
The 5% reduced rate of VAT is available for 
a wide range of residential conversion and 
renovation projects, but it is often overlooked. 
Applying 5% rather than 20% VAT can, of course, 
dramatically reduce the construction budget.

The conversion allowances
The conversion of a non-residential building 
into a house or flats will usually qualify for the 
5% VAT rate. For example, if an office building 
is converted into a house at a cost of £500,000, 
the VAT charged would be just £25,000 rather 
than £100,000.

The 5% rate also applies to conversions that 
change the number of dwellings, for example, 
converting flats into one 
house, or a single property 
into multiple apartments. 
Furthermore, if a 
residential building has 
been empty for two 
or more years, the 5% 
is also available for most 
renovation and alteration 
works. (If it has been vacant for 10 years or 
more, a zero rate applies). 

If you are converting a
property let us help you
make huge tax savings
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Not only does the reduced rate cover a wide 
range of residential construction services, it also 
covers most building materials supplied by a 
VAT-registered contractor. If customers source 
materials themselves, they will pay the 20% VAT 
rate. If the contractor sources them, 5% VAT will 
apply in most cases. The services of architects 
and other professionals could also benefit from 
the reduced rate, if supplied as part of a design 
and build contract. Be careful to agree this with 
the professionals in advance.



If you run a company or a 
partnership and sell your personal 
services, knowledge or skills, have 
you taken appropriate steps to 
ensure that the IR35 rules won’t cost 
your business a fortune in additional 
tax?

PAYE and National Insurance Contributions 
will be applied to all payments made to 
individuals by Managed Service Companies. 

If your sales are less than £1.35m a 
year, are you making VAT potentially 
much easier and cheaper for your 
business by making the most of 
the cash accounting scheme or the 
annual accounting scheme?

Many businesses find that annual VAT 
accounting saves them a lot of time, and cash 
accounting dramatically improves their cash 
flow. So, both are well worth exploring.

If your employees use their own cars 
for company business, do you know 
how the mileage rules effect them 
and the business?

Employers are able to pay employees up to 
45p per business mile tax free, dropping to 
25p per business mile after 10,000 business 
miles for using their cars on business 
journeys. Where employees receive less than 
these limits for business journeys in their 
own cars they can claim the difference as a 
deduction against their wages and reduce 
their tax bill.

Tax Tips
If you have not already heard, we are delighted 
to announce that we have acquired Whittlesey 
based accountancy firm Davis Business Services. 

GreenStones were selected by Carol Garner as the 
ideal firm to look after her clients, following her 
decision to retire.

Carol Garner stated that, “GreenStones 
accountants fit the bill perfectly to take over from 
me.  GreenStones show the same dedication to 
customer service, proactivity and 
innovation as I do.”

We are pleased that Carol’s 
existing team member 
Emma Jarvis will become 
part of our enlarged 
team and will continue to 
operate the office in Queen Street, 
Whittlesey in addition to our head office at 
Lynchwood Business Park, Peterborough.

Simon Chaplin said, “The team are really looking 
forward to working with our new Whittlesey 
customers and supporting them in the coming 
years.”

If you are in Whittlesey, why not pop in 
and see us for a cup of coffee?  We will 
be open Monday – Friday 8.30am to 
4.30pm.

GreenStones 
Acquire Davis 
Business Services
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GreenStones have entered into a partnership with 
CCH (part of the Wolters Kluwer group) to give our 
customers access to free legal support.

The business support helpline gives our 
customers free advice on areas such as 
employment law, personnel issues, health and 
safety and commercial law.

If you require any such advice, please 
call the team on 01733 371180 or email 
advice@greenstones.co.uk for the CCH 
telephone number, together with our 
unique policy number. 

We are pleased to congratulate Faryad Yousaf on 
passing his final ACCA exams.  

Faryad joined us in December 
2014 and as a newly qualified 
Chartered Certified 
Accountant is excited at 
the prospect of taking on 
a more challenging role 
within the team.  

Xero Certified – Bell Done Julie
 

We are also delighted to let you 
know that Julie Tuttlebee has 
undertaken Xero Accounting 
Software Training which means 
she is our latest certified expert 
and available to answer any 
queries you may have.
 

Should you have any Xero Accounting 
Software related questions give her 
a call on 01733 305178 or email her 
at:julie@greenstones.co.uk

FREE Legal Support 
for our Customers

Exam Success

Do you need to 
access a computer 
at a different 
l o c a t i o n ?

Now you can with Log Me In.

Before we went onto a cloud based server we 
used this program to access our work desktop 
computers from home.  

Then, we upgraded to the Log Me In Rescue 
package so that we could offer training to 
customers on things like their Sage software over 
the internet. 

The program allows us to take over their 
computer with their permission. This means that 
we can see their screen exactly as they are seeing 
it.  We can then talk them through what we are 
doing as we do it.

Being able to access our customers’ software 
remotely has been a great time saver, especially 
when our customers are located at the other end 
of the country!

For further details on how Log Me In 
could benefit your business, call Nathan 
on 01733 372684 or email him at: 
nathan@greenstones.co.uk

Congratulations XX and XX for being 
voted Team Members of the Month for 
July and August 2015

Team Member of the Month
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DIY Scheme
Do-it-yourself builders also have VAT 
advantages that should not be overlooked. 
The VAT DIY scheme puts them in broadly the 
same position as a developer, as long as they 
are building a new home or converting a non-
residential building into a dwelling. It means 
they can recover much of the VAT they incur on 
construction and conversion costs. The timing 
of these claims is crucial as claims must be 
submitted within three months of completion.  
Furthermore, HMRC scrutinises claims very 
carefully, so providing the correct evidence to 
support the claim and knowing what VAT to 
include, is vital.

Non-allowable works
It is important to distinguish between 
conversion work (as specified above) and 
renovations, extensions and refurbishments: 
all of these schemes are not allowable for the 
reduced rate scheme. 

Whether you are a contractor, developer 
or a DIY builder, Loveth Watson will 
be happy to advise you on how you 
can benefit from the valuable VAT 
reliefs that are available for residential 
construction projects, and we will help 
you in preparing your VAT returns 
correctly. Call Loveth on 01733 305163 
or email her at: 
loveth@greenstones.co.uk

..Continued from page 1

Team Development
The Inspiring World of Lego

The Channel 4 documentary ‘The Secret World 
of Lego’ has been watched by most of the team 
and ignited lots of inspiration and new ideas! 

Here are just some of the highlights that the 
team were inspired by:

Recruitment
The documentary went behind the scenes of 
the recruitment process.  You might think you 
would need a design degree just to be in the 
running for a job at Lego, but that is not the 

case!  Lego seemed more focused on individuals 
personalities and how they would integrate into 
the Lego Family… 

The Lego Family
The team had 
enormous pride in 
the status of being 
Lego employees 
and were very loyal 
and dedicated to 
the brand.  Working at 
Lego is a dream job for most 
of the team.  The employees at Lego have 
been described as being like a cult in the past; 
however, they prefer to describe it as more of an 
extended family atmosphere.  

Offices
The offices were immaculate!  The reception 
areas were clear and spacious with bowls of 
Lego everywhere to evoke the imagination.

The most inspiring part of the documentary 
for the GreenStones team 
(and part of which is 
currently going through 
our ‘ideas system’) was the 
working environment and 
the policies they had in 
place:-

Hot-Desking – No-one 
had their own set desk, 
they moved to a different desk every day.

No Camping – A policy where items cannot be 
left on the desk untouched for more than 90 
minutes (a cup, a bag, a file etc.).

Eating on one floor – To encourage the team 
to sit and talk at lunch which leads to the family 
environment.

Could you take inspiration from another 
company to enhance your teams 
working environment? For advice or 
ideas give the GreenStones team a call 
on 01733 371180 or email
advice@greenstones.co.uk 

Lots of
inspiration

and new
ideas
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Generating and implementing new ideas to 
help improve the service we offer are two of the 
KPI’s that we monitor every month. 

Here are three ideas that have been 
implemented within the last two months:-

Signed Fixed Price Agreement (FPA)
Each year when we quote our customers for 
their annual accounts we send them a KitKat 
and a Fixed Price Agreement (FPA), for approval 
in advance of any work undertaken.   We will 
not start work on any accounts job until the 
FPA has been signed by the customer.  This 
new policy ensures there are 
no misunderstandings 
surrounding price, 
meaning the teams 
energy can be 
focused on giving our 
customers the best 
service possible.

New Customer Details on 
our Internal Social Media Site
When we take on a new customer we now post 
their details onto our internal social media site, 
Yammer.  Our social media site keeps all team 
members up to date on lots of team matters 
and ensures anyone working away from the 
office does not miss anything.  By posting new 
customer details it ensures the whole team 
recognises new names (not just the manager 
involved).

Accounts Meeting Agenda
We now send our customers a meeting agenda 
48 hours in advance of their annual accounts 
meetings.  This agenda lets our customers know 
what to expect from the meeting and gives 
them a chance to be fully prepared.

Could you motivate your team by empowering 

This might sound simple but it made a huge 
difference to my to-do list.

You see, every time I had an idea about writing a 
blog on a certain subject I would add it to my to-
do list. As you can imagine I had lots of ideas!  This 
meant that I was never clearing my to-do list.

Then I came across Evernote
(www.evernote.com) and it made such a huge 
difference.

This is an online notebook that allows me to 
capture my ideas. I can simply add notes about 
all the different topics or ideas for blog content in 
one place, just the same as my to-do list. But now 
I just have one action on my to-do list that simply 
says “write blog”.

When that comes up I just refer to my ideas on 
Evernote and start writing.

What to-do list items could you transfer 
to Evernote?
For further guidance on keeping your 
to-do list just for actions, contact Simon 
Chaplin on 01733 372682 or email him 
at: simon@greenstones.co.uk

Motivate
your team by
empowering

them

Time Saving Tip – Keep
Keep your to-do 
list just for actions

Team Innovation..
have you spotted
any changes?

them to generate and 
implement new ideas and 
help your business? 

Call Sally on 01733 
305174 or email her at: 
sally@greenstones.co.uk 
to find out how you could implement a 
simple innovation system.
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You can Do It Yourself…

So you want to scan your documents 
yourselves?  All you require is a scanner, 
computer, time (lots of it) and a software 
package to help with the processing.
There, you’re ready to go! 

Many multifunctional 
devices have the 
capabilities to scan 
documents, then all you 
need to do is prepare 
the files for scanning 
by removal of staples, trim 
bad edges, check for double sided paper and 
variance of the paper type, colour and your off.

The advantage to processing it yourself is that 
you can attack your archive at the speed you 
want to process at, it’s your time and you can 
use it how you wish. Your documents become 
safe and it forms a part of your disaster recovery 
plan.

Or, You Can Outsource Your Document 
Scanning…

Many businesses start the scanning programme 
in-house with all good intent using the 
equipment which is in the office.  However, they 
mostly come to the conclusion that it is not 
working.  The multifunctional device is not truly 
designed to produce high quality images and 
sometimes the files are corrupted and rendered 
useless.

Also, staff with even the greatest intent rarely 
take the care which an outsourcing company 
would.  Outsourcing companies monitor 
every page as it goes through the dedicated 
scanner, yes dedicated scanner! These specialist 
pieces of equipment are designed solely to 

scan paper, therefore, the variable settings are 
used to attain the best quality image meaning 
corrupted images are extremely rare and the 
quality of the electronic imagery is far superior 
to a multifunctional device.

Outsourcing should be your guarantee that 
every care is upheld in the preparation of your 
files.  Removal of staples, paperclips, post notes 
and checking for double sided paper all come 
into the process before scanning.

Following the scanning, your electronic version 
will have been ‘post processed’ (this means 
ensuring all pages are rotated the same way), 
the best quality imagery will be attained and 
finally indexed into a format of your choice.

Many clients request  PDFA 
images, this is the 
recognised standard set 
by the United Nations, 
ensuring in years to 
come your data can be 
accessed.

How Do You Choose the 
Right Outsourcer for You?

When you start the process of finding your 
partner to outsource to, ask them questions 
which may be concerns to you.  Will they 
address these and provide you with the total 
confidence that they know what they are 
doing?

You will build a relationship with your chosen 
outsourcer; the company you chose will 
become an integral part of your business for 
years to come.

Whatever you chose to do, electronic 
data protects your business and the 
facts are that businesses with electronic 

••• Guest Article •••
How Can You Turn Your Archive Files into 

Electronic Files?

Outsource
your 

document
scanning

Choose
the right

outsourcer
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What can I do to help you?

When you visit the office I am the person that 
will meet and greet you within 8.6 seconds 
of you walking in the door. I can arrange your 
appointments with the Customer Managers 
and can answer some of your basic queries. I 
will make your visit or call to GreenStones as 
pleasant and as helpful as I can.

What do I do at GreenStones?

I am your first point of contact when you either 
call or visit the GreenStones offices. I support 
the team with all general administration and 
secretarial duties including the preparation 
of letters to customers and dealing with all 
incoming and outgoing post.

3 fascinating facts about me

•	 The	most	frightening	and	exhilarating		
 experience of my life to date was   
 climbing a glacier (Franz Josef ) in New  
 Zealand.
•	 I	was	Miss	Hunstanton	1959.
•	 My	favourite	destination	is	New	York	and		
 cannot wait to go back there again.

Tracy Smith
Secretary

Tel: 01733 305161
Email: tracy.smith@greenstones.co.uk

Have you met the Team?

Dates for the Diary
•• 30 September 2015 ••

HMRC should have received your Corporation 
Tax Return (CT600) for the accounting period 
ended 30 September 2014 
 
Companies House should have received your 
financial statements for the accounting period 
ended 31 December 2014 

••• 1 October 2015 •••
HMRC should have received payment of 
corporation tax liabilities for small and medium 
sized companies with accounting periods 
ended 31 December 2014

••• 19 October 2015 •••
HMRC should have received your PAYE & NIC 
deductions and CIS return & tax payment for 
the month to 5 October 2015 (due 22 October 
if you pay electronically)

••• 31 October 2015 •••
HMRC should have received your Corporation Tax 
Return (CT600) for the accounting period ended 
31 October 2014 
 
Companies House should have received your 
financial statements for the accounting period 
ended 31 January 2015

••• 1 November 2015 •••
HMRC should have received payment of 
corporation tax liabilities for small and medium 
sized companies with accounting periods ended 
31 January 2015

•• 19 November 2015 ••
HMRC should have received your PAYE & NIC 
deductions and CIS return & tax payment for the 
month to 5 November 2015 (due 22 November 
if you pay electronically)

data realise a greater value in the 
market place than ones 
with a paper archive.
If you would like 
further advice on 
how scanning your 
documents and 
keeping electronic 
records could help 
your business, call
John Munton on 01733 895900 or
email him at: 
john.munton@fileflatners.com
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Contact Us!
           01733 371180

 www.greenstones.co.uk

      advice@greenstones.co.uk

      GreenStonesUK

      GreenStones - Limited

      @GreenStonesUK

Our customers
have their say!

Here is what our customers recently said 
about us when they were asked…

If someone asked you about GreenStones 
what would you say?  

“First class service 
and excellent 
responsiveness”
Stuart Fryer - SJF 
Management 
Consultancy 
Limited

“GreenStones are an 
excellent company, they have helped me 
through a few rough times (personal and 
business) and every time I speak to someone at 
GreenStones I feel much more positive”
Ian Stones - Clarian Automation Limited

“Reliable organisation over a number of years 
and deserving of recommendation”
Jan & Richard Palmer – Palmer & Palmer 
Limited

Look out for our Customer Satisfaction Survey 
which will be sent to you with your final 
accounts.  Remember, if you complete the 
survey with your company name you will 
be entered into our quarterly draw to win a 
£50 John Lewis voucher.

How does our performance affect you? 
Here are our three KPI results which we feel 
most reflect how well we live up to our values 
and promises.  For the month of
August 2015: 

• Our customers scored us
 XX out of 10.
• We turned our customers records
 into accounts in  an average of XX  
 days (we promise 45 days).
• We made XX ProActive phone calls
 to our customers (we aim for 64). 

The information in this newsletter is intended for guidance only. It is based upon GreenStones understanding of current 
legislation and is correct at the time of going to press.  GreenStones would always recommend you contact the team on

01733 371180 for specific professional advice before actioning any of the information detailed in this newsletter. 

First
Class

Service

We love receiving referrals from our customers 
and associates. It not only means we’re doing a 
great job for you but also that you trust us to do 
the same for the people you have referred to us.

So, each time you introduce an individual or a 
business to us and they become a customer, you 
will receive a case of 
wine or food hamper.

What are you
waiting for?

Visit
www.greenstones.
co.uk/howyoucanhelp 
Call us on 01733 371180
Or, pick up one of our referral leaflets 
from the office 
*Free case of wine or food hamper will only be received if 
your referral becomes a customer of GreenStones.

Spread the word 
about GreenStones

…and receive a free case of wine or food hamper*

GreenStones
9 Commerce Road,
Lynchwood, Peterborough,
Cambs PE2 6LR

GreenStones
17-19 Queen Street, 
Whittlesey, Peterborough, 
Cambs PE7 1AY
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