
Client EA Action

(NOTE: STEPS
3+4 CAN BE

AVOIDED IF YOU
FOLLOW OUR

PROCESS)

Each quarter we will prepare your VAT return. Below is our process:

CLIENT: Remember to pay any VAT due by the deadline to avoid penalties and
interest. The amount, deadline and payment details will be provided by us. 

*We do not send payment reminders.

Fully-managed bookkeeping: How we work with you

VAT return process map

VAT
QUARTER

ENDS

Upload missing paperwork and
respond to our queries (Consequences:

If you don’t do this, your VAT return
could be delayed, or inaccurate and you

could be leaving VAT on the table!) 

DEADLINE: 
By the 21st of the month

UPDATE
BOOKKEEPING

Finish
bookkeeping
(based on the
information
provided)

Run quarterly
checks and

prepare VAT
Return

Send the VAT
Return to
Client for
Approval

Submit
the VAT
Return

Approve the
VAT Return
(automated

reminders will be
sent)

Send request to client
for missing paperwork

and any additional
queries (automated

reminders will be sent)
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How we work with you


