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Records inadequate – Follow Up Visit

· Advise Customer at meeting of provisional view

· Make appropriate recommendations to statutory record-keeping.

· Advise how to remedy the position, so statutory records become adequate. 

· Advise that record-keeping penalty incurred and how this can be reduced to nil.

· Complete visit summary report and email to manager for review/approval.

· Manager updates visits summary report with reasons for supporting visit outcome and record keeping penalty position or alternative view. 

· Visit Summary Report uploaded to Caseflow documentum (and finalised)

· Within 10 working days of visit and after manager’s review: 

· issue BRC05 to customer with visit outcome and recommendations.

· Use Outlook Tasks (not calendar) to BF case as prompt to book visit

· Caseflow updated for Actions, Correspondence (finalised) & Effort

· MIS updated/closed.

Records inadequate – RIS Referral 

· Advise Customer at meeting of provisional view

· Make appropriate recommendations to statutory record-keeping. 

· Advise how to remedy the position, so statutory records become adequate. 

· Advise that record-keeping penalty incurred and how this can be reduced to nil.

· Complete visit summary report and email to manager for review/approval.

· Manager updates visits summary report with reasons for supporting visit outcome and record keeping penalty position or alternative view

· Within 10 working days of visit and after manager’s review: 

· issue BRC05 to customer with visit outcome and recommendations.

· RIS referral, via BRC Technical Specialist

· Caseflow updated for Actions, Correspondence (finalised) & Effort

· MIS updated/closed.
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Subject to manager’s review


     - Case may be referred for tax intervention
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