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Minimum requirements for HMRC digital forms

We set out below what we believe are the minimum standards which should be applied by HMRC when
developing new digital forms to be used by taxpayers and agents. In this regard we mean forms that have
to be completed and submitted online, rather than forms which are available online, but are printed off
and submitted by post.

Development of the form

1.

Consultation and testing with a range of potential users of the form.

New digital forms, and changes to existing ones, should be the subject of consultation and testing prior
to their launch, to ensure they work as envisaged, meet the requirements set out below, and fulfil the
policy objective. This should be carried out with represented and unrepresented taxpayers, and agents
of different sizes. A post-implementation review should be undertaken to assess whether it has met its
policy objectives and identify any deficiencies or improvements that can be made.

Government Gateway status

There should be a clear policy, based on sensible rationale, as to whether a form is in front of or behind
the Government Gateway. That policy should be applied consistently.

Allow time for familiarisation.
Sufficient time should be given to allow taxpayers and their agents to adapt to any new processes,

particularly for forms which require reqgular completion, or for users who complete similar forms
regularly.

Completion of the form

4.

A list of information required to complete the form.

This will enable the user to easily identify all the information needed to complete the form, assemble it
in advance, and prepare to complete it themselves or take advice. This is particularly important if it’s
not possible to progress through the form without fully completing the previous page. This will ensure
that the form can be completed in an efficient manner, in one go.

Clear instructions for completing the form.

There should be clear instructions on how to complete all the boxes on the form, particularly if it is
necessary to complete fields with special characters, or enter ‘nil’ or ‘0’ rather than leave blank, and
how to digitally ‘sign’ the form. Links to relevant guidance should be provided throughout the form.



10.

11.

12.

13.

The ability to save and return to a part-completed form.

This is necessary in case information requirements or other work prevents completion of the form in
one go, or the form ‘times out’ after a period of inactivity, or the form needs to be checked by another
party during the process of completion.

The ability to amend an entry.

An easy process for amending an entry that is, prior to submitting, found to be inaccurate, will reduce
the scope for error and improve the taxpayer experience.

The ability to upload attachments or provide additional explanations.

Some processes require the provision of supporting documentation or explanations. It should be
possible to do this as part of the process of completing the digital form, through the inclusion of
attachments or ‘white space’ explanations. This will enable the complete package to be submitted to
HMRC in one go, speeding up the process and reducing the risk of documentation going astray.

Sufficient character spaces to meet the requirements of the form.

The form should provide sufficient space to provide all necessary information and explanations. Fields
which require explanations — eg of behaviours or the interpretation of technical points — should be large
enough to accommodate them in full.

The ability for an authorised agent to complete the form on behalf of the taxpayer.

Not only is this a requirement of the HMRC Charter (‘Recognising that someone can represent you’),
but it will also facilitate more accurate and timely completion of forms for represented taxpayers. This
should include the ability for the form to be accessed by more than one individual within a business or
an agent’s firm, to allow for access to be delegated. HMRC'’s systems should be able to efficiently and
securely identify agent-taxpayer relationships, without them having to be resubmitted.

The ability to save a completed form.

This will enable the form to be reviewed, to ensure it is correct and complete, prior to its submission,
such as a client reviewing and authorising what their agent has input, or to allow for a manager etc to
review the work of a more junior member of staff.

The ability to print a completed form.

If it is not possible for a represented taxpayer to view the completed form online prior to submission,
the ability to print it in full will ensure that the agent can obtain approval for its submission from the
client. This is necessary because agents cannot normally submit information to HMRC without the
client’s prior approval. For unrepresented taxpayers, being able to print a form means the taxpayer can
check the form off-screen, which is often easier and can help spot mistakes.

The ability for the digital form to correctly compute the tax due.



Tax Returns and other forms which lead to a tax calculation must be able to cope with all tax
computations. It should not be the ‘norm’ for there to be a list of exceptions where computers cannot
do the calculations accurately, causing taxpayers/agents to have to print and post the form to HMRC.

Submission of the form

14.

15.

16.

Clear messaging to explain what submission of the form means.

Therefore, the person submitting the form is aware of the consequences of what they are certifying,
what the next steps will be, and the consequences of incorrect / false declarations.

The ability to capture a copy of the submitted form.

This ensures that the taxpayer (and, where appropriate, their agent) has a record of what was finally
submitted — either by printing it or downloading and saving it. This might be important, for example, if
the client requests a copy of the submitted form for their records, or in case of a subsequent dispute
with HMRC.

A digital receipt or equivalent proof of submission.

This evidences that the form has been submitted to, and received by, HMRC, and should record the date
and time of submission, along with a submission reference number.

Necessary alternatives

17.

18.

Non-digital versions of forms for those who cannot interact digitally or find it difficult to do so.

All digital forms should have a non-digital equivalent, to ensure those who cannot go online, or have
difficulty doing so, are not disadvantaged when interacting with HMRC. These should be easy to obtain
and include appropriate guidance to aid their completion. This will fulfil HMRC’s Charter promises of
‘being aware of your personal situation’ and ‘treating you fairly’.

Accessible versions of digital forms for those with particular needs.

Digital forms should be accessible for those who can go online, but who have particular needs eg those
who use screen readers. Again, this will fulfil HMRC’s Charter promises of ‘being aware of your personal
situation’ and ‘treating you fairly’, as well as complying with the Equality Act and meeting Web Content
Accessibility Guidelines.



