Appendix B – SVM118110

Actions to be taken before issuing a 
- Taxpayer Information Notice -
under Paragraph 1, Schedule 36, Finance Act 2008












Issue opening letter, requesting Information and / or Documents considered to be reasonably required giving the correspondent 40 days (specify the actual date) to provide it.  If, for good reason, you consider the correspondent will be likely to need more than 40 days to comply, you may allow a longer period but only with the specific approval of the Team Leader (Grade 7).








If, 20 days before the elapse of the period allowed for the provision of information or documents, the correspondent has not provided the Information and / or Documents, a reminder of the requirement to provide it by specified date (above) may be issued.  The reminder should ask the correspondent to contact SAV if they are having difficulties obtaining that which we have requested.








If, at day 35 – or 5 days before any later date sanctioned by the Grade 7 – the Information and / or Documents requested have not been supplied in full, telephone the correspondent to discuss progress.  The correspondent should be told that failure to fully comply with the request by the specified date will result in the issue of a formal Information Notice. 








If the Information and / or Documents have not been furnished by the set date, the valuer should draft an Information Notice and refer it, together with the relevant papers/file, to the Appeals Team.








An SO in the Appeals Team (in their capacity as an Authorised Officer) will check the draft to ensure that it complies with the legislation, before referring the papers back to the valuer to issue the Information Notice.  Alternatively, they will provide guidance on the appropriate drafting of the notice.





For Taxpayer [without notice], Third Party or Identity Unknown Notices, which require First Tier Tribunal approval, the question of their use should be referred to the Appeals Team,  where the matter will be considered by an Authorised Officer (of at least Grade 7 level) before any drafting of the notice is undertaken.





Any appeals against an Information Notice must be referred immediately to the Appeals Team with the relevant file/papers for consideration by an Authorised Officer at Grade 7 level or above.








