category (e.g., stock, equipment, utilities). This helps with
financial reporting and tax returns.

3. Reconcile Bank Accounts
Match your records with bank statements monthly. This identifies errors, fraudulent transactions,
and ensures accuracy.

4. Manage Invoices
Issue invoices promptly with clear payment terms. Track unpaid invoices and follow up on
overdue payments to maintain healthy cash flow.

5. Track Expenses
Keep all receipts and record business expenses immediately. Separate personal and business
expenses clearly.
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Essential Financial Statements

Profit & Loss Statement
Shows income, expenses, and profit over a specific period. Review monthly to track business
performance.

Balance Sheet
Snapshot of business assets, liabilities, and equity at a specific date. Shows financial position.

Cash Flow Statement
Tracks actual cash moving in and out of business. Essential for managing liquidity and planning.

Choosing Accounting Software

• Cloud-based for access anywhere

• Bank feed integration for automatic transaction import

• Invoice creation and tracking

• Expense tracking and receipt capture

• VAT and tax reporting

• Making Tax Digital (MTD) compliant

• Multi-user access if needed

• Good customer support

Record Retention

Keep all business records for at least 6 years from the end of the last tax year they relate to. This
includes:

• Sales invoices and receipts

• Purchase invoices and receipts

• Bank statements

• Payroll records

• VAT records

• Annual accounts

• Tax returns

Common Mistakes to Avoid

• Mixing personal and business finances

• Not keeping receipts for expenses

• Delaying data entry

• Failing to back up records

• Not reconciling accounts regularly

• Incorrect categorisation of transactions

• Missing invoice follow-ups

Professional Bookkeeping Services:

Optima Accountancy provides comprehensive bookkeeping services tailored to your business. We handle all
aspects of bookkeeping, from daily transaction recording to financial statement preparation. Contact us to
free up your time and ensure accuracy.
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