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Bookkeeping & Accounting Software
We can help you administer the paperwork for your business in order to let you 
concentrate on the thing you do best: managing your business.

With guidance from the start of your business on how to manage your paperwork, you 
can be assured that the chore of regular book keeping can be minimised.

We can help you set up and run all types of accounting records whether you use manual 
books, spreadsheets or accounting software.  Our staff will work with you to assess your 
requirements and assist you to develop the most suitable and cost effective system.

How to reduce the time taken in accounts preparation

Accountancy is an area where excellent record keeping can reduce the fees.  Good 
housekeeping on accounting records include:-

	 •	 File your invoices and correspondence in order

	 •	 Record and analyse all your cash, credit card and bank transactions

	 •	 Sub-total each page of your cash book and day books, providing totals at the 
		  end of each month

	 •	 Reconcile your payment analysis book with your bank and credit card statements

	 •	 Reconcile PAYE, NI, and VAT account balances with amounts due to  
		  HM Revenue & Customs

	 •	 List and total your year end creditors

	 •	 List and total your year end debtors

	 •	 List your fixed asset additions and disposals made during the year

	 •	 List and total your year end stock and work in progress

	 •	 Keep backups of your computer records

Computerised accounting records

Accounting software allows you to manage your day to day business by generating 
reports that include your current profit and loss position, debt and receipts outstanding 
and potential VAT liability.  With this crucial business knowledge, you are prepared for 
all cash flow issues and make working capital decisions promptly and efficiently.



Our specialist area is Sage software and we can offer you assistance with this and other 
software providers to assess your requirements and assist you to develop the most 
suitable and cost effective system.  Training can be carried out where you choose and at 
your pace and convenience by one of our experienced members of staff.

There are various Sage packages available to cater for your needs; a popular choice 
for those just starting in business is the Sage Instant package which has all basic book 
keeping requirements at a reasonably low cost.  As your business develops and grows, 
you can upgrade your package to include other options including stock control, project 
costing and more.  These packages fully integrate with other software packages enabling 
you to run your business smoothly and save time.

We can also provide training on Sage payroll software, again they have different packages 
to suit your business needs and size and these can fully integrate with Sage Accounts.

Both Software packages now have the facility to file both quarterly VAT returns and 
PAYE year end online.

We can help……………
David Allen & Co are here to help you with your record keeping, which ever method you 
choose to use, allowing you to concentrate on running your business effectively.  

For further information please contact Kirstie Somerville (kirstie.somerville@david-
allen.co.uk) or complete the following slip and post it back to us:

I would like you to contact me about Bookkeeping and Accounting Software.

Name

Address

Telephone

E-Mail


