HM Revenue Guide to CIS Contractor’s monthly return
& Customs How to complete forms CIS300, CIS300(CS), CIS300(Man) and CIS300(CS)(Man)

We will send you a return towards the end of each tax month (a tax month runs from the 6th of one month to the 5th of the next). We will fill in the return with the information that we hold about
your business and the subcontractors that have been verified. You must check the information on the return, add any new subcontractors not already shown, enter details of all payments with details of
deductions and consider and sign the declarations. You must send the completed and signed return to reach us by the 19th of the month, otherwise you will incur a penalty.

CIS300 Page 1

& gncnuz?gre}]nsue Contractor’s monthly return | -
Month ending 05 06 2009 <t Month to which the return relates. \

AR RACRACRTVOrNOCHN IR Ve B s e G I |
065000: 00000178: 001 / g .
You only need to fill in boxes 1 or 2 if your name \ SH BRS FaoRs , /

AV R Call this number if you:

\Your name and address details held on our file.

or contact phone number changes. AeERE 12345 54321
Accounts Office refere - - - a
123PA12345678 | _—— < need further information about filling in a return

_ / » discover a mistake after you have sent a return
CIS Helpline 0845 366 7899

e~ * need a replacement return.

CONTACT DETAILS

If you have not paid any subcontractors during the \ e s Informadion for yo i the Ut oerais means you il ony ned to i in boves 2 and 2 1t detalls hange.

month, you mUSt Stl" make a nll return 1 (ch):t:crt;a‘n:(Z:)or:i\;zr:r:::etochange) 2 gf:teaecdtsp‘rfcrr\;::er;wber/mobllenumber(|fnntshown
Joe Bloggs Current contact number

If you tell us by phone, Internet or by EDI, you do 01234 000000

not have to send us your return.

If you post your return, send it to: pUEELR

. 3 If you have not made any payments to subcontractors in the construction industry for the month shown above, you must H H 1

HMRC CIS, Comben House, Farrlers Way’ LIVERPOOL’ Imikeamldeclaranon D?ih)llsonlmeatwwwhmrcgov,uk/newrclsjbyphonlngtI:leCISHelpllneon084536678;9,orgnto You Can reg|Ster to fl“ In your monthly return
‘DECLARATION AND CERTIFICATE' at the top of page 4 and start to fill in the return from there. . .

L75 1HL. o online at www.hmrc.gov.uk/cis

CIS300 Page 2 CIS300 Page 3

Will contain details of subcontractors you have previously verified. Fill in when you want to tell us of payments made to subcontractors who do not appear on Page 2 or CIS300(CS)
If you haven't paid a subcontractor, leave the box blank. Continuation Sheet.
1 +
Name of subcontractors + : 123PA123456780606
: PAYMENTS TO SUBCONTRACTORS Enter the subcontractor’s PAYMENTS TO SUBCONTRACTORS CONTINUED

yo u h ave p reVl O u S Iy Please d(? not change any of the details we have printed. If any of the details are wi n am e O r b u SI n eSS n am e IT y9u made Payment to any subcor{t@ctors vye have not listed on your monthly returr\. or on a continuation sheet, please E nte r I n bOX 4 4 th e
Ve r|f|ed . CISSeHeI:CImi: e e boes elons On il 11 et for those s . > . fill in the white boxes below. Only fill in éet‘alls for those‘ subcAonlraclurs you have paid . .

o eent i e st e e s bk used during verification e e e gross amount of the
Refe re n Ce n u m be r as \ 41 Subcontractor’s name 41 Subcontractor’s n: I n b OX 4. 1 an d th e | 1 Ordertine on 0845 366 7899 paym e nt to th e

BOB THE BUILDER MASTER BUI .
Confl rmed by H M RC \ refe rence num ber for the [ | 41/ subcontractor's name or business name 41 Subcontractor’s name or business name Su bcontracto r (Tha‘t |S,

' | a2 ;Lli:;o;tlrac;ozr;:l;que tax reference (UTR) 42 :gc;g;ac;oé;lé Subcontractor |n bOX 42 the |nVO|Ce amou nt
i 43 Subcontractor’s verification number 43 Subcontractor’s ve befO re an d Ed UCtl O nS
Nu'jr].ber. Suppl Ied a_t > \S/Z:?OOE)OOOSZlf ‘ ’ f/:ll?OOOO:)062 d . y I d.
Verlflcatlon aS Conflrmed / 4.4 Total payments made. Do not include VAT, 44 Total payments m: E t th f t an nOt InC u Ing any
by H M RC . / n e r e Ve rl ICa I O n 42 Subcontractor’s unique tax reference (UTR) 42 Subcontractor’s unique tax reference (UTR) VAT C h arg ed by th e
Only fill in boxes 4.5 and 4.6 if you have made a deduction Only fill in boxes 4.5 and Bu m belr gflve n by H M RC Su bCO ntraCtO r)
. on account of tax from what you paid the subcontractor. on account of tax from wil ut 0 n y Or ] ) o . ) o ‘
Ente rin box 4.4 the g ross s T —— R [ 43 Subcontractor’s verification number (higher rate only) 43 Subcontractor’s verification number (higher rate only)
amount of the payment to subcontractors we could v ' v /
th e SLI bCOﬂtraCtO I. (Th at |S, n Ot m atc h to O u r 44 Total payments made. Do not include VAT. 44 Total payments made. Do not include VAT,
) 3 46 Total amount deducted on account of tax £ and pence 46 Total amount deducted
the invoice amount before / records. : : Enter the total cost of
any dedUCtlonS and nOt n % Only fill in boxes 4.5 and 4.6 if you have made a deduction Only fill in boxes 4.5 and 4.6 if you have made a deduction + ma.te rlal S CI al mEd fO r
3 3 41| Subcontractor's name 41/ Subcontractor's name on account of tax from what you paid the subcontractor. on account of tax from what you paid the subcontractor.
n CI u d | ng any VAT Ch arg ed by CONSTRUCTION & CO XXXXXXXXXXXXXXXXX: 45 Mat;iaflstpai; for by rl‘h; :ubczm(:alc:or e 45 Mat:riaflstpa\c: for by rl]h(: Zubczm(:a:m i / th e m 0 nth '
th e su bcontracto r.) XXXXXXXXXXXXKXXXX .
42 Subcontractor’s unique tax reference (UTR) 42 Subcontractor’s unique ta: If th e S U bCO n traCtO r IS
YO u on Iy n eed tO fl I I I n - :jiiia::;ji:flcamn e . :j:;if:j:::j:;iz:: an | n d IVI d u al an d g ave 46 Total amount deducted on account of tax £ and pence 46 Total amount deducted on account of tax £ andiV/ E n te r th e total amou nt
boxes 4.5 and 4.6 if you V1000000752 their National Insurance "~ ' deducted in the month.
have m ade a ded uctio n 44 Total payments made. Do not include VAT 44 Total payments made. Do| n u m be r at Ve rifi Catio n 47 Subcontractor’s National Insurance number (if known) 47 Subcontractor’s National Insurance number (if known)
on account of tax. Enter ' enter it. If the
' Only fill in boxes 4.5 and 4.6 if you have made a deduction only fill in boxes 4.5 and 4.6 if ' 48 Subcontractor’s company registration number (CRN) 48 Subcontractor’s company registration number (CRN) If you need to tel I us Of
the tOtal COSt Of ) on account Tzf tax.from what you paid the subcontractor. on account of taxvfmm what Su bco ntractor |S a (if known) (if known) paym e ntS made tO Othe r
m ate ri al S CI aim ed in th e 45 Materials paid for by the subcontractor 45 Materials paid for by th d
: company and gave you | subcontractors, please

month | n box 4.5 and the | r CR N at ve rlflcat' on 0 If you have paid more than two subcontractors we have not listed, please fill in blank continuation sheets CIS300 (CS) (Man) / use the C | S300(CS)(M an)

46 Total amount deducted on account of tax £ and pence 46 Total amount deducts and send to us with your monthly return. You can get supplies from your Contractor Pack or, if you have run out, from

the total a:mount . sbodotoohod enter the number. the CIs Orderline on 0845 366 7899, Blank continuation sheet.
deducted in the month
We will send continuation sheets with your return if we hold details for five or more

|n bOX 4,6. or paid previously. If we have sent you any continuation sheets, please look at them

If you make a mistake, cross out the wrong information and write the correct CIS300 Page 4
information underneath. Page 2 only includes details for 4 subcontractors.
If we hold details for more we will send you continuation sheets CIS300(CS). +
123PA123456780606
Please look at them before fl”lng in page 3. DECLARATION AND CERTIFICATE If y.OU do not plan.to pay subcontractors for a
e oy el o et [ ot g sttt while, place an X' in the box and we can stop

e ™| [sending you retums for the next six months
If you want to tell us that you have not paid any shoum on this etu 60 to o 5 This means v will ot send you 2 pontalyreurn Important - You must tell us as soon as you start

If you have paid subcontractors for the month shown on unnecessarily. But, you must Iet‘us know "‘fhe" e i i L
subcontractors in the month using the return form, SR i et et paying subcontractors again as it is your
place an ‘x' in the box' If you te” us by phone’ / ° I,\‘c”o:;itrl‘r':lnlhatnopaymenlshave been made to Please sign below to confirm the declaration made at responSibiIity to ensure a monthly return iS
Internet or EDI, you do not have to send us prosacute youtfymsmake fase staarrents submitted when one is due.

The information | have given on this return is correct and

subcontractors in the construction industry in this period. either box 5 or boxes 6 and 7. We may penalise or
yo U r retu rn . Now go straight to box 8. complete to the best of my knowledge and belief.

©

Put ‘X' in the box below.

>

Employment status
The employment status of each individual included on . o .
. this return‘and any continuation sheets, has been \ U nSIg ned retU rnS WI” nOt be aCCG pted and WI ” be
You must Con5|der the employment Status for considered and payments have not been made under .
contracts of employment. 15] Plesse printyour nare sent back to you. If we receive your return later

each individual you have included on the return A DGR LTy ap

and place an ‘X’yin the box to confirm that than the 19th of the month you will incur a
enalty.

payments ha've nOt been made under ContraCtS Every subcontractor included on this return, and any 1 p y

of employment. Ao & Cotorm. o hoebean relucid i revios

CIS returns in this, or the previous two tax years.

Verified subcontractors

~

s

Capacity in which signed for example, contractor,
payroll manager, wages clerk, agent.

b Please send your return to this address by the 19th
You must place an ‘X' in the box if you have of the month otherwise you will incur a penalty.

WHAT TO DO NEXT o
Verified every Subcontractor included On this return = Ifyou fill in any continuation sheets you must send them back at the same time as your main monthly return YOU ShOUId get your return baCk tO US by thls date

Or have included them On a previous return in this . :::evw;ziz:;:z?:i;:l:!::;:::z‘::;:;her—keeplhemflalanduselheenvelopeprovided / regardless Of Whether yOU are in diSCUSSion With US

tax year or the two previous tax years. P o AR N about any issues concerning the return.

« If apayment is due, send it to your HMRC Accounts Office and not with this return. See your P30BC - Payslip Booklet
for notes on how to pay.

\_//——\

CIS300(CS) CIS300(Man) CIS300(CS)(Man)

Pre-populated continuation sheet - sent with your Only use when you have lost your original pre-populated Blank continuation sheet.
CIS300 Contractor's monthly return if we hold details for CIS300. Phone 0845 366 7899 to get a manual return.
more than four subcontractors.

HM Revenue
, HMReven '
@ &Customs Contractor’s monthly return @ &Cus%oﬁ'lsue Contractor's monthly return
Blank continuation sheet
@ HM Revenue Contractor’s monthly return
& Customs Continuation sheet  Month ending 05 JUN 2009
REFERENCES AND MONTH ENDING
We need these details so we can identify you on our records. You can copy all this information from the
123PA123456780606 r 1 front page of your Contractor's monthly return. Please fill in these boxes for each continuation sheet you use.
PAYMENTS TO SUBCONTRACTORS CONTINUED What is your Accounts Office reference number? What is the month ending for this return?
(The tax month runs from the 6th of one month to the
4.1 Subcontractor's name 4.1 Subcontractor's name P 5th of the next.)
SCAFFOLDERS INC JACK ELEKTRIK 05 2 0
REFERENCES AND MONTH ENDING What is your Contractor’s unique tax reference|\(UTR)?
42 Subcontractor’s unique tax reference (UTR) 42 Subcontractor’s unique tax reference (UTR) We need these details so we can be sure we have received your return for the correct month.
96385 52369 12332 12345 What is your Accounts Office reference number? What is the month ending for this return?
23 I T 13 I Take this from the front of your Payslip Booklet (The tax month runs from the 6th of one month to the PAYMENTS TO SUBCONTRACTORS
V1000000542 V1000000895 P 5th of the next,) 41 Subcontractor's name or business name 41 Subcontractor's name or business name
0 5 2 0
4.4 Total payments made. Do not include VAT. 4.4 Total payments made. Do not include VAT.
What is your Contractor’s unique tax reference (UTR)?
/ This is the 10-digit number at the top of your Tax Return
Only fill in boxes 4.5 and 4.6 if you have made a deduction Only fill in boxes 4.5 and 4.6 if you have made a deduction
on account of tax from what you paid the subcontractor. on account of tax from what you paid the subcontractor.
45 Materials paid for by the subcontractor 45 . .
When filling in a CIS300(Man) For each continuation sheet you use, enter the Accounts
you need to tell us your You need to tell us the correct month so Office reference shown on the CIS300 or from the front of
i . . 9
Accounts Office reference that we can update your records. The month your Payslip booklet along with your UTR. Don't forget to
number and your UTR. should reflect when payments were made. enter the month that is shown on the CIS300 as well.

CIS300 Helpsheet v0.02 HMRC 11/08


www.hmrc.gov.uk/cis

