
Tax Information and Impact Note template 
 

Head of duty/Measure Name/Title [Measure Number 
xxxx]  

 

How to use this template 

To supplement the guidance and help you when completing TIINs we have provided 
guidance on this template for each box.  This guidance is in blue: it needs to be deleted 
before the TIIN is finalised, but make sure that you have something in each box, in black 
using the fixed set of styles provided. These are in home group on the tool bar.  Use these 
styles to format your text and only these styles. 

 Full guidance is available on the Budget and Finance Bill guidance pages (HMRC 
colleagues) or from SPB (HMT colleagues).  

 The TIIN should be written in plain language (but in the proposed revisions section 
ensure it is technically accurate) 

 Ensure you use the HMT style guide, which expands on the GDS style guide and not 
the HMRC style guide. Ask the budget team if you need the style guide. 

 When writing a TIIN always keep in mind who the reader is.  Our research shows that 
readers are mainly tax professionals outside HMRC who use the information in TIINs 
as the basis of advice to their clients about policy announcements. 

 Your TIIN will need to be seen by a number of people in draft.  See the TIA guidance.  

Who is likely to be affected 

Be clear and specific, including any relevant exceptions.  Normally this section should be a 
single sentence.  

Do not include any detail beyond ‘who is likely to be affected’, i.e. don’t say how. The aim is 
to allow readers to identify that they are or might be affected. This section is intended to be 
short and to the point.  

General description of the measure 

Briefly explain the measure clearly in plain language for the non-technical reader. Explain 
the change in sufficient detail to ensure that the impact assessment is comprehensible.  

Avoid legal references and related technical detail that will emerge below, and don’t explain 
the policy objective which you should cover in the next section. 

Write this section in a positive tone that draws attention to the positive aspects of the 
measure. Align this description with Treasury documents and announcements if necessary.   

The non-technical reader should find they have learned enough from this section subject to 
the impact assessment. 

Say here if there are other stages planned such as further consultations  

http://internal.active.hmrci/section/business-area/central-tax-and-strategy-group/central-policy/tax-policy-group/hmrc-budget-and-finance-bill-guidance
file://c/s/caf1/CP-BUDGET%20AND%20FB-FB12/2014%20Treasury%20Style%20Guide.pdf
http://internal.active.hmrci/page/tax-impact-assessments-table-impacts-exchequer-impact-and-more
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Policy objective 

A brief, high-level statement of the policy rationale for this measure. 

Set out the objective positively. 

This should show what the measure is trying to achieve  

The policy rationale should be aligned with the public story created for the policy.  HMT can 
help with this and should be consulted to ensure they agree.  For example policy objectives 
are never to “raise revenue” or to “improve HMRC”, or “to collect debt” or “charge penalties”.  
These things tend to be policy outcomes. The objectives will be things like fairness, 
efficiency, fiscal consolidation, improving the environment, deregulating. Show how the 
measure links to any high level government objectives for the tax system (more 
competitive/simpler/greener/fairer), 

Background to the measure 

Provide a brief and succinct chronological history of the measure covering things like 
announcement and consultation. 

Detailed proposal 

Operative date 

Be as specific as possible, giving exact dates where available or exact reference points such 
as Royal Assent of the Finance Bill. This should be phrased in the form of “the measure will 
have effect on and after the date of Royal Assent to Finance Bill 201X etc.” or “the measure 
will have effect for [X] transactions on or after [date of the Budget]”. 

If the operative date does not apply to all customers because of a transitional rule make this 
clear here. If there are several operative dates then differentiate between them here and 
specify what customers are affected by what date.  

Current law  

Briefly set out the current law provisions affected, but don’t give a technical analysis of the 
current law. It is enough to point the reader towards the provisions.  A good example is 
“current law is included in chapter X of part Y Tax Act xxxx.”  Or “current law is contained in 
section xx Finance Act 2xxx”.   When specifying current law refer to Act, Parts, Chapter and 
Sections / Schedules.  Only refer to subsections and paragraphs within schedules if 
necessary.  You do not need to interpret what the current law says.  Readers of TIIN who 
want to know this will have access to legislation and guidance. 

There is a risk that by giving too much detail here that you may start to inadvertently 
reinterpret existing published guidance. The description of the current law must therefore 
avoid being guidance or an HMRC interpretation of the law.  

Proposed revisions 

This section is the most important section of the TIIN to the technical reader, many of whom 
may well skip to this section first. It is sensible therefore to ensure that this section explains 
the change clearly and accurately at a technical level.  

You need to set out clearly what changes to the law are being proposed and how they will 
work. Any “whys” are covered earlier on in the TIIN. Aim to ensure that the reader turning to 



Tax Information and Impact Note template 
 

the draft legislation is not surprised but do not go so far as providing an explanatory note. 
However this section should make sense when read alongside the explanatory note. 

In general plain language should be used as far as possible but the customers who will read 
this section can be expected to be technically aware and so it can be acceptable to write for 
that audience at the expense of the general reader if necessary to provide sufficient 
technical accuracy. 

Explain the changes to both primary and secondary legislation, and make it clear when the 
legislation will be published.  

In broad terms, state how the law will change and how these changes will work (if this is 
relevant). 

Summary of impacts 

[This is developed from the table of impacts worked on alongside your policy submissions. 
Detailed guidance on completing each box in the table is available here.  All numbers used 
should be agreed with KAI] 

Exchequer impact (£m) 

2016 to 2017 2017 to 2018 2018 to 2019 2019 to 2020 2020 to 2021 2021 to 2022 

+/- +/- +/- +/- +/- +/- 

 

Wording needs to be added here to describe the Exchequer impact, and direct the reader to 
relevant published figures and costings note. KAI are responsible for this wording.  Contact 
KAI TIA mailbox for support.  

Economic impact 

KAI and HMT are responsible for this wording. 

If appropriate, KAI will incorporate text describing behavioural effects from the published 
costings note, once these have been signed off by SpAds. This sign off will take place after 
the deadline for submitting TIINs to Central Policy, so please submit the TIIN with the 
following placeholder: 

[Where applicable, text on behavioural effects from the published costings note will be 
inserted by KAI before publication.] 

Contact KAI TIA mailbox for support.   

Impact on individuals, households and families 

You are responsible for this box, ask PTCPP and KAI for advice/input where applicable. 
Liaise with CCD on using the Total Cost to Serve calculator where appropriate. 

Set out here how many individuals are affected by the measure. Ensure that this section is 
consistent with the exchequer impact.  

Give the family impact here – default working is “The measure is [is not] expected to impact 
on family formation, stability or breakdown.” 

http://internal.active.hmrci/page/tax-impact-assessments-table-impacts-exchequer-impact-and-more
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Equalities impacts 

This box needs to show we have had “due regard” for equality to comply with section 149 
Equality Act 2010 (and similar Northern Ireland legislation). So it is not enough to say that 
the measure does not discriminate. A mistake that is often made is to say that there is no 
equality impact when there is: just about any change to personal tax for example will have 
an equality impact, because it will tend to affect some groups differently to others. A lot of 
business tax changes do too.  

If the measure affects people this box should be used to say what we know about who those 
people are (men/women, young/old etc).  The Customer Equality team in Central Customer 
Directorate (CCD) can advise. 

Impact on business including civil society organisations 

This box should be used to show both the administrative burden and any wider impacts on 
business.  

The earlier part of the TIIN will have shown what the tax changes are, and in this box you 
should set out which types of business will benefit (or not), and to what extent.  Business 
Customer and Strategy (BC&S) should be contacted for advice (BCEIT, Mailbox (BC&S).   

You should also set out the administrative burden on business as this directly contributes to 
HMRC's business customer cost reduction (CCR) target. BC&S should be contacted to help 
you to identify any administrative burdens and your KAI analyst will help you assess this 
impact. 

Administrative impacts are said to be significant if they exceed the following de-minimis 
limits: 

 the change causes an annual administrative burden to all affected  businesses 
greater than £100,000 per annum or  

 the one off implementation costs of the change are greater than £3 million in total 

If the impacts on businesses are significant your KAI analyst will need to produce a Business 
Compliance Costs table setting these out for inclusion in the table of impacts.  The business 
impact box needs senior sign off from KAI, even if the impacts are deemed to be negligible. 

You must include a small and micro business (SMB) assessment if there is a 
disproportionate and / or significant impact on SMBs as opposed to other businesses (i.e. 
mid-size and large). Or state no impact.  BC&S should be contacted for advice 

Operational impact (£m) (HMRC or other) 

When considering operational impacts you should identify potential risks, particularly around 
funding and HMRC's capacity to deliver, as well as all other areas of impact including staff 
resources, IT and digital requirements. There are numerous areas of HMRC which may be 
impacted by new or changes to policy and your Delivery Support adviser can help to identify 
those areas affected by your measure. 

Other impacts 

Please check the list of other impacts and include agreed text relating to these in addition to 
the standard wording below. 
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Two "other impacts" that are often overlooked are justice impact (where the measure 
involves penalties etc) and environment impact (where there is an aspect of the tax that 
could be described as environmental). Where these impacts apply, you need to be specific 
about them even if there is no impact in the particular measure.   

After you have set out specific impacts you must use the following standard wording: "Other 
impacts have been considered and none have been identified."  

Monitoring and evaluation 

This section should explain whether, and if so, how the measure will be monitored or 
evaluated, and which aspects of the policy will be looked at. In most cases, this section will 
only refer to ongoing monitoring e.g. through monitoring receipts or information collected on 
tax returns. In a minority of cases, where the KAI-HMT Evaluation Forum and Steering 
Group has agreed that an evaluation of some aspects of the policy is both highly desirable, 
and likely to be feasible, we will provide some text about what we are committing to. You 
should consult KAI when you draft this field and subsequently obtain their sign-off.] 

Further advice 

If you have any questions about this change, please contact [official name(s)/team name] on 

Telephone:[phone number] or email: [address]@hmrc.gsi.gov.uk/ team mailbox address. 

Declaration 

[Name of Minister] MP, [title of Minister] has read this tax information and impact note and is 

satisfied that, given the available evidence, it represents a reasonable view of the likely 

costs, benefits and impacts of the measure. 

[The declaration can be removed if it is to be published on L-day or at Budget] 

 


