
End of year accounts
Hello! This shows the steps involved with processing your End of Year Accounts. 

It's sometimes useful to be able to see what goes on in the background.

These are the tasks that we are busy getting on 
with (often in the background):

These are the tasks that we need 
you to do for us please:

Do we do your bookkeeping
 for you?

We begin the process at your 
company's Year End (which is

 different for everyone).

YES NO

You will need to make sure Xero is 
up to date at least a week after 

your Year End.

We will check that Xero is up 
to date for you.

We review the data and carry 
out several checks:

• We review the Profit & Loss and 
check for any inconsistencies.

• We prepare & confirm what we 
call 'working papers' for each 

account balance sheet item. This is 
for each account on your balance 

sheet and profit and loss.
• We check the accuracy of

 postings and that they fall into
 the correct category (we follow 
accounting principles, tax and 
company law and make sure 

everything has been 
correctly treated).

• Your VAT & PAYE also need 
to be up-to-date. We will check 

for any abnormalities here.

It is very important that we 
ensure the Accounts are in line 
with the rules according to our 

accounting qualification. 
Due diligence and time 

is required to ensure accuracy.

Are we happy that everything
 in Xero is in order?YES NO

Sometimes, we need to go 
through things in more detail

 with your help.

YES NO

The directors will need to sign
 this digitally.

It is YOUR RESPONSIBILITY to 
make a note of this information
to avoid being charged interest.

You are responsible for paying your 
company's corporation tax on time. 

YES

We'll ask for a copy of your bank 
balance(s) so we can check that 

the Xero balance matches 
up correctly. We will ask for copies 

of agreements you entered into 
in the year.

Our checklist to you may be large 
because we werenʼt involved

 in the day-to-day books.

We will book a meeting, 
email you or arrange

 a call to go through any 
queries we have at this point.

We then prepare the End of 
Year Accounts as a draft. We

 also prepare a draft 
Tax Computation. 

These will be emailed to you to 
check through.

We will go over queries and 
questions, and make sure you 
are happy with the layout and 

disclosures of the 
accounting policies.

You will need to check that you 
are happy with the draft 

End of Year Accounts & the
 draft Tax Computation 
and confirm via email.

Are you happy with the draft
 Accounts?

We make further adjustments to 
the Accounts.

You will need to check that you 
are happy with any revisions and 

confirm via email.

We will send out a final digital 
set of Accounts to the directors 

along with the confirmed tax form.

Alex Falcon Huerta will then need 
to sign.

(As she holds the license to 
approve and

is regulated under ACCA)

https://www.accaglobal.com/
uk/en.html

We email you a signed version of 
the Accounts. The email will include:

• Tax to pay - if any
• How to pay & when

• The tax reference you will need
 to use for corporation tax.

 Please note this is unique each year.
• All signed versions of Accounts

HMRC posts out statements to you 
that contain your new unique tax 

reference. You need to watch 
out for these and send them to us / 

store them securely.

Alternatively, if you have an 
online HMRC account you will 
be able to see the reference 

here under the relevant tax year.

Do you have a Research & 
Development claim to make 

this year?

We will send you a quote you for 
this work (unless it has already 

been incorporated in your 
monthly fees).

We prepare all the tax workings 
and then help you put together the 

R&D Technical Justification.

Once you are happy with the final 
set, it is submitted with the End of 

Year Accounts.

This process is pretty 

time consuming so 

please bear with us - 

we will be busy 

working on 

everything in the 

background so you 

don't need to worry 

about it!

If we revise the accounts for you, the process can be quite long winded as we have to update our 'working papers' at the same time.

This is not always the case, it depends on the revisions 
required.

If you don't have an 

online tax account, 

we highly 

recommend that you 

set one up. Let us 

know if you need 

help with this.

The R&D process can take several weeks, so careful planning is required.

END OF YEAR
ACCOUNTS

RESEARCH AND 
DEVELOPMENT

NO

Do you want us to make the claim 
on your behalf?

We specialise in this area and have 
been 100% successful to date!

This means you will hold full 
responsibility for the claim. We will 

ask you for the figures and technical 
justification before we submit your 

End of Year Accounts.

NO

We are then all done for 
another year!

Allow time for drafts to be prepared

YES
Ask us if you are 

eligible for this claim.

NO

www.soaring-falcon.co.uk hello@soaring-falcon.co.uk

Please use the details below if you need to get in touch, 
or book an appointment with the team using this link: 

https://soaring-falcon.youcanbook.me

Need to free up more of your time to focus on growing your 
business? We offer lots of additional business services, so please 

do get in touch with our team to discuss how we can help you 
balance the value of the service against the value of your time - so 
you can make a smart decision about which services to outsource.


