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Annex B: Example interview guide

As noted in Annex A, there were three types of interview:

o face to face

o telephone

o focus groups

The purpose of this Annex is to describe the interview process used in further detail.

The same approach was taken in all interviews. An interview guide was created for each
interview and was used in same way by all interviewers. An example of an interview
guide is included on the next page, with a ‘quick reference guide card’ that was provided
to interviewers to assist them in conducting the interviews and recording the businesses’
responses.

All interviewers were given the same training on how to use the interview guides.

All interviews (including focus groups) followed the same process. The interview was
conducted considering one 10 at a time. The whole drive of the interviews was to focus
on what business actively had to do, the time and resource spent by that business on
completing a particular 10. The interview gathered empirical data on:

e internal costs, looking at the administrative activity time and the level of the staff
used to carry out that activity. The business was asked for the total time it would take
to comply with the 10. The interviewers then asked the businesses to consider each
of the 16 administrative activities, decide which were needed to fulfil each DR, and
then to put a time against each activity. The activity times were then added to give a
total time for that DR. The results for each DR were then added up to give the total
time for each 10. In the event that the total time arrived at by adding up the DR
differed from the original time that the business had attributed to the 10, the original
10 time was adjusted

o external costs, asking business about fee levels paid to external advisors
e acquisition costs, asking business about non-time costs incurred solely to deal with
the 10. Interviewers were given guidance on the likely acquisition costs to discuss

In addition, the interviewers captured any qualitative comments that the businesses made
either on the subject matter, or on any other dealings with HMRC. These were captured
under the headings:

e Irritations
o Simplifications
o Examples of best practice

A summary of this feedback is included at Annex C.
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Companyname SD018
Number

Business Sector

No. of employees

Turnover

Name SDO018:Return of Expenses and Benefits in kind and Class 1A NIC

Description
At the end of each tax year, a business must provide to HMRC details of all expense payments, benefits in kind or facilities provided to
employees and directors. A Form P11D is completed for employees and directors earning more than £8,500 and a Form P9D is completed
for employees earning less than £8,500. A copy of each form has to be provided to the employee/director.
The business must also submit a declaration to HMRC stating that all expenses and benefits have been correctly reported and returned to
the best of their knowledge (Form P11D(b)). O
In addition to reporting and declaring expenses and benefits in kind, a business also has to report and account for Class 1A National
Insurance (only for P11D category)(Form P11D(b)).
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