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WWWWelcome to our new, elcome to our new, elcome to our new, elcome to our new, more more more more environmentally friendly environmentally friendly environmentally friendly environmentally friendly 
newsletter.  If you have received this by email and newsletter.  If you have received this by email and newsletter.  If you have received this by email and newsletter.  If you have received this by email and 
would like a hard copy, please do let us know.  would like a hard copy, please do let us know.  would like a hard copy, please do let us know.  would like a hard copy, please do let us know.  
Likewise if youLikewise if youLikewise if youLikewise if you have received a hard copy and would  have received a hard copy and would  have received a hard copy and would  have received a hard copy and would 
prefer to receive prefer to receive prefer to receive prefer to receive a copy bya copy bya copy bya copy by email, please contact us with  email, please contact us with  email, please contact us with  email, please contact us with 
yyyyour email addour email addour email addour email address.ress.ress.ress.    
    

WWWWe e e e hope you find this issue usefulhope you find this issue usefulhope you find this issue usefulhope you find this issue useful. W. W. W. Weeee    recaprecaprecaprecap    ssssome ome ome ome     
iiiimportantmportantmportantmportant    points points points points which which which which we coveredwe coveredwe coveredwe covered recently recently recently recently during  during  during  during our our our our first workshop first workshop first workshop first workshop targetedtargetedtargetedtargeted    
specifically specifically specifically specifically atatatat start up start up start up start up and  and  and  and youngyoungyoungyoung    bbbbusinessesusinessesusinessesusinesses....        WeWeWeWe believe believe believe believe what was what was what was what was covered covered covered covered    
during the workshopduring the workshopduring the workshopduring the workshop is  is  is  is also also also also valid for established busvalid for established busvalid for established busvalid for established businesses too inesses too inesses too inesses too especially during especially during especially during especially during 
these difficult times.these difficult times.these difficult times.these difficult times.        
 

 

“Working alongside clients to “Working alongside clients to “Working alongside clients to “Working alongside clients to 
help build a better tomorrow for help build a better tomorrow for help build a better tomorrow for help build a better tomorrow for 

their businesses.”their businesses.”their businesses.”their businesses.”    
 

A TOTAL BUSINESS SOLUTIONA TOTAL BUSINESS SOLUTIONA TOTAL BUSINESS SOLUTIONA TOTAL BUSINESS SOLUTION    
dav i dnewton  

    

We We We We would like to offer would like to offer would like to offer would like to offer our clients our clients our clients our clients ourourourour full full full full    
support support support support totototo ensure  ensure  ensure  ensure youyouyouyou    are coping in the are coping in the are coping in the are coping in the 
current climate.  current climate.  current climate.  current climate.      
    

Please contact us toPlease contact us toPlease contact us toPlease contact us to arrange a meeting at no  arrange a meeting at no  arrange a meeting at no  arrange a meeting at no 
extra cost, to discuss any concerns you may extra cost, to discuss any concerns you may extra cost, to discuss any concerns you may extra cost, to discuss any concerns you may 
havehavehavehave....    
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

GOOD BOOKKEEPING PRACTICES THAT WILL SAVE YOU MONEY 

Methods of bookkeeping range from the “carrier bag of receipts”, a simple cashbook or 
Microsoft Excel spreadsheet which we can design for you, to specialised bookkeeping 
computer programs such as Sage and QuickBooks which enable you to keep detailed 
transactions and records. 
 

The longer it takes for us to sort through your books, the longer it will take us to prepare 
your accounts, unnecessarily increasing your accountancy costs.  If you can keep 
control of your bookkeeping, then we can give you an even better value service.   
 
 

OUR EASY STEPS TO PERFECT BOOKS: 
 

� Use a lever arch file to file invoices and receipts. Small invoices can be attached to a 
piece of paper which can have holes punched, or put inside a plastic wallet. 

 

Invoices for Purchases: 
 

� File invoices paid by cheque in cheque number sequence and 
write the cheque number on it so it can be referred to easily. File 
invoices paid by credit or debit card after the cheque-paid 
invoices or in a separate file.  

� Keep invoices for cash in an envelope, one for each month, 
ideally kept in date sequence and given a reference. 

� Use separate files or a divider to identify paid & unpaid invoices. 
 

Invoices for Sales: 
 

� In a shop this can be the till roll. 
� Other businesses should raise a sequentially numbered invoice and keep a copy on file. 
� An invoice should give the business name and address, date, amount and a description of 

the sale. Other than for small amounts it should also give the purchasers (trading) name 
and address. 

� Again a separate file or divider can be used to identify paid invoices from unpaid invoices. 
 

Also keep a record of…: 
 

� Business bank statements, paying in books, cheque book stubs, credit card statements. 
� Any money transferred between your business and personal accounts. 
� Goods taken from the business for personal use or supplied in exchange for goods or 

services e.g. personal food in restaurant or a garage owner servicing their accountants car 
in exchange for a reduced fee.  

� The paperwork if an asset such as a van is 
purchased through a Hire Purchase 
Agreement and details if an asset has been 
sold or part-exchanged during the year. 

� If you use your private car or home phone 
partly for business use, keep a record so at 
the year end you can claim the business 
proportion as an expense. 

 

 “Business SafeGuard” is a low cost way that you can have 
a one to one session with our business coach that will enable 
you to examine ways in which you can both save money and 
generate new business even during the recession.  

We are so sure that we will be able to identify ways to help your business to survive these 
difficult times that if you are not satisfied with the session, we offer a 100% money back 
guarantee!  Contact us today to book your session. 

Do you find bookkeeping painful?Do you find bookkeeping painful?Do you find bookkeeping painful?Do you find bookkeeping painful?    
    

Let us do it for you! Our low cost Let us do it for you! Our low cost Let us do it for you! Our low cost Let us do it for you! Our low cost 
serviceserviceserviceservice may be the solutimay be the solutimay be the solutimay be the solution.  Talk to on.  Talk to on.  Talk to on.  Talk to 
us to see how we can help you keep us to see how we can help you keep us to see how we can help you keep us to see how we can help you keep 
your books in order so you canyour books in order so you canyour books in order so you canyour books in order so you can use  use  use  use 
your talents to do what you do bestyour talents to do what you do bestyour talents to do what you do bestyour talents to do what you do best....    

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Family & Business Protection - Are you covered? It costs less than you think! 

Having established your business you will 
have taken out different types of insurance to 
protect your assets and liabilities such as 
vehicle insurance, property insurance, public 
and employer’s liability, but what about the 
main business asset you have, yourself?   

What happens to your business if you are 
ill and cannot work or if you die?  

Fortunately there are different types of policies 
available to provide the protection you need 
so that should one of these events occur, you, 
your family or your business can be protected 
from financial worries.    

There are three main types of protection for 
you to consider these are life assurance, 
critical illness and health insurance.  As you 
would expect life assurance would pay a lump 
sum to your family or business should you die, 
but what if you have an illness or accident that 
prevents you from working for a long period? 
This is where a critical illness or health 
insurance policy can be of value.   

Life insurance can be a very cheap product. 
For example a person aged 25 can buy a term 
assurance policy with a sum assured of 
£100,000 for as little as £5.59 per month. So 
we would always suggest that you have a 
lump sum life assurance policy to protect your 
family, you should also consider a policy that 
will repay your mortgage and also to provide a 
regular income for your family if you are no 
longer there to provide it. 

Critical illness 
protection is 
designed to 
provide a lump 
sum of money 
should you 
contract one of 
a series of illnesses but do not die, but 
could stop you working again.  The range of 
illnesses covered can be quite wide but 
would usually include heart attack, cancer, 
stroke, multiple sclerosis or a permanent 
disability. 

Private medical insurance is a way of 
ensuring you get the treatment you require 
as soon as possible and at a time to suit 
you and your business.  This can be an 
important factor, if you have a complaint 
that makes it painful for you to work and are 
on a NHS waiting list it could be a long time 
before you receive the treatment you need. 

Permanent health insurance or income 
protection policies as they are now usually 
called are taken out to provide an income if 
you are off work for a long period, the 
income is usually equal to about 50% of 
your last years earnings.  The income will 
be paid after a waiting period which can be 
1, 3, 6 or even 12 months.  Income will 
usually rise in payment each year and will 
continue until you return to work or the 
policy expires.  Policies would usually 
expire at age 60 or 65.   

 

 
Changes to Holiday Entitlement 

Since 1 October 2007 all workers have had a statutory right to at least 4.8 weeks paid annual 
leave (24 days paid holiday for those who work five days a week). From 1 April 2009 this 
entitlement will increase to 5.6 weeks (28 days). Those working part-time are entitled to the 
same level of holiday pro rata (so currently 4.8 times their usual working week).  

� Employees start building up holiday as soon as they start work and when they leave they 
need to be paid for any holiday not taken  

� You can control when your employees take their holiday  

� Normal pay applies for holidays and employees on ordinary and additional maternity 
leave and paternity and adoption leave continue to be entitled to their holidays during the 
leave period 

� Bank and public holidays can be included in the minimum entitlement  

If you would like us to carry out an assessment of your protection needs or if you have any 
queries please contact either Bruce Harrison or Sarah Braithwaite who will be happy to help you. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

   

 

 

davidnewton news 
BUSINESS START UP WORKSHOPSBUSINESS START UP WORKSHOPSBUSINESS START UP WORKSHOPSBUSINESS START UP WORKSHOPS    

Our business workshops had proved so popular 
with our existing clients that we decided to offer 
a free workshop aimed purely at new 
businesses. We were delighted to meet so many 
new faces and have the opportunity to help 
them establish a strong business.   

We were also delighted to welcome Clare Williams from Business Link and James Brown 
from Barclays Bank.  Clare offered advice on helping businesses find funding through 
Business Link. Funding provided by Business Link can be used towards the cost of 
davidnewton services.  Funding is not only for new businesses, but established businesses 
can apply too.   

James informed us that Barclays are definitely still in the business of lending money. Make 
sure you talk to your bank during these difficult times as they may be able to help with 
cashflow. We can pass Clare or James’ details on to anyone who is interested in gaining 
extra advice. 

If anyone is interested in attending any of our future workshops for new business start-
ups, please let us know. 
 

AN INVITATION TO OUR FREE BUSINESS DEVELOPMENT WORKSHOP AN INVITATION TO OUR FREE BUSINESS DEVELOPMENT WORKSHOP AN INVITATION TO OUR FREE BUSINESS DEVELOPMENT WORKSHOP AN INVITATION TO OUR FREE BUSINESS DEVELOPMENT WORKSHOP ---- 5 5 5 5thththth March 2009 March 2009 March 2009 March 2009    

Our next Business workshop is on Thursday 5th March from 
9am to 12noon at The Training Centre on Clifton Moor, York. 
Businesses will have the chance to network and talk to 
members of our team.  If you would like to reserve a place, 
please contact us as soon as possible as places are limited. 

IIIIf you have any f you have any f you have any f you have any other other other other news which younews which younews which younews which you think may interest our other  think may interest our other  think may interest our other  think may interest our other     
clients, clients, clients, clients, then please do let us know!then please do let us know!then please do let us know!then please do let us know!    

Disclaimer David Newton & Co. Limited have taken all due care in the preparation of this issue of ‘Practice Talk’.  No responsibility for  loss occasioned  
to any person acting or refraining from action as a result of any material in this publication can be accepted by David Newton & Co. Limited. 
 

David Newton & Co. Ltd trading as davidnewton, Registered in England No. 3912406 

If you have a web site, make sure you use it to its 
full potential. Your web site is another front door to 
your business so it is important to give the right 
impression to your potential customers whilst they 
are searching for the right company online. 
 

Your web site can give a very powerful first impression.  Make sure it’s 
the kind of impression you want your new customers to have. You can 
do this by carefully considering the image and content of your site.  Can 
you provide services direct to customers? i.e. e-commerce or booking 
systems.  Give your web site the attention it needs for it to do its job and 
so that it can work for your business. Search engine marketing needs to 
be appropriate, implemented and reviewed regularly.  

If your site isn’t working for you, Rebecca or Hayley will happily 
review it and offer our advice on ways to improve your site. 

The path to successful web marketing 
“A web site that 

is given careful 

thought and 

consideration, 

which is utilised 

in appropriate 

ways and 

incorporates 

relevant tools, 

provides a very 

powerful driving 

force for your 

business.”  

 


