Short Term Business Visitors Notification


Where SGUL has staff coming to the UK on business trips, strictly this gives rise to a Pay As You Earn (PAYE) liability, even though the employee’s visit to the UK may be short. 

HMRC recognises the administrative burden that this places on employers, particularly where the Business Visitor is protected under a tax treaty and then has to file a UK self-assessment tax return to claim the tax withheld back.

On meeting certain conditions HMRC allows SGUL a relaxation of the rules entering SGUL into a Short Term Business Visitor’s Agreement.

This arrangement is only available where the UK has a tax treaty in place with the country the business visitor is coming from.

When people come from overseas to work at the university, SGUL is required:-

· to make sure information is obtained as to where they are normally tax resident as it is this that drives the treaty, not the person’s nationality. 

· ensure that overseas visitors track their UK days, both work and leisure and report into the HR department.

An annual report must be filed with HMRC by the end of May following the end of the tax year.


When should this form be completed?


Applies to employees who have not become UK resident for tax purposes or if UK resident, the employee is treaty resident in the treaty partner country.

Covers all academic visitors from abroad who will be researching, teaching, lecturing, collaborating or undertaking similar work - no matter how long their stay at SGUL. The form is not required for conference visitors or for suppliers or other visitors who come to SGUL on their own business.

Covers any paid short term work e.g. External Examiners, Visiting Examiners, Speakers, Research degree examiners etc. This is not an exhaustive list. Contact HR for guidance.

Applies to employees who have not become UK resident for tax purposes, or if UK resident, the employee is treaty resident in the treaty partner country.
If you are not sure if the form is required, contact HR for advice.

This form should be completed and submitted to HR prior to any work being undertaken.


	Definitions

“Short Term Business Visitor” means an individual who is not resident in the United Kingdom for tax purposes but who undertakes international business trips to the United Kingdom working for the Employer providing that all such trips in a tax year when taken together do not exceed 30 UK Workdays in the United Kingdom.

“Tax year” means the period from 6th April to following 5th April.

“UK Workday” means a day (or part day) where duties are carried out in the United Kingdom for the UK Employer.

http://www.hmrc.gov.uk/manuals/pommanual/paye81950.htm#







STBV Form

Short Term Business Visitors Notification Form

1. Name of Visitor*
	




2. Country of Residence*
	




3. Where are they a tax resident (if different from Country of Residence)?
	






4. Overseas Address

	








5. Are they: *
Travelling aloneTravelling with family
 

6. Hosting Institute/Department*
	




7. Email of SGUL contact for visit: in case we require more information*
	




8. Activities at SGUL: tick all that apply *
ResearchLecturing/TeachingCollaborationOther
 

9. Details of Activities at SGUL*
	









10. Date of Arrival in UK*
	




11. Date of Departure from UK*
	



12. Number of Days already spent at SGUL in the current Tax Year *
	




13. Any Other Relevant Information
	










14. Date form completed
	













This form should be completed and submitted to HR prior to any work being undertaken.
Please complete the form and we will contact you if we require any further information. If you are not sure if the form is required, contact HR for advice.

Completed forms should be returned to Kevin Browne, HR Manager (kbrowne@sgul.ac.uk)
Appointing Manager/ Adminisitrator/ RIM determines if STBV notification is required


Individual completes form prior to visit/work


Appointing Manager/ Adminisitrator/ RIM returns form to HR


HR record details on HRMC Agreement 


Annual return submitted by HR by 31 May to HMRC


contact HR for advice
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