
 

    

 

Unlock your financial 
future with the Helpline 
system designed 
specially for Forever 
Living Products (“FLP”) 
Distributors 

Help is on 
hand –  

At last! 

              Accountants and Business Development Specialists 
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Amnesty 
Accounts 
Some subscribers may 
not have filed accounts 
with the Inland Revenue 
or may have no 
accounting information 
available for previous 
years.   
 
If you are in this position 
then we can help you by 
negotiating on your behalf 
with "Amnesty Accounts" 
to try to persuade the 
Inland Revenue that no 
profits arose for those 
earlier years and also that 
you will not be entitled to 
any tax relief for the early 
losses which you may 
have suffered - please 
enquire about our fees for 
this work if you need 
Amnesty Accounts. 

 

Introduction 
Many people who start as FLP Distributors 
haven’t been in business before.  The tax rules 
and National Insurance regulations can appear 
quite frightening.  But the costs of retaining an 
Accountant to help you may be equally 
frightening. 
 
That is why the Helpline Service helps to keep 
your accounting costs to a minimum.  You 
only pay for what you want and what you can 
afford. 
 
This new system works best for distributors 
who use the Add-Up Accounting Book. 
 
Armed with the guidance you’ll get, you 
should be able to keep your books and records 
in good order and complete the skeleton of 
your annual accounts for us to review.  After 
our review we will then be able to complete 
your Self-Assessment Tax Return and send it 
to you to sign and forward to HM Revenue & 
Customs to agree your tax position for each 
year. 
 
What does the 
Helpline service 
include? 
The Helpline Service includes: 

 Clear guidance - to help you use the 
Add-Up accounting system and prepare 
your own annual accounts. 

 A skeleton form of annual accounts 
- for you to slot in your figures at the 
end of your financial year. 

 Preparation of your tax 
computations - so you can comply 
with the self-assessment tax rules.  

 Preparation of your Self-
Assessment Tax Returns – to 
comply with Inland Revenue 
requirements.  Advice on how to 
maximise your tax relief. 

 Access to our database of 
Information Publications – designed 
to make life easier for busy owner-
managers. 

 Better Business Focus – a free copy 
of the unique monthly Better Business 
Focus publication is available on our 
website.  It’s jam-packed with articles 
on marketing, selling, business-
building, motivating, leadership, 
management and many other key skills 
to make your business really fly. 

And of course, as you’d expect, all of your 
personal tax and financial details are treated in 
the strictest confidence.  
 

What does the 
Helpline service 
cost? 
The Standard Helpline Service costs £275 a 
year, inclusive of VAT at 17.5% if you let us 
have your information before 31 August 2010.  
After that date the service costs £325 (see 
www.network-marketing.uk.com for further 
details) 
 
The Premium Helpline Service costs £425 a 
year, inclusive of VAT at 17.5% if you let us 
have your information before 31 August 2010.  
After that date the service costs £500 (see 
www.network-marketing.uk.com for further 
details) 
 

 

Add-Up 
Accounting Book 
Subscribers to the Helpline Service are given 
the Add-Up Accounting Book system, free of 
charge as part of this publication. 
 

Subscribing to 
this service 
Subscribing to the service couldn’t be easier. 
All you have to do is to: 

 Complete the Registration Form (the 
next page that follows). 

 Write out a cheque for our charges. 

 Complete the personal information 
details form (included with this 
publication). 

 Visual/Identification documents – 
Original Passport or Photo driving 
licence and an utility bill showing your 
current address (re: Money Laundering 
Act – 1 March 2004) 

 
… and post the lot to us.  
 
Once we have reviewed your details, we will 
take the necessary copies and return the 
originals to you, together with our standard 
engagement letter for you to complete – don’t 
worry.  All the information you’ll need will be 
ready to hand – especially if you’ve used the 
Add-Up Accounting Book. 
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REGISTRATION FORM 
Helpline Subscription 

(please photocopy, complete and send to us at the address shown at the end of this publication) 

 
Tick 
Boxes Below 
 
 

 I/We have completed the Personal Tax and Financial Details Form, which is included with this 
subscription form. 

 

 I/We wish to become a Standard Helpline subscriber 
 

 I/We wish to become a Premium Helpline subscriber 
 

 I/We enclose £75 deposit with this initial paperwork (balance payable 30 days after completion of tax 
return) 

 
 
 
 
 
SIGNED    …………………………………………………………….……… 
 
 
DATE     …………………………………………………….………………  
 
 
 
Your Personal Name:  ………………………………………………………….………… 
 
 
Business name (if different)  …………………………………………………………….……… 
 
 
Address:    ……………………………………………………………………………………………………… 
 
    ……………………………………………………………………………………….……………… 
     
    ……………………………………………………………………………………….……………… 
 
Post Code:    …………………………………………… 
 
 
Telephone (Home):   ……………………………………..……   (Work) …..………………………………………  
 
 
Fax (Home):   ………………………………………..…   (Work) …..………………………………………  
 
 
Mobile Phone:   …………………………………………………………………   
  
 
 
E-mail address:   ………………………………………………………………… 
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Personal Tax and Financial Details 
Helpline System 

 (please photocopy, complete and send to us at the address shown at the end of this publication) 

 
 

Your full name …………..……………………………………………………………… Your Date of Birth   …………………………………… 
 
Spouse's /Partner’s full name ……………………………………………………    Date of Birth  …………………………………… 
 
Your address …………………………………………………………………………………………………………………………………………………  
 
  …………………………………………………………………………………………………………………………………………………  
 
  ………………………………………………………………………………………………………………………..……………………… 
 
  Post Code …………………………………… 
 
 
Tel: …………………………………………… Fax: ……………………………………… E-mail: …………………………………………………  
 
What is the present selling value of your home?   £ ……………………… 
 
When did you buy your home?   ………………………. (Date:MM/YY)   How much did you pay for it £………….……… 

How much did you borrow to buy your home?  £ ………………..…    How much is still owing? £……………….….…… 

What is the rate of interest?   ………………………… 

When did you become an FLP Distributor?  …………………………….……………  (Date: MM/YY)     

Have any business accounts been prepared (if so, please send us a copy)?      YES/NO 

Please supply some details of where you and your spouse work 
(job, salary, employer, NIC number and so on) 
 

You Your Spouse/Partner 
(please specify which): 

Job Job 

Salary/Annual Income from your main job/self 
employment 

 

Salary/Annual Income from your main job/self 
employment 

Name of Employer 

 

Name of Employer 

NIC Number NIC Number 

Any other relevant information 

 

 

Any other relevant information 

Do you have a company car?  If so, what is it?   

 

What is the CO2 emission rating? 

Do you have a company car?  If so, what is it?   

 

What is the CO2 emission rating? 

(Approximately) what is your total annual income? 

This year             £ 

Last year             £ 

2 years ago         £ 

(Approximately) what is your total annual income? 

This year             £ 

Last year             £ 

2 years ago         £ 

If you already have an accountant or tax advisor, 
please supply the name and address: 

 

 

If you already have an accountant or tax advisor, 
please supply the name and address: 
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 Find us: 
 

 
 

 

  
 

 
 
 
 

 
Contact us:   

 
Chris Whitley-Jones BSc (Econ) FCA 
Managing & Audit Partner 
Mobile: 07730 957002 
E-mail: cwhitley-jones@prbmp.com 

Multi-level Marketing Sector 
Financial Investigations  
Registered Audit Work for Companies 
Preparation of Accounts  
Due Diligence Work 
Special Reports 

Investigations and Forensic Review 
Litigation Support Services 
Reporting Accountants on Flotations 
Share Option Schemes 
Accident and Insurance Claims 
Factoring and Book Debt Finance 

   

John Forgham BSc (Econ)(Hons) 
General Practice Partner 
Mobile: 07730 957004 
E-mail: jforgham@prbmp.com 

Accounts and Tax Computations 
Client Money Audit Work 
Management Accounting Work 
Payroll Services 
Bookkeeping and VAT Returns 
Outsourcing 

Accounting Bureau Work 
Business Monitoring 
Business Plans and Projections 
Advice on Employee-Benefit Schemes 
P11D Record Keeping Systems 

   

Simon Power ACA 
Tax Partner 
E-mail: spower@prbmp.com 

Self Assessment Tax Returns 
Corporate Tax Compliance 
Capital Gains Tax Advice 
Capital Gains and Inheritance Tax Planning 
VAT Compliance and Planning 
Tax and VAT Investigations 
Share Valuations 

PAYE and P11D Advice 
National Insurance Advice and Planning 
Share Option Schemes 
Tax Shelter Advice 
Enterprise Investment Scheme Advice 
Enterprise Management Incentive Scheme 
Advice 

 
Kim Lo BSc (Hons) ACA 
Audit Partner 
Mobile: 07786 925660 
E-mail: klo@prbmp.com 
 
 
Michael Cole FCA 
General Practice Partner 
 
 
 
 
Jackie Richardson ACA 
General Practice Partner 
 

 
 

Registered Audit Work for Companies 
Preparation of Accounts  
Bookkeeping and VAT Returns 
Self Assessment Tax Returns 
  
 
 
Business Monitoring 
Tax Planning  
Bookkeeping and VAT Returns 
Partnerships and Sole-Trader Accounts 
 
 
 
 
Statutory Audit Work for Companies 
Preparation of Accounts for Companies, 
LLPs, Partnerships and Individuals 
Accounting Bureau Work 
 
 

 
 
Charity Accounts & Audit Work 
Sage Line 50 
Tax Computations 
Management Accounting 

   

 
 

 

 
 
 
 

 

 Kingfisher House. 
 Hurstwood Grange . Hurstwood Lane  

Haywards Heath . West Sussex . RH17 7QX 
DX: 300308 Haywards Heath 1 

 
T. +44 (0) 1444 458252  F. +44 (0) 1444 458184 

PRB ACCOUNTANTS LIMITED LIABILITY PARTNERSHIP 
Registered Office. Kingfisher House . Hurstwood Grange . Hurstwood Lane . Haywards Heath. West Sussex. RH17 7QX 

T. +44 (0) 1444 458252. F. +44 (0) 1444 458184. E. info@prbmp.com. W. www.prbmp.com 
Incorporated in England & Wales. Company Number. OC300414 

Members:  John Forgham BSc (Econ), Simon Power FCA, Chris Whitley-Jones BSc (Econ) FCA, Kim Lo ACA, Michael Cole FCA, Jackie Richardson ACA 
 

 Accountants and Business Development Specialists 
 

Owner-Managed Limited Companies Accounts and 
Compliance 
Personal Tax Returns 
Planning for Retirement and monitoring 
Retirement Plans 

 

Management Accounts 
Taxation for Corporate Clients, LLPs, Partnerships 
and Individuals including direct and indirect 
Taxation 
General Business Advice 
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GUIDANCE FOR USING THE ADD UP ACCOUNTING BOOK 
 
PAYMENTS 
 

1) The Add Up Book is separated into individual spreadsheets labeled Month 1 to 
Month 12 on tabs at the bottom of your screen.  You need to rename Month 1 as 
the first month you began trading i.e. April 2009, and so on. 

 
2) The top part of the spreadsheet is named ‘Payments’.  In here you should record 

all your purchases, noting the Date, Supplier, Total spent and then analyse the 
purchase by placing it under the relevant column representing what the purchase 
was for.  Please see attached EXAMPLE spreadsheet detailing this for month July. 

 
3) You should record ALL products purchased from FLP whether you have resold them 

or not.  You must then note the amount that you used for Personal use and for 
Sample/Demonstration use.  Please see attached EXAMPLE spreadsheet detailing 
this for month July. 

 
 
RECEIPTS 
 

1) The next section is titled ‘Receipts’ and here you should record all Sales, detailing 
Date, Customer Name, Total and analyse it as to whether it was a Product sold at 
Wholesale (cost price to you) or Retail (30% mark up). You also record your Bonus 
Receipts in here. 

 
 
FLP MILEAGE 
 

1) In this section, you will need to record mileage for FLP business trips/meetings etc.  
This information will be used to calculate your mileage for tax allowable motor 
expenses.  

 
It would be beneficial for you to keep as many receipts, invoices, sales dockets as 
possible for your records and to back up the accounting information you have supplied.  
At the end of your financial year please make a note of the amount of stock you have. 
 
Upon registration with PRB, you can choose either a manual Add Up Accounting Book as 
described above or an Excel Spreadsheet format of the Add Up Accounting Book. 
 
 
When you have completed your spreadsheets please forward them to us - 
 

By post to Mr C Whitley-Jones, PRB Accountants LLP, Kingfisher House, Hurstwood Grange, 
Hurstwood Lane, Haywards Heath, West Sussex, RH17 7QX 
 
Or Email spreadsheets to: cwhitley-jones@prbmp.com or cbrooker@prbmp.com 
 
Please note that the deadline for filing your Self Assessment return for the tax year  
6th April 2009 to 5th April 2010 is 31st January 2011. 
 
Please appreciate that late submission of your records may mean late filing – for which you may 
be fined! 
 
The quicker you file your return with the HM Revenue and Customs, the quicker you could receive 
your tax relief! 
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NOTES 



PAYMENTS IN MONTH - JULY

Date Supplier / Details Total FLP 
Purchases

Motor 
Expenses

Adverts / 
Promotion

Printing, 
Postage & 
Stationery

Travel 
Expenses

 Phone 
Business 

Use %

Business 
Bank A/C 
Charges

Meeting 
Expenses

Training  
Courses 

Sundry 
Expenses

03-Jul-09 Ramada Hotel 25.00 25.00

03-Jul-09 Train Fare 11.20 11.20

05-Jul-09 Post Office - Stamps 3.84 3.84

07-Jul-09 Fuel 30.00 30.00

14-Jul-09 FLP Products & Carriage 109.95 104.00 5.95

14-Jul-09 FLP Literature 18.00 18.00

18-Jul-09 BT (£115 @ 30% business) 34.50 34.50

20-Jul-09 Table Cloth 40.00 40.00

24-Jul-09 Coffee, Tea and Biscuits 7.20 7.20

24-Jul-09 Mobile charges 22.50 22.50

27-Jul-09 Brookers Advertising 68.25 68.25

27-Jul-09 Envelopes 2.85 2.85

28-Jul-09 Business Bank Account 12.00 12.00

29-Jul-09 Cost of stall at Craft Fair 20.00 20.00

405.29 104.00 30.00 106.25 12.64 11.20 57.00 12.00 7.20 25.00 40.00

FLP PRODUCTS PURCHASED AND RECORDED ABOVE BUT USED FOR:

Own Use 12.58

Sample and Demo 19.98 For assistance please call 01444 458252

EXAMPLE



RECEIPTS IN MONTH - JULY

Date Customer Total Sale of Product 
Retail

Sale of Product 
Wholesale Bonus Meeting Receipts Sundry Receipts

03-Jul-09 Joanne Baker 18.00 18.00

03-Jul-09 Tina Stubbs 39.76 39.76

05-Jul-09 Diane Sutton 18.00 18.00

07-Jul-09 Tony and Julie Shoesmith 28.59 28.59

14-Jul-09 Mother 12.58 12.58

14-Jul-09 Sharon (Sister) 21.73 21.73

18-Jul-09 Annette Taylor 10.59 10.59

20-Jul-09 Table Cloth 15.43 15.43

30-Jul-09 June Bonus 12.42 12.42

0.00

0.00

0.00

0.00

0.00

177.10 130.37 34.31 12.42 0.00 0.00

For assistance please call 01444 458252

EXAMPLE


