CHApp1.10 – Confirmation of inspection and notice to produce documents and information
Under HMRC letterhead

Notice of inspection of business premises, business assets and business documents

Paragraph 10 of Schedule 36 of the Finance Act 2008
[I intend] [full name intends] to carry out an inspection at the following premises

[full address]

on [date] at [time]

for the purpose of checking your tax position.

I attach a Schedule of the records that [I / named officer] will wish to examine. 

[Notice to produce documents

This letter and the Schedule are a notice to produce these documents on [date] at [address] at [time] to [me /named officer].  If you feel that you cannot comply with this notice for a particular reason, please contact [me / named officer] on [the above number / enter appropriate telephone number] as soon as possible.

This notice is issued under Paragraph 1 of Schedule 36 of the Finance Act 2008.

{You can appeal against this notice.  But you cannot appeal against any requirement to produce the documents listed in the schedule that are statutory records a person is obliged to keep under the law.  You must appeal within 30 days of the day you receive this notice.  Any appeal must be sent to [me / named officer and address if appropriate] in writing and state the grounds of appeal.

We will, if possible, try to settle your appeal by agreement with you.  If we cannot do this, we will write and tell you why and offer you a review by a person not previously involved in your appeal.  We will also tell you about your right to an independent tribunal.  You can find further information in fact sheet HMRC1.  The fact sheet can be found on our website at www.hmrc.gov.uk/factsheet/hmrc1.pdf
or by phoning the Self Assessment Orderline on 0845 900 0404.

You may wish to appeal, or your appeal may be settled and you are still required to produce documents or provide information.}
  If you do not comply with this notice, you may become liable to a penalty of £300.  If you have still not complied with this notice after I have assessed the penalty you may be liable to a daily penalty not exceeding £60 for every day the failure continues.

There is a similar penalty if you conceal, destroy or otherwise dispose of, or arrange for this to happen to, any document specified in this notice.]
 

Please take care when doing what this notice asks.  If you carelessly or deliberately provide inaccurate information or produce a document containing an inaccuracy, we may charge you a penalty of up to £3,000 for each inaccuracy.  We will not charge you a penalty if you tell us about the inaccuracy at the time you provide the information or produce the document.  If you later find an inaccuracy, you must tell us about it without delay.
Signature ………………………………………………………

[Officer’s name]

[Officer’s role]

Date

………………………………………………………


Notes for recipient

· The officer has the legal power to enter the premises and carry out the inspection but cannot enter by using force. If you refuse entry or inspection we may ask the independent First-tier Tribunal to approve a further notice.  This means that we would visit these premises at a later date and a refusal then would leave you liable to penalties.
The enclosed Factsheet provides more information.

Schedule

	Statutory records or information

[Specify or describe the information and/or documents* required and the period to which they relate]



	Other documents or information

[Specify or describe the information and/or documents required and the period to which they relate]




*‘Document’ means ‘anything in which information of any description is recorded’.  This includes records held on any computer, on magnetic tape, optical disk (CD-ROM/DVD), hard disk, memory stick, flash drive, floppy disk or other recording media.

� If you only require information or documents that form part of any person’s statutory records relating to


a)	the supply of goods or services


b)	the acquisition of goods from another member state, or  


c)	the importation of goods from a place outside the member states in the course of carrying on a business


you should replace the text within the {brackets} relating to appeal rights with the following text – 





{You cannot appeal against this notice or any requirement in it because the [documents /and /information] are statutory records relating to any or all of 


a)	the supply of goods or services


b)	the acquisition of goods from another member state, or  


c)	the importation of goods from a place outside the member states in the course of carrying on a business.}





� This section should be deleted in its entirety if you do not wish to issue a taxpayer information notice for the documents.





