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record keeping

Prior to the Finance Act 1994, taxpayers were always encouraged to keep records but now we have a statutory duty to do so. the shape they take doesn’t matter just so long as they are adequate. You will find a form of MINISTERS WORKSHEET (Manual) and MINISTERS WORKSHEET (Electronic) in the general index notes under that name which you might find helpful and which you are invited to download and use. You also might find it helpful to know that the Revenue will accept non-evidenced expenditure just so long as there is a practice of noting things down soon after the event. This having been said evidence should always be sought for and retained through the prescriptive period – 6 years. Among the documents you should keep are:

· invoices, vouchers, credit card slips, cheque stubs, etc.  
· receipts – evidence of all monies to which you ‘took title’ arising from your office / employment (including monies / benefits deriving from 3rd parties linked to your employer)
· bank statements / pass books

· evidence of payment to spouse for services rendered your church house (or similar), its grounds and ministry

· informal notes / diary entries evidencing original entries

· petty cash summary / computer record / Minister’s Worksheet
· car log or similar with detail of work-related mileage or / bicycle / scooter / motor bike usage – with note of ‘latent mileage’ necessarily arising from your exercise of ministry with note of total mileage taken on each 5 April or MOT anniversary
· P.60; P45 (Part 1A); P160

· P11D

· pay slips

· Notices of Coding (P2s P2Ks)

· Tax Calculations / Statements of Account / formal Enquiry correspondence

· pension / social security payment statements

· detail of share options awarded or exercised or share participation arrangements

· certificates of any Taxed Award Scheme in which you participated

· dividend counterfoils; scrip issue vouchers; life insurance chargeable event certificates
· bank & building society interest s.352 certificates; R185 certificates
· details of foreign tax withheld from overseas income

· original retirement annuity, personal pension, stakeholder pension contracts and payment records

· charitable deeds of covenant / gifts in terms of Gift Aid

· leasing agreements

· record of property agent’s intromissions

· capital gains details – bought / sold notes

· exceptional items – legacies, inheritances, alimony /  CSA assessments / maintenance agreements, birth, marriage death certificates, blind person record, residence record
There is no particular reason for ‘over-the-top’ record-keeping – all that is called for is the minimum that is necessary, nothing more – the emphasis should be on ease of information retrieval and on simplicity – if you are completing your own Return it should take no more than an hour or so to complete the average clergy Tax Return if you have kept simple records. Should you be gathering information for an Agent the maximum you should spend is also about an hour – everything necessary is attainable at your own desk – there is no professional reason for travel on your part or on the part of your advisor.
The taxpayer should of course endeavour to keep all evidence. If a receipt or similar is not forthcoming, however, a note should be made as soon after the event as possible.
Taxpayers are required to keep records until one year following the latest date for sending back a Tax Return e.g. the latest filing date for a 2005 / 06 Tax Return is 31 January 2007 and so records must be kept till 31/1/2008. However, if you have a business or rent out property the time limit is extended to five years i.e. where the latest filing date is 31/1/07 records must be kept till 31/1/2012. As the prescriptive period for clergy tax issues is 6 years it may well be in your interest to keep 2005 / 06 records till 05/04/2012.
This having been said it is always possible that the taxpayer (or the Inland Revenue) may wish to enquire into his or her fiscal affairs during the full prescriptive period  i.e. 6 years (or even before on the part of the Revenue). This means that during 2006 / 07 it is in your interest to keep all your records back to at least 6 April 2000.
It should also be noted that it can be Revenue practice to raise ‘estimated assessments’ and these are always wildly imaginative. In this event the duty falls on the taxpayer to disprove the estimates that have been led.
The maximum penalty for not keeping adequate records is £3,000.
You find an example of a Minister’s Worksheet (manual) or a Minister’s Worksheet (electronic) under these titles in the general index and you are free to download it should you find it helpful. Its purposes are –
      to act as an aide-memoire as to the kinds of costs that arise in the course of a ministery

      to encourage a habit of noting things down as soon as possible

      to fulful our statutory duty to keep a record

      to act as a formal record in the event of a Revenue enquiry

      to hold on one record all matters that influencing the completion of a Tax Return

      to reduce the time taken to complete a Tax Return – down to about 1 hour per year. 
