
Backbone Drums – Introduction to accounts 
 
For any business to operate successfully, accurate records need to be kept. If you are running 
your own drum teaching business then you need to keep a track of all of your income and 
expenses.  
 
The documents we provide through our site have been used with great success in music schools 
and private teaching practices to keep accurate records with minimal fuss and effort. Although 
they are not official documents that a tax authority would accept, they will help you keep a track of 
your finances, see trends in your income/expenses and plan for the future. They will also help you 
or your accountant prepare any end of year tax returns etc. 
 
Reasons for keeping accurate records 
 
Keeping accurate figures is important for two reasons: 
 

1. As a self employed drum teacher you have a legal requirement to keep an accurate record 
of all your income and expenses and complete an annual end of year tax return. If you 
make enough money, you will have a tax bill that needs to be paid within a certain time 
frame. Failure to comply could lead to a heavy fine and maybe even legal action. 

2. As a business owner, you need to be totally aware of how you are doing so that you can 
avoid problems before they arise and grow your business. Keeping accurate records and 
learning how to use the information given will allow you to continue making a living from 
teaching for many years. 

 
How to keep accurate records 
 
Our accounting records are very simple to use and if used correctly will help you run your business 
effectively and save you lots of time.  
 
There are several tutorials that explain more about each specific document, but here is how you 
should approach your record keeping: 
 
1. Bank account  
 
Set up a separate bank account for your business. If you are a sole trader, you don’t need a 
specific ‘business’ bank account, a simple current account will do. You only need a proper 
business account if you are a limited company. 
 

• Make sure you only use the account for business expenses and transactions if possible to 
keep record keeping simple. 

• Bank money on a regular basis and keep your account in credit as much as possible. 
• Print out or view your statements once per week and record all transactions onto your 

weekly records. 
• Print out a statement once per month to check your weekly and monthly records. File this 

with your monthly paperwork. 
 
 
 
 
 



 
 
2. Petty cash 
 
Get a lockable tin to keep cash and cheques in until you pay them into your bank account.  
 

• Treat all money you receive as being owned by your business and not you personally. 
• If you take any money out for any reason (personal or business) record it on your daily 

and/or weekly record. 
• Keep a certain amount of change in there to give to students if needed. 
• Keep your paying in books etc in your lockable tin. 

 
3. Saving files 
 
If you are using the Excel spreadsheets and workbooks from our website, create the following: 
 

• Set up a folder on your desktop called ‘Accounts’.  
• In the accounts folder, set up a folder for the current year. 
• In the current year folder place an ‘annual record’ workbook. 
• Also in the current year folder set up a folder for each month of the year (12 folders) 
• Label each of the month folders with the months of the year. 
• In each of the month folders, place 4 or 5 ‘weekly records’ and 1 ‘monthly record’. 
• Change the names of the weekly and monthly record to something that helps you identify 

which week they refer to (Week 1, Week 2 or Week ending______ etc). 
 
You now have set up your records for the year ready to be filled in. Details of how to use the daily, 
weekly, monthly and annual records can be found under Accounts on the supporting material 
page. 
 
4. Accountant 
 
Unless you are very confident with figures and accounting, we would suggest paying for the 
services of an accountant to give you general financial advice and help with such things as end of 
year tax returns. 
 
A good accountant need not be very expensive and by using our documents to keep accurate 
records, they won’t need to spend so much time on your figures, which keeps the cost down even 
more. The advice of a good accountant can also save you money by giving advice on what 
business expenses you can record and how to best manage your finances. 
  
 
IMPORTANT: 
 
The instructions we provide assume that you know a little bit about your legal requirements and 
how basic accounts work. If you are unsure on anything, or have no knowledge at all on the 
subject you need to seek advice from the tax office and/or an accountant. 
 


