
 
 

Self Assessment Checklist 

Use this checklist to gather together the information required for the completion of your self 
assessment tax return. 

Business and Personal Details: 

 start and end date of your financial year or the date in which the business ceased trading 
 any business or personal information changes 
 UTR Number, also known as Unique Tax Reference. You are normally sent this soon after 

registering for Self Assessment with HMRC 

Details of Prior or Current: 

 Employment 
 Partnerships 
 UK Property Lets 
 Foreign Income 
 Trusts 
 Residency 
 Benefits in Kind 

This information is required to determine any additional or ‘supplementary’ pages required for 
your tax return. For instance, if you were employed for part of the year before you became a 
sole trader, provide details of your final pay and tax paid. This can normally be found on a P60, 
P45 or your final payslip, as you may be due a refund of overpaid tax. 

Details of other Income and Expenses: 

 directorships held 
 dividends received 
 pensions 
 annuities 
 state benefits received 
 tax reliefs 
 charitable giving/ ‘gift aid’ 
 Blind Person’s Allowance 
 Student Loan Repayments 
 High Income Child Benefit 
 Marriage Allowance 

Details of Business Income and Expenses: 

 Invoices Issued 
 Receipts 
 Bank and Credit Card Statements 
 Purchase Orders 
 Purchases Paid 
 Bad Debts 
 Goods Taken for Own Use 
 Business Entertainment 



 
 
 Fines 
 VAT 
 PAYE 
 Drawings 
 Business Costs for Vehicles including Mileage and Fuel Purchases 
 Working from Home Expenses including no of hours and shared expenses e.g. telephone and 

broadband 

Use your bank and credit card statements to help you ensure you have all required receipts and 
supporting documents for income received. Tick off each item as you work through your 
statements and attach originals to the back of the statement. If you are missing any receipts try 
to obtain copies, if this is not possible, provide details of the expense and any other information 
you remember next to the item on your statements. 

Stock Information 

If your business deals in physical products, make sure you have information relating to: 

 opening stock figures 
 goods purchased 
 year-end stock figures, you will need to undertake a physical count 

For manufacturers, you will need to consider parts used in creating your product including 
packaging.  

Vehicle Information 

If you use vehicles with your business, ensure you provide details of any:  

 purchases 
 details of the type of vehicle used including make, model and fuel type  
 details of any vehicles sold, or part exchanged 

Business Asset Information 

Whilst vehicles are ‘assets’ (goods with a long life used within the business), they are dealt with 
differently. If you have made large purchases on equipment or plant and machinery, allowances are 
available. Record and keep details relating to: 

 purchases, including invoices 
 type of assets 
 useful lifespan of the items 
 the final value you think the items could each be sold for when no longer needed, or any 

scrap value 

Your advisor will use this information to create an ‘asset register’ and determine the annual 
‘usage fee’ for each asset held in the business which is put through your accounts as an expense 

Information on Business Losses: 

 If your business has made a loss in a previous year, let your advisor know. They will need 
details of how much and the years in which the loss relate to. 



 
 
Information on Construction Industry Scheme (CIS) deductions 

If you are a self-employed subcontractor with no employees, provide details of any CIS suffered and 
have available: 

 Payment Certificates 
 Sales Invoices 
 CIS Returns 

Other helpful information: 

 Let your advisor know if you would like to pay voluntary class 2 National Insurance 
contributions if your profits are below £6,025, to allow you to continue to build up 
entitlement to state benefits. 

 If you are employed and self-employed you have the option to  make your tax liability 
payments via deductions from your wages. This is only applicable if you owe less than 
£3,000 in tax and submitted your tax return before 30th December 2018, subject to 
restrictions. 

 

 

 

 


