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CIS contractor engagement checklist
Use with the current HMRC guidance and your accountant or appropriate adviser. Record the actual scope and parties; this worksheet does not determine an engagement’s tax or employment treatment, verify a subcontractor, calculate deductions, provide a payment statement or submit a return. Keep sensitive identifiers in the appropriate restricted records and reference them here.
Business / reviewer: ______________________________________
Subcontractor / actual legal identity: ______________________________________
Work package and agreement reference: ______________________________________
Source-check date: ______________________________________
Restricted evidence location: ______________________________________
1. Applicability and engagement review
	Question to review
	Evidence / source
	Outcome or unresolved question
	Reviewer / next responsibility

	Does the business and purchased work fall within CIS?
	[Actual activities / package + HMRC scope]
	[Reviewed outcome, not assumed from name]
	[Person / date]

	What is the contractor registration position?
	[Actual registration evidence]
	[Confirmed / question]
	[Person / date]

	Should this person be employed instead?
	[Actual arrangement / status-review reference]
	[Tax and employment-law questions]
	[Appropriate reviewer]

	Has the arrangement changed?
	[Current scope and working facts]
	[Review needed / basis]
	[Person / date]


2. Verification evidence
Actual type: sole trader / company / partnership: ______________________________________
Required details checked against current HMRC list: ______________________________________
Exact registration identity matched: ______________________________________
New verification or earlier-use review basis: ______________________________________
Verification date / process reference: ______________________________________
HMRC outcome and deduction treatment: ______________________________________
Unresolved mismatch / person obtaining evidence: ______________________________________


3. Payment review handover
Subcontractor Invoice / payment reference: ______________________________________
Actual gross amount and currency: ______________________________________
VAT / relevant components and supporting records: ______________________________________
Material-cost basis and evidence for review: ______________________________________
Verified treatment reference: ______________________________________
Reviewed calculation and record location: ______________________________________
Calculation reviewer / date: ______________________________________
Payment person / actual payment date / evidence: ______________________________________
Statement responsibility / actual delivery evidence: ______________________________________
HMRC lists 20%, 30% and 0% treatments; use the actual verification outcome and appropriate calculation basis. Do not apply a rate to an undifferentiated total from this checklist. Where deductions are made, HMRC says to provide a payment and deduction statement within 14 days of the tax-month end.
4. Monthly review
	Task / relevant period
	Owner
	Applicable action / timing
	Actual completion evidence

	Return / tax month: ______
	[Reviewer / filer]
	[19th after tax month; current guidance checked]
	[Submission reference / date]

	Payment to HMRC
	[Payment owner]
	[Applicable arrangement checked; guidance says monthly 22nd or postal 19th]
	[Payment reference / date]

	Subcontractor statement
	[Issuer]
	[Applicable statement / due date reviewed]
	[Delivery reference]

	No-payment month
	[Reviewer]
	[Nil return / inactivity route reviewed]
	[Actual decision / evidence]

	Reconciliation / corrections
	[Reviewer]
	[Actual payments and return data checked]
	[Difference / correction reference]


5. Records and next responsibility
HMRC specifies relevant payment, deduction and material-cost records and a minimum three years after the relevant tax-year end. Review any other retention requirements with the appropriate adviser. Keep evidence available to authorised reviewers; this minimum is not an automatic deletion instruction.
Outstanding question: ______________________________________
Evidence needed / holder: ______________________________________
Person obtaining or reviewing it: ______________________________________
Next review date: ______________________________________
Record location / appropriate access: ______________________________________


Completed example: identity mismatch
An Invoice arrives under the trading label "Alder Joinery" while the proposed verification information gives a fuller limited-company name. The exercise supplies no real identifiers and makes no tax-status determination.
	Review point
	Recorded position
	Next responsibility

	Package / status review
	Actual package and engagement facts required for appropriate review
	Business owner supplies arrangement to adviser

	Identity matching
	Invoice label and registration identity not yet confirmed as matching
	Office requests full registered details through restricted route

	HMRC verification
	Outcome not evidenced in this exercise
	Authorised CIS reviewer completes applicable verification

	Payment calculation
	Unresolved; no deduction percentage chosen
	Financial reviewer checks actual outcome, Invoice and basis

	Payment / monthly work
	No completion claimed from preparation alone
	Payment and reporting owners record actual results


Questions to practise
Which exact match needs confirming?
Answer: __________________________________________
Where should tax identifiers be kept?
Answer: __________________________________________
What evidence is needed before using a deduction treatment?
Answer: __________________________________________
Which monthly task remains distinct from paying the subcontractor?
Answer: __________________________________________
Official sources to recheck
Scheme scope
https://www.gov.uk/what-is-the-construction-industry-scheme
Contractor duties
https://www.gov.uk/what-you-must-do-as-a-cis-contractor
Employment status
https://www.gov.uk/employment-status/selfemployed-contractor
Verification
https://www.gov.uk/what-you-must-do-as-a-cis-contractor/verify-subcontractors
Deductions and statements
https://www.gov.uk/what-you-must-do-as-a-cis-contractor/make-deductions-and-pay-subcontractors
Paying HMRC
https://www.gov.uk/what-you-must-do-as-a-cis-contractor/pay-deductions-to-hmrc
Returns
https://www.gov.uk/what-you-must-do-as-a-cis-contractor/file-your-monthly-returns
Records
https://www.gov.uk/what-you-must-do-as-a-cis-contractor/record-keeping
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