PAYE compliance review visit CHECKLIST

Before the visit

1. Contact HMRC to arrange a specific time for the visit (if you can’t make the suggested dates, offer an alternative within one month of the original).

2. Check that the following records are complete for at least the last twelve months:
· PAYE/RTI 
· (if applicable) copies of CIS payment summaries to contractors (together with the subcontractors’ supporting invoices)
· hours worked, such as clock cards or timesheets
· cash book
· petty cash analysis
· company policies relating to expenses and benefits
· employment and subcontractor contracts

· dividend vouchers and board minutes for dividends voted to director/employee shareholders

· directors’ loan account schedules. 
3. Print off hard copies of your payroll records, e.g. the P11s or equivalent (you don’t want HMRC to have access to your computer files).

4. Review a sample of the records yourself. If you find any problem areas, seek advice from your accountant.

5. Arrange for a separate office to be available so that your visitors’ movements are controlled.

6. Send a memo to all staff saying that the HMRC auditors are only doing their job and they are not trying to catch them out. Remember to leave a copy of this in the visitors’ room.

During the visit

1. Collect all the records requested and place them in the visitors’ room.

2. Ask to see the official’s ID card on arrival and make a note of their name.

3. Give them your extension number so that all the queries and requests come straight to you.

4. Make sure your diary is clear for the day so that you can be available as and when required.

5. If photocopies are requested, get your own staff to do it. Get them to keep a record of what’s to be copied.

6. Disclose voluntarily, at an early stage, any known irregularities to demonstrate a willingness to co-operate.

7. Don’t give an off-the-cuff answer if you’re not sure of your facts. Don’t speculate - if you don’t know, say so.

8. Make notes during the visit of any answers given by you or your staff to ensure later correspondence can be checked against the facts stated during the visit.

9. Don’t sign any statements during the visit - take time to check them thoroughly and have them vetted by an advisor, adding in anything necessary to clarify confusing points.

