
The things you always wanted to know but were afraid to ask.

Call us on 01206 713 680 or visit the website at www.contractorumbrella.com

The Ultimate Guideto
CONTRACTING

Where do I start? 
Do I need an umbrella company? 

How does PAYE Work? How can some 
companies offer over 80% Take 

Home Pay? What expenses
can I claim?

In association with...



“I have been using your services for two months now and I 
could not be more satisfied with the quality of service. 
Indeed, I was not expecting such a level of flexibility, 
professionalism and kindness. Every time I’ve had a 

problem, it has been solved promptly by my account 
manager and there has never been a delay of any kind

in delivering your services.

Furthermore, when I moved from an employed position 
to a self-employed one, I was a little bit concerned about 

the difficulties involved in such a process, but the clarity 
and richness of information provided on your website, 

together with the professionalism made it extremely easy.

Frankly, I would strongly recommend Contractor Umbrella 
to anyone who needs this kind of service.”

Francesco, West Drayton
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Welcome to the Ultimate Guide to Contracting

Starting out as a contractor can be a little daunting, and with continuous changes 
to legislation, it can become difficult to keep track of where you stand. We have put 
this guide together to help explain everything you need to know about contracting.

From the understanding of what an umbrella company does and how it will work for 
you, through to the complicated area of claiming expenses through an umbrella.

There are many companies out there claiming to be compliant, when in reality that 
may not be the case. This guide has been written with guidance from our very own 
Roger Westlake, who was an HMRC Tax Inspector for over 40 years. 

All the information provided within this document follows guidelines provided by 
HMRC, all of which are available on their website. Any umbrella company that is 
claiming to be ‘compliant’ should work in exactly the same way as we have shown.

We have tried to cover all the areas that you may need to consider when you enter 
the world of contracting through an umbrella company, however if there is anything 
that you are still unsure about, then please give one of our trained account managers 
a call on 01206 713 680.

Kind Regards,

Lisa Keeble
Managing Director



When you move away from permanent employment into contracting you need to consider 
how you will receive payment for the work that you do. Some people who start up in business 
for themselves register with HMRC as a sole trader but sometimes this is not possible. If your 
work has been secured using a recruitment agency then the model carries risks for the 
client if you work direct as they would have liability for your tax payments if you were to 
default on them. 

You could set up a Limited Company. With this option comes the responsibility of running your 
own business; you will have to register with Companies House and HMRC and find a good 
accountant who has experience of working with contractors. You will be responsible for raising 
invoices, recording payments received, purchases made, reconciling your business bank 
account and making payments to HMRC for income tax, national insurance contributions, 
corporation tax and, probably, VAT and completing a self-assessment tax return. If you fail to 
make your payments on time or your records are incorrect or incomplete, you could become 
liable for penalties from HMRC.

So, what’s the alternative? Well you could work with an umbrella company who will employ 
you under a Contract of Employment and will engage with the end client or recruitment 
agency under a Business to Business contract. You will receive a payslip, your tax will be 
deducted through PAYE and you will have the same statutory entitlements as any other 
employee e.g. SMP, SPP and SSP.

So...
Why is an Umbrella

Company Necessary?
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So... Umbrella vs. Limited

If you are still unsure which option is best, a full review of the pros and cons of each 
method can be found below:

Pro’s

PAYE Umbrella Company Limited Company

Very easy to use, you simply enter your 
timesheet and expense details and wait 
to be paid.

A tax efficient way of working.

All tax and NI is deducted before you 
receive your money, so you will have no 
further taxes to pay.

You keep complete control of your 
financial affairs.

Ideal for short term contracts. Access to the Flat Rate VAT scheme.

Perfect if you are unsure if contracting is 
for you and you’re really just in between 
permanent jobs.

You are in charge of running your own 
business.

Most importantly someone else will be 
doing all the paperwork for you.

The opportunity for tax planning.

Con’s

PAYE Umbrella Company Limited Company

Your salary will be subject to full PAYE Tax 
and NI.

There is a large amount of paperwork 
involved.

You are reliant on the umbrella company to 
collect your money from the client or agent 
and then to pay it to you. ContractorUmbrella 
will chase any overdue payments, on your 
behalf, free of charge.

Can be costly if you contract for a very 
short period of time and than go back 
to permanent employment. Neither is it 
ideal for low earners.
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2
The umbrella company will engage with either a recruitment agency or an 
end client via a business to business contract which will contain the details of 
the assignment as well as the contract rate. The umbrella company and the 
agency will both sign the contract.

3
The employee will be required to complete a timesheet for the umbrella company 
(usually via an online portal) as a record of their hours/days worked.

4
The client for whom the work is being done will also require a record of hours/
days worked, usually via a paper timesheet which they will sign to say that they 
agree with what has been submitted.

1
The umbrella company will issue a contract of employment which will then 
be signed by the employee and returned to the umbrella company.
This is a legally binding document which should be reviewed carefully.

How Does An Umbrella Company Work?
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How Does An Umbrella Company Work cont...

5
The umbrella company will raise an invoice for the hours/days worked in the 
period and send it to the recruitment agency or end client. 

6
The agency/end client will check that the invoice raised corresponds to their 
own records and, assuming it does, they will pay the umbrella company.

7
The umbrella company will deduct their margin from the funds received and 
will pay HMRC their Employer’s National Insurance contributions.

8
The balance of the funds received is the employee’s salary which will be 
processed through PAYE. Deductions will be made for Income Tax and 
Employee’s National Insurance and these will be paid to HMRC.



“As far as I am concerned,
Contractor Umbrella is a great

company with a thoroughly
modern, professional ethic with a

personal touch! What more can I say,
I am more than delighted and I trust

them 100 percent to manage
my affairs in my best interest.”

Reg, West London
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Umbrella Company Contractor Check List

There are a number of things that you will need to do once you have signed up with 
an umbrella company. Below is a quick check list of the things you should do prior to 
commencement of your assignment. We have also included a few pointers that you 
will need to do throughout the duration of your assignment and what your obligation 
is when it comes to an end.

Before you commence your first assignment.

Have you signed and returned your contract of employment and
Pre-Employment Form to the umbrella company?

Have you submitted your timesheet to the umbrella company,
normally via an online portal and sent a copy to the agency?

Have you confirmed the end date to your umbrella company, or
let them know if you have gained an extension to the assignment?

Have you sent original documents to show your proof of identification
to the umbrella company?

Have you sent your original receipts to the umbrella company to 
confirm any expenses you may be looking to claim?

Have you sent back a letter confirming the termination of employment
with the umbrella company at the end of your assignment?

Have you sent the umbrella company your latest P45?

Have any of your current assignment details changed? Please make 
sure you update these with your umbrella company.

During your assignment.

The month before your assignment is due to finish.

Have you been contacted about the Pensions Auto Enrolment? You
will be automatically enrolled and must confirm if you wish to opt out.



Understanding

There should be no variation in pay between different umbrella companies, other than the 
difference in their margins (and the levels of service that you receive obviously!). However, 
there are a number of things that can affect your take home pay because of the way that 
PAYE works. Let’s take a look at some of these:

A change to your tax code 
An umbrella company will only ever change a tax code if they have been told to do so by 
HMRC. If you tax code increases e.g. from 745L to 944L, then your tax free allowance will 
increase, thereby reducing your taxable pay. If the reverse happens and your tax code 
decreases e.g. from 944L to 745L, then your tax free allowance is decreased and your taxa-
ble pay will increase.

Payment period missed
Annual tax free allowances are divided into equal parts and then applied to each payment 
period i.e. if you are paid weekly, the tax free allowance is divided by 52 and 1/52nd is 
applied to each weekly payment; with monthly payments the allowance is divided by 12 
and 1/12th is applied to each monthly payment. 

If you are on a cumulative tax code i.e. not a week 1/month 1 code, then the portion of 
your annual tax free allowance will accumulate regardless of whether or not you are paid. 
Therefore, if you were to be paid in week 3 but then not again until week 5, 5 week’s worth 
of tax free allowance will still be applied to your payment in week 5 (for further examples, 
please refer to the section ‘How Does PAYE Work’).

Page  - 12 -Call us on 01206 713 680

Take Home Pay.
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Understanding Expenses
If tax relief is claimed on expenses, this will have the effect of reducing the amount 
of your earnings that are subject to PAYE income tax; if your expenses vary then your 
take home pay will also vary.

Paid less than in a previous period
If your earnings vary you will notice that your income tax will also vary. PAYE works on 
the assumption that the accumulated earnings that you have at any point in time 
will be maintained until the end of that financial year e.g. if you have earned £3,000 
per month i.e. £12,000 at the end of month 3 then your earnings will be projected as 
£48,000 for the end of the year (£12,000 divided by 3 and then multiplied by 12). However, if 
you only earn £1,000 in month 4, then your projected earnings for the year will reduce 
to £39,000 (£13,000 divided by 4 and then multiplied by 12). Therefore, in this example 
your tax paid in week 4 will be less than the tax that was paid in weeks 1-3.

Part of the tax year is not worked
Provided that you are on a cumulative tax code i.e. not week 1 or month 1 then your 
tax free allowance will accumulate even during those periods that you do not work. 
If you do not work at the start of the tax year (from 6th April) for several weeks or 
months, you will find that you will pay very low tax or even no tax at all until the point 
where your earnings to date exceed your tax free allowance to date. 

Take home pay promises
You may find advertisements from ‘umbrella companies’ that promise take home pay 
of 80%, 85%, 90% or even 93% take home pay. 

The basic rate of income tax in the UK is 20%. If you earn more than £35,001 a year, 
the tax rises to 40% and if you earn more than £150,000 it’s 45%. Also, for every £2 over 
£100,000 you earn you will lose £1 of your annual tax free allowance. On top of that, 
employee’s national insurance is payable at 12%.

So, bearing all that in mind, how believable is an advert that says “Take home 90% of 
your income, 100% compliant”? Especially as the company offering the scheme will 
take a fee of around 5% of the contract value. To put it in context:

You earn: £75,000 per annum

5% Fee: £3,750 per annum or £312.50 per month

Available for HMRC: £3,750 per annum or 5% of income

What is actually payable on earnings of £75,000 per annum is about £19,000 
(depending on your tax code), so you would owe HMRC £15,250.00. Unfortunately, if 
they come after you for that, they wouldn’t just leave it at that; they would add penalties 
of up to 200% of the tax owed and then they would add interest (http://www.hmrc.
gov.uk/news/offshore-penalties.pdf).



Most of the scheme providers are not based in the UK and many rely on the tax laws of their 
home country to support the scheme (predominately the Isle of Man, Jersey and Guernsey). 
However, UK tax law states that you are liable for UK tax if you reside in the UK, are UK tax 
resident and you work in the UK. To this end, in May 2013, the Treasury Minister, Danny 
Alexander announced that ‘the Government intends to introduce an income tax and NIC 
charge levied on the offshore intermediaries of those workers engaged in the UK’

In the case of one particular tax avoidance scheme, contractors are facing repayment 
of underpaid tax, interest and penalties going back over 10 years because HMRC applied 
legislation retrospectively. Users of the scheme and the scheme provider have spent the 
last 6 years doing battle with HMRC, but many hundreds of contractors are facing 
bankruptcy and even homelessness, marriages have broken down and there has even 
been a suicide. 

What could it cost me if I did use a tax avoidance scheme?

On earnings of £120,000 per annum over 3 years? 

About £200,000, if you use an avoidance scheme based somewhere like Belize or about 
£150,000, if you pick the Isle of Man or similar (obviously you will already have paid some 
tax and about 10% of your contract value to the scheme provider).

Offshore non-compliance is expensive, make no bones about it!

The penalties which apply to Income Tax and Capital Gains Tax will be incurred for:

• failure to notify – you don’t tell HMRC you have income that may be taxable
• inaccuracy in a return – where your Self-Assessment return is incorrect
• failure to file a return on time – where your Self-Assessment return is late

These penalties are linked to the tax transparency of the territory in which the income or 
gain arises. Where it is harder for HMRC to get information from another country, the penalties 
for failing to declare income or gains arising in that country are higher.

There are three levels of penalty:

• where the income or gain arises in a territory in ‘category 1’, the penalty rate is the 
same as the standard penalty – up to 100% of tax

• where the income or gain arises in a territory in ‘category 2’, the penalty rate is 1.5 
times the standard penalty - up to 150% of tax

The Cost of Tax Avoidance 
Schemes.
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• where the income or gain arises in a territory in ‘category 3’, the penalty rate is 
double standard penalty - up to 200% of tax

Belize comes under category 3 – just thought we’d mention it as Belize seems to be a 
popular newcomer with offshore scheme providers.

So, what other penalties will you face for not paying the correct amount of tax?

HMRC calculate penalties as a percentage of the additional tax due, this will be 
calculated when the inaccuracy is corrected. The additional tax due is called the 
potential lost revenue.

HMRC measure the potential lost revenue differently where the inaccuracy results in 
an overstated loss.

The penalty rates for inaccuracies can be:

• up to 30% of the potential lost revenue if the inaccuracy is careless
• up to 70% of the potential lost revenue if the inaccuracy is deliberate
• up to 100% of the potential lost revenue if the inaccuracy is deliberate and the 

person attempts to conceal it

On top of all that, you will also probably be charged interest from the time at which 
HMRC considered the unpaid tax to be due. For more information, please visit the 
HMRC website (http://www.hmrc.gov.uk/about/new-penalties/).

You don’t have to just take our word for it... Visit our website to see the real life stories 
from contractors who have been caught out by such schemes.



So...
How does PAYE work?

If you work through a compliant UK Umbrella Company your tax and national insurance 
deductions will be processed through PAYE (Pay As You Earn). 

The first thing you need to understand is your tax code and how it relates to a tax-free 
allowance. The tax-free allowance for 2013/14 is £9,440, which means that you can earn 
up to this amount in a tax year (April to April) without being liable for income tax. This tax 
free allowance is indicated by the tax code 944L.

The tax-free allowance each year is determined by HMRC (Her Majesty’s Revenue and 
Customs). If they are not certain what your tax code should be, your umbrella company 
may use an emergency or week 1/month 1 tax code which means the basic tax free 
allowance will be applied to your earnings but on a weekly or monthly basis and not 
cumulatively i.e. you would not benefit from an accumulation of your tax free allowance 
in periods when you did not work.

In most cases the tax-free allowance is applied cumulatively to your earnings over a period 
of 12 months or 52 weeks and is referred to as ‘free pay’. Your earnings for the period less 
the allowance for free pay will give you the amount that is then liable for income tax 
deductions.

Let’s take a closer look at this in practice...
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So...
Month

Pay 
for the 
Period

Total Pay 
to Date 
(A)

Total Free 
Pay to Date 
(B)

Taxable Pay 
to Date (A-B)

Total Tax 
Due (C)

Tax Deducted 
or Refunded in 
Period

1 £3,000 £3,000 £786.67 £2,213.33 £442.67 £442.67

2 £500 £3,500 £1,573.33 £1,926.67 £385.33 -£57.33

3 £3,500 £7,000 £2,360.00 £4,640.00 £928.00 £542.67

As you can see from the example above your earnings each month are added to the 
total brought forward from the previous month so that there is a running total (A). The 
same things also happens with your tax free pay (B) i.e. month 1 will be 1/12th of your 
tax free allowance, month 2 will be 2/12th’s and so on. The amount that you will be 
taxed on in any particular month is then worked out as (A) minus (B).

In our example you will see that the tax due for month 2 is actually a minus figure and 
therefore the individual is due a tax rebate for that month. The reason for this is that 
the tax due for the year to date (C), in month 2, is less than it was in month 1 and 
individual is actually due a refund from HMRC rather than owing any tax. In month 3 
earnings in the period are much higher than in month 2 and you will see that tax once 
again becomes payable.

The calculations shown are the basis for all PAYE tax calculations and will be used 
by all umbrella companies. However, this is a simple example and there are lots of 
complications that can be thrown into the mix. In the example given above all tax 
payable was calculated at 20% but this will only be the case if taxable earnings for 
the year are £32,010 or less, anything above that will be taxed at 40% and any earnings 
over £150,000 for a single year will be taxed at 45%.

Whether or not the higher rates of tax will be charged is worked out according to 
what the total taxable earnings would be in month 12 (or week 52) if the cumulative 
taxable pay in the month in question were to be maintained. This is a difficult concept 
and best explained with an example:

Month 3: Taxable Earnings to Date = £19,500

The PAYE system would work out 1 month’s taxable earnings:
£19,500 divided by 3 = £6,500 per month

And then multiply that figure by 12 which would give us the projected earnings for 
the year:
£6,500 multiplied x 12 = £78,000 per year

As can clearly be seen the earnings for the year, if the current trend were to continue, 
are well in excess of the £32,010 at which earnings become taxable at 40%.

PAYE Example:
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As an employee of an umbrella company, working on various assignments, you may 
find that your earnings fluctuate and therefore have trouble understanding the tax 
deductions, or indeed refunds, that are made each month or week. 

To go back to our original example, we can explain a little more about tax deductions:

Pay 
for the 
Period

Total 
Pay to 
Date 
(A)

Total Free 
Pay to 
Date (B)

Taxable 
Pay to 
Date 
(A-B)

Taxable 
Pay to 
Month 
12 (A/
Month 
x12)

Annual 
Taxable 
Pay 
(subject 
to 20% 
VAT)

Annual 
Taxable 
Pay 
(subject 
to 40% 
VAT)

Tax 
Payable in 
Period.

1 £3,000 £3,000 £786.67 £2,213.33 £26,560 £26,560 £0.00 £442.67

2 £7,500 £10,500 £1,573.33 £8,926.67 £53,560 £32,010 £21,550 £809.17

3 £875 £11,375 £2,360.00 £9,015.00 £36,060 £32,010 £4,050 -£140.67

4 £6,500 £17,875 £3,146.67 £14,728.33 £44,185 £32,010 £12,175 £1,080.00

As you can see in month 3 this individual will receive a refund of tax; this is as a result 
of the marked decrease in the projected annual income in that month.

Up until now we have considered earnings that would not be affected by the 
additional rules that surround taxable income of over £100,000 per year. However, 
many employees of umbrella companies are highly sought after and highly skilled 
and this level of earnings is realistic so we will explain further; for every £2 that is 
earned over £100,000 you will lose £1 from your tax free allowance e.g.

Earnings Tax Free Allowance

£99,000 £9,440

£105,000 £6,890

£113,000 £2,940

£118,880 + £0

Those earnings over £150,000 each year will not only have no tax free allowance but 
will also have income tax deducted at a rate of 45% of anything over that figure.

Other factors can also affect your tax free allowance or remove it altogether. Due 
to the way that PAYE works, HMRC can recover underpaid tax from previous years 
through your tax code in the current year. Whereas a typical tax code will denote 
how much tax free pay you are entitled to, a ‘K’ code denotes how much will be 
added to your taxable income. 

M
o

n
th
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For example, if you owed £3,000 in income tax from the previous financial year, your 
tax code in the current year would be K300 and it works as follows:

Month Pay for Period
Total Pay 
to Date 

Free Pay 
to Date 

Additional 
Pay to Date

Taxable Pay 

1 £3,000 £3,000 - £250 £3,250

2 £3,000 £6,000 - £500 £6,500

As you can see the K code means that your taxable earnings actually increase each 
month by the amount outstanding (£3,000) divided by 12. If all outstanding tax from 
previous years was repaid using a K code during a single financial year then your tax 
code should revert to an L code thereafter.

There are some  other tax codes that you may come across and the ways that they 
will affect your income are as follows:

Tax Code:

BR:

This tax code refers to Basic Rate tax and means that all of your 
income will be subject to the deduction of 20% tax. It is most 
commonly used when the income is secondary e.g. a part time job 
or a pension. However, it could also be used if you do not present 
your P45 to a new employer and do not complete a P46 before your 
first payday.

D0:
This tax code is applied in the same circumstances as the BR code 
but all your income will be subject to deductions for income tax at 
40% rather than 20%.

D1:
This tax code works in the same way as BR and D0 but all of your 
income will be subject to deductions for income tax at a rate of 
45%.

0T:

This code means your allowances have been used up or reduced to 
nil and your income is taxed at the relevant tax rates. This is also the 
code that is used if we do not receive a recent P45 or a completed 
P46 form before your first payment.

NT: No tax at all will be deducted from your earnings.



An umbrella company must operate what is referred to as an over-arching Contract of Employment. 
A basic contract of employment or contract of service, as it is otherwise known, must contain 
the following basic provisions as determined by MacKenna J in the case of Readymix Concrete 
v Minister of Pensions in 1963:

• The servant agrees that, in consideration of a wage or other remuneration, he will provide 
his own work and skill in the performance of some service for his master. 

• He agrees, expressly or impliedly, that in the performance of that service he will be 
subject to the other’s control in a sufficient degree to make that other master. 

• The other provisions of the contract are consistent with its being a contract of service.

Any umbrella company should ensure that the Contract of Employment they have in place 
meets the basic requirements as set out above but, if they intend to allow tax relief on 
expenses for the employees for travel and subsistence, they must also ensure that there 
is an over-arching element to that contract. Travel and subsistence expenses are only 
allowable if the worker is travelling to a temporary location; a worker who intends to have 
only a single assignment whilst in the employment of an umbrella company has no such 
entitlement. However, if the umbrella company operates an over-arching contract this 
has the effect of linking a series of assignments under a continuous employment thereby 
making them temporary assignments and therefore giving the entitlement to travel and 
subsistence expenses.

The worker agreeing to provide their skill and the employer agreeing to pay for that skill is 
what is referred to as ‘mutuality of obligation’ and it is essential in establishing a contract 

So...
What makes an umbrella

company compliant?

Page  - 20 -Call us on 01206 713 680



Page  - 21 -Call us on 01206 713 680

So... as without it one cannot exist. In an over-arching contract, an umbrella company 
must demonstrate that they have provisions in their contracts which relate to mutual 
obligations in the gaps between assignments. It is not possible to provide a complete 
list of what would suffice in relation to mutual obligations in the gaps between assignments 
however, these are some examples of provisions which may be present in a contract 
to support continuing obligations on the part of both the employer and the worker:

• An obligation by the worker to accept and do work, and an obligation on the 
employer to pay a retainer during such periods when work was not offered.

• The guarantee by the employer of a minimum number of hours work over a 12 
month period would likely provide an obligation on the part of the employer; this 
is providing that the worker is remunerated for the hours promised regardless of 
whether or not they have been worked. However, if a contract does not promise 
a minimum number of hours i.e. a ‘zero hours’ contract, it doesn’t mean that it 
will not be over-arching, just that the umbrella company would have an obligation 
to pay the worker a retainer. 

• A promise by the worker to work exclusively for the employer during the duration 
of the contract i.e. the worker can’t work for anyone else, would be an obligation 
on the part of the worker.

• The requirement for the worker to work when required by the employer would be 
an obligation on the part of the worker.

• The requirement for the worker to accept any assignments given would be an 
obligation on the part of the worker.

• The requirement for the worker to work at any location, as directed, would be an 
obligation on the part of the worker.

It is not sufficient for there to be obligations in the gaps between assignments either 
only on the part of the worker or only on the part of the employer; there must be subsisting 
mutual obligations present in the gaps between assignments on both parties. 

An employee of an umbrella company is also entitled to holiday pay under the terms 
of the EC Working Time Directives. This cannot be assumed as part of the employee’s 
weekly or monthly earnings (what is referred to as ‘rolled up’ holiday pay), but must 
be shown as a separate entry on the payslip when the employee takes holiday. 
Current holiday entitlement is 28 days per year; most umbrella companies will meet 
this obligation by deducting a small amount from the contract value, usually based 
on minimum wage and then pay it back to the employees when they take holiday.

An umbrella company also has an obligation to ensure that the expenses its employees 
claim are legitimate and allowable under HMRC rules. You should retain all receipts 
for a period of 6 years so that you will have proof of expenditure should HMRC ever 
request it. You should also expect to be asked to produce your receipts, by your 
umbrella company, on a regular basis.



Hot Topic
Claiming Expenses through

an Umbrella Company.

Tax legislation says that to be deductible as an
expense from your earnings, the expense must be incurred

 “wholly and exclusively”
in the performance of your assignment. That is a stiff test, 
for example the words “wholly” and “exclusively” prevent 
a deduction for expenditure that serves a dual purpose, a 

business purpose and a non-business purpose.
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Hot Topic
Two Types of Expenses.

Chargeable

Chargeable expenses are any costs that your agency or client has agreed to reimburse 
to you. Chargeable expenses will usually be invoiced through your umbrella company 
and may well require an expense form, signed by the client, to support the claim.

Your chargeable expenses are added to your invoice value and are reimbursed by 
your agency or client. You therefore receive the full value of the expense back 
provided that the expense is allowable for tax purposes.

Non-chargeable

Non-chargeable expenses are the out of pocket costs that you have incurred as a 
direct result of your assignment work. Your non-chargeable expenses are processed 
as a tax benefit and help reduce your tax liability. For example, if you have £1,000.00 
gross earnings and £200.00 allowable expenses, your taxable income would be 
£800.00. So the £200.00 has been deducted from your taxable pay and you receive 
part of the cost back, according to the tax rate applied to your income.

It is incredibly important that you retain receipts for all the expenses that you claim. 
HMRC select cases for detailed investigation and if your case were to be selected, 
they would want to see evidence that you have incurred the expenses that you have 
claimed.

If you are investigated and you do not have receipts to support your claims, you will 
find yourself in a lot of trouble. You would be made to pay back any underpaid tax, 
a penalty of similar value and interest for the time you have held onto the additional 
funds. 

Worst-case scenario - you could be prosecuted for tax evasion, so it really isn’t worth 
claiming in respect of expenditure for which you don’t have a receipt. 

The HMRC investigation window is 6 years, so your tax affairs could be looked into at 
any point within that time-frame. You must therefore keep all relevant paperwork safe 
for at least 6 years after the 31st January deadline of the tax year in question.



Assignment Related Expenses.

As an employee of an umbrella company you may be entitled to claim assignment related 
expenses, if you meet the following criteria:

Multiple Assignments
If your umbrella company operates what is called an “overarching contract of employment”; 
this engages employees on a number of assignments, based at different workplaces, 
during a single period of employment. To be able to claim expenses, you must have the 
intention to work on multiple assignments through the umbrella company that is employing 
you.

If you know you will only work on a single assignment during your employment your workplace 
automatically meets HMRC’s definition of a permanent workplace and therefore travel 
and accommodation expense claims are not permitted.

Contract Duration Is Less Than 24 Months
You are allowed to claim expenses, providing your workplace meets HMRC’s definition of a 
temporary workplace where your attendance lasts no longer than 24 months. At the point 
you know that your assignment at that workplace will last beyond 24 months, you must 
stop claiming travel and accommodation expenses because neither would be allowable.

If, for example, you agree a 36 month assignment at the outset, no travel or accommodation 
expenses can be claimed in respect of that assignment. Similarly if you agree a 12 month 
assignment and 6 months later the assignment is extended to be one of 24 months then 
from that 6 month point no further expenses can be claimed.

After 24 months, if you spend 40% or more of your time at the same workplace, travel between 
home and that workplace and/or accommodation expenses are no longer allowable. If 
the agency or client are reimbursing your costs (chargeable expenses),the income becomes 
taxable along with the rest of your earnings.

If you continue working for the same client but change workplace after 24 months, the 
new workplace must be geographically different to the previous workplace or there must 
be a significant change to your daily commute to be entitled to claim travel and accom-
modation expenses. For example, if the new workplace is a different building within the 
same road then no expenses are allowable. If daily mileage to one workplace is 15 miles 
and the new workplace is 12 miles albeit in the opposite direction, there is no significant 
change to the daily commute and therefore no expenses are allowable.

If you have previously claimed expenses to the same workplace under a different arrangement, 
this must also be taken into account against the 24 month rule. So simply moving umbrella 
company will not allow you to continue claiming expenses, as the rule applies to the workplace 
at which you are working rather than the umbrella company you use.
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Where you accept multiple extensions within the same assignment and decide a particular 
extension is your last, if you accept a permanent position working directly with the 
client or there is no intention to source a new assignment once the last extension 
ends, expense claims for travel and accommodation are no longer permitted from 
the point that decision is made.

The following examples of the effects of the 24 month rule are drawn from the HMRC 
Booklet 490, which can be accessed from the HMRC website:

Example 1

Duncan has worked for his employer for 10 years and is sent to perform full-time duties 
at a workplace for 28 months. There is no relief for the cost of travel to and from the 
workplace, because his attendance there is known from the outset to be for more 
than 24 months, so the workplace is a permanent workplace. His home to work travel 
is therefore ordinary commuting for which no relief is available.

Example 2

Dymphna has worked for her employer for three years and is sent to perform full-time 
duties at a workplace for 28 months but the posting is unexpectedly ended after 18 
months. No relief is available for the cost of travel between her home and the workplace, 
because her attendance is expected to exceed 24 months (though in fact it does 
not). The workplace is therefore a permanent workplace and the journey is ordinary 
commuting.

Example 3

Earl is sent to perform full-time duties at a workplace for 18 months. After 10 months 
the posting is extended to 28 months. 

Relief is available for the full cost of travel to and from the workplace during the first 10 
months (while his attendance is expected to be for less than 24 months) but not after 
that (once his attendance is expected to exceed 24 months).

Example 4

Edina has worked for her employer for seven years and is sent to perform full-time 
duties at a workplace for 28 months. After 10 months the posting is shortened to 18 
months. No relief is available for the cost of travel to and from the workplace during 
the first 10 months (while her attendance is expected to exceed 24 months) but relief 
is available for the full cost of travel during the final eight months (once her attendance 
is no longer expected to exceed 24 months).



What expenses may I be 
able to claim?

Travel and Subsistence
You can claim the cost of travel to and from your temporary place of work. If you travel in 
your own motor vehicle, you may claim at the rate of £0.45p per mile for the first 10,000 miles 
in any fiscal year and then £0.25p per mile thereafter. This allowance is deemed to cover 
fuel and running costs of the vehicle e.g. road tax, insurance, servicing and depreciation, so any 
additional claims in respect of maintenance, repairs or interest on any loan taken to finance 
the purchase of the vehicle are not permitted. If you are charging mileage to the agency/
client, you can claim the difference between the amount charged and the £0.45p per 
mile, (or if appropriate £0.25p per mile) allowance. For example if you are charging £0.40p 
per mile to your agency/client you can claim £0.05p per mile as a non-chargeable expense 
in respect of the first 10,000 miles.

However please note that in that example, if you continue to receive reimbursement at the 
rate of £0.40p per mile in respect of miles in excess of 10,000, then the difference between 
£0.40p and £0.25p per mile will be taxable.

A mileage allowance can also be claimed for travel by motorcycle and cycle at rates of 
£0.24p per mile and £0.20p per mile respectively and if you are traveling to work as a passenger 
in a car, you are entitled to claim £0.05p per mile. You can also claim for parking, toll and 
congestion charges but you may not claim for parking or speeding fines.

The cost of travel by public transport can be claimed but you must have a valid receipt 
or ticket. If you choose to pay extra and travel first class, you can claim the full cost of the 
ticket.

If you hire a vehicle then the actual hire charge can be claimed as an expense but as the 
vehicle would not be owned by you the mileage rates referred to above are not applicable. 
Instead you would be able to claim the actual cost of fuel purchased during the hire period. 
In support of any such claim you must obtain and keep receipts.

An assignment has to have been secured and work started for you to be able to begin 
claiming expenses. For example, you cannot claim expenses in respect of travel to an inter-
view for an assignment. If, however, the assignment terms stipulate that you must attend a 
training course before starting the work then you could claim your travel costs.

The cost of travel is not just the cost of the journey, travel costs include necessary subsistence, 
so the cost of a meal may be an extra expense. We stress the words “extra expense”, 
simply because we must eat in order to live BUT if a genuine business journey results in the 
purchase of a meal at a higher cost than would otherwise have been the case, the extra 
expense could justify a claim for the cost of that meal.
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Let’s look at “extra expense” in more detail... 

There is no extra expense if a person takes a packed lunch from home. HMRC will also 
argue that there is no extra expense if the person prepares their own sandwiches 
either at the workplace or at secondary accommodation. In these circumstances 
the expense is incurred in order to live, it is not an extra expense attributable to 
travel.

It is important to note that HMRC literature refers to the purchase of a meal. HMRC do 
not accept that the purchase of ingredients qualify as the purchase of a meal, it is an 
actual meal that must be purchased.

You may have been told that if you are away for more than a few hours you are 
entitled to a meal allowance as a matter of right - that is not true, you must purchase 
a meal and incur extra expense. It is true that there is a time guideline as in “over five 
hours one meal – over 10 hours two meals”, but an extra expense must be incurred. 
If a person is away for 11 hours spending 90 minutes driving each way and working 
an 8 hour day with a 30 minute break for lunch during which one meal is purchased, 
any entitlement is limited to that one meal. For the two meals rate to apply, then two 
meals must be purchased and must be part of the cost of the journey. It is not 
acceptable to purchase a meal en route home and consume the same at your own 
dining table.

So the “golden rule”, in fact the only rule, is that you can only claim for a meal if it is 
taken as a result of your travel, is an extra expense attributable to that travel and you 
have a receipt in respect of the expense claimed.

Secondary Accommodation Costs
If you are living too far away from the client’s site to travel from home each day, the 
receipted cost of a hotel or bed and breakfast accommodation can be claimed 
as an expense. Just as you can choose to travel first class, if you choose to stay in 5 
star accommodation, you can still claim the full cost of the bill. If, to be closer to 
the client’s site you choose to rent a property, you can claim the rental costs as an 
expense. You will need to send us a copy of the Tenancy Agreement and receipts in 
respect of rental payments.

You can also claim expenditure on utility bills at the rented property. The council tax 
bill, for example, is classed as a secondary cost because you would have to pay this 
in respect of your primary residence and the rented property. Electricity/gas/water 
bills relating to the rented property would only be classed as a secondary cost if your 
family remains in your primary residence whilst you are staying in the rented property. 
If your primary residence remains empty whilst you are in the rented property, then 
the gas/electricity/water bills relating to the rented property would not be classed as 
secondary costs.

If you are letting your primary residence whilst on assignment then the rented property 
is not secondary accommodation and you are not able to claim any expenses 
attributable to it.
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Secondary Accommodation Costs cont...
Other utility bills such as television license, contents insurance etc cannot be claimed 
as an expense because it would be your personal choice to incur expenditure on 
these items.

Reasonable contributions for staying with friends or family can be claimed. You would, 
however, be expected to prove you have actually incurred such costs by producing 
receipts. Please be aware that your friends or family could potentially be liable for tax 
on these contributions if HMRC investigate your accounts.

Additional Meal Costs
The reasonable cost of additional meals incurred in conjunction with a hotel or B&B 
bill can be claimed as an expense. If breakfast and/or dinner is not included on the 
accommodation bill, you can claim the receipted costs for these meals.

If you are staying in rented accommodation you cannot claim for the cost of meals 
because HMRC’s view is that you can shop, prepare and cook your meals as though 
you were at home – these are therefore not additional costs and cannot be claimed.

If you are working on detached duty, away from your normal place of work on the 
particular assignment, it would not be unreasonable to claim the receipted cost of a 
meal as this would be classed as an additional expense.

Similarly, if you are working extended hours e.g. you are contracted for 8 hours per 
day and circumstances mean that you work for 12 hours, it would not be unreasonable 
to claim the receipted cost of an evening meal as an expense. However, if you are 
contracted to work 12 hours per day and work only those hours, the cost of meals 
would not be allowable. Entertainment costs cannot be claimed for taking clients or 
potential clients out to dinner.

Incidental Overnight Expenses
Employees staying away from home overnight on business often incur additional 
expenses of a personal nature. Examples include newspapers, laundry and home 
telephone calls. Although the expenditure may arise as a consequence of working 
away from home, it is not incurred necessarily or in the performance of the employee’s 
duties. Under the expenses rules that apply to travel costs, this type of expenditure 
would not be allowable as a deduction but a special exemption provides that you 
may claim up to a tax-free limit.

The maximum amounts of incidental overnight expenses that you may claim are:
• £5 per night for overnight stays anywhere within the UK.
• £10 per night for overnight stays outside the UK.

In calculating the total amount of expenditure any Value Added Tax (VAT) paid must 
be included. For each date on which such expenditure is incurred, you should give 
details of the item in which it is occurred and the amount of expenses incurred on 
each item.
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Protective Clothing, Tools and Equipment
As a general rule an employee can’t get tax relief for the cost of clothing they wear 
to work - but there are some exceptions.

For example, if you work in a sector where you have to wear protective clothing like 
overalls, gloves, boots, helmets and if you must pay for the cost of repairing, cleaning 
or replacing this type of specialist clothing yourself and your client doesn’t reimburse 
you, then you are entitled to tax relief. However, you cannot claim for the initial cost 
of buying this clothing.

You are also entitled to tax relief if you have to buy - out of your own money - the 
tools you need to be able to do your work. The tax relief also applies to the cost of 
maintaining and replacing the tools.

Claims for the cost of equipment must be supported by evidence that they are 
specifically required for your current assignment, that the equipment is wholly 
necessary for you to perform the assignment and that your client will not provide such 
equipment. Any general pieces of equipment for your role or “nice to haves” are not 
permitted by HMRC.

Professional Subscriptions
You may be able to claim the expense of an annual subscription paid to certain 
approved professional bodies or learned societies, where the body’s activities are 
relevant to the duties of your assignment. A list of the approved bodies is available at 
www.hmrc.gov.uk/list3/index.htm

Working From Home
If you are employed specifically to work at or from home, and have no alternative but 
to do so, you may be able to get tax relief on some of your extra household expenses. 

Typically these extra expenses include:
• The extra cost of gas and electricity to heat and light your work area.
• Business telephone calls.

You won’t be able to get relief on domestic expenses that you’re paying such as 
your mortgage or council tax.  You also won’t be able to get relief for expenses that 
relate to both business and private use; such as your telephone line rental, or internet 
access.

From 2012-13 onwards, for payments of up to £4.00 per week, or £18 per month for 
monthly paid employees, you don’t need to provide any records of the household 
expenses for which you are claiming relief.  For amounts above £4.00, you will need 
supporting evidence to show that the amount you are claiming is no more than the 
additional household expenses you have actually incurred. You might volunteer to 
work at home under a ‘homeworking arrangement’.  A homeworking arrangement is 
an agreement with your client that you’ll work at home on a regular basis.



Page  - 30 -Call us on 01206 713 680

You don’t have to work at home every day but there must be a regular pattern, for 
example two days at home and three days in your client’s premises each week.  
The work you do at home must be work that you’re required to do as part of your 
employment.

If you have an arrangement like that you may claim the £4.00 per week or £18.00 per 
month referred to above.

Insurances
If you are required to hold Professional Indemnity insurance for your assignment, you 
can claim the cost of such cover as an expense.

Pension Contributions
Pensions are big news as they represent one of the few remaining tax breaks 
available to contractors.  

You can invest part of your income into our pension scheme and we process this 
as a tax benefit for you. You save not only the income tax that would ordinarily be 
payable but due to the pension contribution, your employer’s and employee’s 
national insurance contributions are lower than they would have been.  Through 
ContractorUmbrella’s pension scheme, the amount of tax relief can be as much as 
54% meaning that for each £100 invested you pay from as little as £46.20 and the tax 
man pays the rest.  For more information please visit our Pensions page.

Childcare Vouchers
Using the ContractorUmbrella childcare vouchers scheme, working parents can 
exchange up to £55.00 per week or £243.00 per month for Childcare vouchers and 
this part of the income is exempt from both tax and National Insurance Contributions.

Eligible parents can save up to £2,392.00 per year on their childcare costs.

For more details please go to:
http://www.contractorumbrella.com/childcare_vouchers.html

Charitable Donations
Payroll giving is a scheme that allows you to make a flexible donation to any UK 
charity from your gross salary. This means you get immediate tax relief on your 
donation whilst contributing to a good cause. For more details please contact 
your Account Manager.

And Finally... 
It is important to remember that claiming for expenses that you have not incurred 
would be viewed by HMRC as tax evasion. Please remember that expenses are not a 
way to avoid tax and everything you claim must be supported by receipts.



Myths & Facts
About Umbrella Companies

There are many misconceptions about umbrella companies and the HMRC rules that 
surround them. Some misconceptions, if believed, could leave you with a large tax bill and 
possibly, equally large fines from HMRC. The facts that listed below can all be supported by 
information found on HMRC’s website.

A ‘special dispensation’ with HMRC means that one umbrella company can allow 
those who work through them to claim more expenses than another.

When an accountant processes expenses he will normally need to record the details 
on an HMRC form called a P11D and also be able to produce receipts to support those 
expenses. This creates a great deal of work for an umbrella company, so they apply for 
a dispensation from HMRC which allows them to process some expenses without having 
to record them on the P11D or file receipts. 

However, the dispensation does not apply to you as an employee of the umbrella 
company and therefore you must keep receipts for any expense that you claim. A 
dispensation is also not an indicator for the expenses that you are entitled to claim; 
to claim an expense you must have first incurred the cost and it must be wholly and 
exclusively incurred in the performance of the contract. Any amounts quoted on the 
dispensation are the limits up to which the umbrella company can process expense 
claims without recording them. If the limit shown for accommodation is £95, it does not 
mean that you can claim this amount each night that you stay away from home; if you 
only spend £65 you can only claim £65.

Myth

Fact

I can claim for my breakfast and lunch as an expense.

You can claim actual meal costs whilst you are working at a remote site i.e. away 
from your normal place of work or when staying away from home overnight but daily 
claims for meals are not permitted. It is HMRC’s belief that you need to eat regardless 
of whether or not you are at work, so the meal costs are not wholly attributable to the 
contract and can, therefore, not be claimed as an expense.

Myth

Fact
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An umbrella company can help me minimise my tax contributions.

As an employee of the umbrella company, you will be paid via PAYE which means 
that your tax contributions are pre-determined according to the percentages and 
allowances decided by HMRC. There are many schemes that promise to reduce your 
tax liability but, if they do not operate PAYE you should consider the details very carefully 
as there is significant potential for additional tax liabilities and, if they do, it is highly 
likely that they are processing amounts as expenses regardless of whether you have 
incurred a cost which could, again, lead to additional tax liabilities.

Myth

Fact

An online calculator only needs my hourly or daily rate to work out my earnings.

Net earnings are affected by your tax code and the expenses that you can legally 
claim. An online calculator should operate using a standard tax code, any calculator 
that does not ask for expenses may assume a figure, thus the calculation will never be 
accurate as everyone’s expenses are different.

Myth

Fact

I am protected from investigation from HMRC by my umbrella company.

 If you claim expenses fraudulently and HMRC becomes aware of it, you will be investigated 
and you will be liable for any underpayments of tax and any associated penalties. It 
is worth noting that HMRC do investigate at random and no company can offer you 
protection against investigation.

Myth

Fact

Myths & Facts
About Umbrella Companies
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An umbrella company can pay me a minimum wage and dividends which will earn 
me more money.

Being paid basic wage and dividends would be more financially beneficial to you. 
However, you can only be paid this way if your contract is IR35 friendly (outside IR35) 
and you are receiving payment through your own personal Limited Company, over 
which you have complete financial and administrative control. From 6th April 2007, 
any involvement from a third party in running a Limited Company (other than account-
ancy services), would place you under the scope of a Managed Service Company 
(MSC) If you receive your payments via a third party or your contract fails IR35 (inside 
IR35) and you are running your own Limited Company, you can only be paid through 
PAYE.

Myth

Fact

My contract can be written to fall outside IR35 (or to be IR35 friendly).

This is, in fact, true but if the contract does not accurately reflect your actual working 
practises it would not be of any benefit in the event of an IR35 investigation. If, for 
example, the contract states that you can provide a substitute worker but, in reality, 
you would not be able to, you could find yourself in serious trouble. If you are being 
paid a combination of minimum wage and dividends and HMRC deemed you to fall 
inside IR35, you would be liable to pay back all the underpaid tax, a penalty and, worst 
case scenario, you could be prosecuted for tax avoidance.

Myth

Fact

I can just switch umbrella company when I breach the 24 month rule and continue to 
claim expenses.

Moving umbrella company will not change the situation as the rule applies to your 
actual place of work rather than the company you use. A workplace is deemed as 
a temporary site providing your attendance lasts no longer than 24 months. After 24 
months a workplace is viewed as a permanent site and, if you spend more than 40% 
or more of your time at the same site you are no longer able to claim travel between 
home and that place or accommodation expenses.

Myth

Fact
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About ContractorUmbrella

ContractorUmbrella is one of the largest & most respected 
Umbrella Companies in the UK. 

Established in 2002, ContractorUmbrella is now recognised as being one of the market 
leaders with several thousand satisfied clients. ContractorUmbrella is committed to 
customer service and is the only company of its type to offer a full money backed service  
guarantee, fixed margin and no entry or exit fees for contractors.

ContractorUmbrella featured 14th in the FastTrack 100 league table of Britain’s fastest 
growing companies and in 2011, we were voted Best Umbrella Company by Contractor 
UK readers.

We are part of the SJD Group of companies, which includes SJD Accountancy, winner 
of the prestigious Accountancy Age Awards for Excellence and recommended by the 
Professional Contractors Group. 

With over 12,000 contractors, the SJD Group offers outstanding service for umbrella 
company employees, PSC’s and even expats working on contracts abroad.  

Why would you go anywhere else?
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So Why Choose ContractorUmbrella?

As we all know the best recommendations come from the people who use a service. 

So what do we think makes us the best umbrella company? As well as having the       
security that you will be working with the biggest, specialist contractor service provider 
in the UK. We also offer all our contractors and agencies a first class service.

 

This combination of service is incredibly difficult to come by, which is why our employees 
and agencies keep coming back to us time and time again. We are very proud of the 
fact that over 70% of our new business comes from recommendations.

1

2

3

4

5

6

Personal Account Manager: 
We believe in the personal touch, so every employee is allocated their own 
dedicated Account Manager. Each account manager is trained thoroughly 
to ensure they have a full understanding of any legislation and restrictions 
surrounding umbrella companies.

Trusted: 
Giving you the confidence that you are recommending a valued service 
to your clients. 98% of contractors surveyed would recommend Contractor        
Umbrella to their friends and colleagues.

Financial Stability: 
ContractorUmbrella  have absolutely no financial liabilities other than those due 
to HMRC. You’ll be surprised at how many umbrella companies are unable to 
say the same thing!     

Guaranteed Service: 
We operate a Service Charter, so no-one will ever be left waiting for an answer 
to emails or struggling to get through to someone on the phones…guaranteed 
or your money back!     

No Nasty Surprises: 
ContractorUmbrella doesn’t pass on any of the costs associated with the 
AWR, so you won’t find any hidden ‘employment costs’ deducted from your 
pay. We are totally transparent from the point of initial contact and any 
calculations for take home pay that are provided exclude any expenses.

Award Winning: 
ContractorUmbrella has won a number of awards over the years - the most  
recent was ‘Best Umbrella Company’ as voted for by readers of Contractor
UK.      
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Our Customer Service Charter

At ContractorUmbrella, we take customer service extremely seriously. We have set-up 
a Customer Service Charter to ensure all clients of ContractorUmbrella Ltd receive 
the same high levels of customer service.

Registering with Contractor Umbrella

Account Set-up: If registering before 16.30, Monday to Friday, your account will be 
activated the same day. After business hours, Monday to Thursday, your account 
will be activated first thing the following morning and after 16.30 on Friday’s, your 
account will be activated first thing Monday morning.

Appointed Account Manager: Every employee of ContractorUmbrella Ltd is appointed 
a personal Account Manager, who is available to deal with any queries that you may 
have. You can get in touch with your Account Manager through the online message 
board, by email or by telephone.

Starter Pack Email: We send you a Starter Pack email shortly after your account has 
been activated to confirm the processes and what happens next.

Introduction: Your Account Manager will contact you the same day your account is 
activated to introduce themselves and provide any initial information that you may 
need.

Contact Agency/Client: We will contact your consultant at the agency or client 
coordinating your first assignment to arrange for the contract paperwork to be issued. 
This will be done at your request and straight away if required.

Day to Day Service

Phone Calls: We realise how frustrating platform based call centres are, so a ‘real’ 
person always answers the phone within 3 rings.

Emails/Website Messages: We understand the inconvenience caused by waiting for a 
reply to a query, so our policy is to answer emails / messages within 4 hours, if received 
during business hours (09.00-16.30).

Invoices Sent Same Day: Invoices will be sent to your agency (or end client) the same 
day, if your online timesheet is submitted to us before 16.30, Monday to Friday.

Expense Checking: We will monitor your expense claims and provide advice where 
required. Random expense checks will be made to ensure compliance with HMRC 
guidelines.
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The Benefits of Working with ContractorUmbrella

All employees of ContractorUmbrella can take advantage of the additional benefits 
we have on offer:

Confirmation of Payment: You will be emailed a payslip on the same day your payment 
is processed and your homepage on the online portal will be updated to indicate 
which invoice(s) have been paid.

Credit Control: Your Account Manager will provide a credit control service free of 
charge, at your request for unpaid or underpaid invoices.

Secure Members Area: The member’s area is secured via SSL (Secure Socket Layer) 
technology, so your privacy is guaranteed.

Our Guarantee to You

If we do not meet the levels of customer service set out above, we will process your 
next invoice free of charge! Please contact your Account Manager if you are unhappy 
with any aspect of our services so we can investigate and act accordingly.



Page  - 38 -Call us on 01206 713 680

Lucy Smith
Sales & Marketing Manager
lucy.smith@contractorumbrella.com

Lucy graduated with a degree in design management and 
has over 10 years experience of both agency and client side 
marketing. With skills in brand communication, both online 
and offline, Lucy is keen to ensure that any clients Contrac-
torUmbrella work with, either agencies or contractors, are 
provided with all the information they require to build confi-
dence and trust in the brand.

       uk.linkedin.com/pub/lucy-smith/12/758/670

The Team

Lisa Keeble
Managing Director
lisa@contractorumbrella.com

Lisa has over 15 years experience in the financial services 
sector, with a background in management accounting and 
credit control. Since Lisa took over the reins in 2003, the business 
has continued to grow from strength to strength. Lisa’s aim 
for ContractorUmbrella is to become to largest umbrella 
company in the UK and she intends to do this without losing 
any integrity or service levels that the business has become 
famous for.

       uk.linkedin.com/in/lisakeeble

Paul Godfrey
Operations Manager
paul.godfrey@contractorumbrella.com

Paul spent 15 years in frontline of international banking in the 
City of London, working within operations, risk management 
and trading before leaving to pursue other business ventures. 
Having been heavily involved in business and finance all his 
working life, Paul brings a broad range of skills to his role at 
Contractor Umbrella, including all legal matters and com-
pliance procedures.
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Roger Westlake
Compliance Manager
roger.westlake@contractorumbrella.com

For over 40 years, Roger worked as an Inspector of Taxes at 
the Inland Revenue. Having spent a considerable part of his 
life investigating tax evasion, Roger now brings his expertise and 
knowledge to ContractorUmbrella, where he works closely 
with all the staff, to ensure they are committed to absolute 
compliance with all legislation. ContractorUmbrella also runs 
an “Ask Roger” forum on the website, giving contractors the 
opportunity to speak to someone in the know without any 
obligations.

Rhys Davies
Business Development
rhys.davies@contractorumbrella.com

As one of the key members of our Business Development 
Team, Rhys works closely with contractors and agencies 
building relations, ensuring first class customer service and 
comprehensive guidance for all new enquiries for Contractor 
Umbrella. In his spare time, Rhys is studying for a BA(Hons) 
Degree in Business Studies.

        uk.linkedin.com/pub/rhys-davies/52/5b2/820
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The Account Management Team 

We also have a team of dedicated account managers who deal with agencies and      
contractors on a daily basis. All of our team have extensive training on all aspects of 
payroll, including credit control, and payment processing. The programme also ensures 
that members of the account management team have an in-depth understanding 
of the regulations surrounding umbrella companies and HMRC legislation, this way 
we can guarantee contractors, agencies and end client the service they deserve.

The Ultimate Guide to Contracting App

If you would like to have easy access to this information on your 
smart phone or tablet, please visit the following URL to add it to 
your home screen.

Download at:
http://appsmakerstore.com/appm/wlbmcox80qne4c

The Team

Or alternatively you can download by scanning the QR Code to the left. 

If there are any problems that you encounter with the App, then 
please let us know via info@contractorumbrella.com
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As we are all aware, there are many umbrella companies out there who make outrageous 
claims to appeal to contractors and to be honest in today’s climate, the offer of a higher 
take home pay is always going to be appealing. However, this also creates a problem for 
umbrella companies that offer legitimate, above board propositions to contractors and 
the impact on the perception of the industry has been huge.

AllUmbrellaCompaniesAreEqual.com is an industry website which has been designed 
to create a level playing field for umbrella companies who want to work under a 
common charter and for a common purpose.

In an interview, Lisa Keeble, MD of ContractorUmbrella Ltd stated, “Over the last 10 years 
the umbrella industry has expanded enormously to accommodate the increasing demand 
in the UK for a flexible workforce. The choice for contractors is therefore great but this has, 
conversely, led to confusion surrounding take home pay, compliance and potential future 
tax liabilities. 

After conversations with key players in the industry, ContractorUmbrella Ltd decided 
that maybe it is time to create an unbiased resource which will be informative for 
contractors and give like minded umbrella companies an opportunity to come 
together to set standards for the industry. To this end, we have carefully put together 
a “Straight Talking Umbrella Company Charter” which shows the 10-point guidelines 
that all compliant umbrella companies should work by in order to satisfy HMRC. 

As we are all aware, HMRC will not approve any umbrella company and therefore 
it must logically fall to the industry itself to establish best business practice to provide 
certainty to our core market.

The website sees the Charter published for all to see, alongside details of any umbrella 
companies that agreed to abide by it. All ‘straight talking’ umbrella companies will 
contribute ideas and opinions to the site and have committed to answering honestly 
and transparently any questions raised by contractors about the industry and our 
working practices. There are no membership fees to join and paid advertising from 
umbrella companies will not be accepted, as the intention of this body is to raise 
awareness for legitimate umbrella companies and provide contractors with an 
assurance that they are in safe hands. This is not intended as a profit-making scheme 
but aimed to show the umbrella companies commitment to best working practices. 

It is ContractorUmbrella Ltd’s hope that it will create a level playing field for umbrella 
companies. There will be no league tables, no paid ‘recommendations’ and no individual 
promotions; contractors will be allowed to judge each company on their merits. After 
all, All Umbrella Companies are Equal!

www.allumbrellacompaniesareequal.com

ContractorUmbrella Ltd:
A “Straight Talking” Umbrella Company
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Thank you.

We’d like to thank you for taking the time to read our “Ultimate Guide to Contracting” and 
we hope that you have found it to be of use. If there is anything that you would like further 
clarification / information on then please do not hesitate to contact us.

Many thanks,

Lisa Keeble
Managing Director
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12 St Peter’s Court, St Peter’s Street, Colchester, Essex CO1 1WD
Tel: 01206 761 326   Fax: 01206 768 588  www.contractorumbrella.com

The Account Management Team
info@contractorumbrella.com 

Contact Us
 

Contractor Support
If you are a contractor, you can get in touch with us through any of the following
methods:
 
By Telephone:
Contractor already registered:  01206 761 326
New Enquiry:   01206 713 680
    (Mon-Fri 8.30am to 5.00pm)
 
By Email:    info@contractorumbrella.com
     
By Fax:     01206 768 588

Your Contact



12 St Peter’s Court, St Peter’s Street, Colchester, Essex, CO1 1WD Tel: 01206 761 326  www.contractorumbrella.com

 “ContractorUmbrella stands tall in a tough industry. Never 

a company to over-sell and under-deliver, they represent a 

safe pair of hands for new and experienced contractors. 

Attentive, timely, accurate and personal, the staff 

exceed expectations. Their outstanding service raises the 

confidence level in both the recruiter and the contractor; 

prompt accurate payments, contractor concerns/queries 

addressed diligently, courteously and without undue delay, 

ContractorUmbrella represent the very best of professional 

standards with a sincere, personal touch.”

John, Gloucester

Call us on 01206 713 680

 Sign Up Today

Alliance PartnerAlliance Partner

Alliance Partner

Alliance PartnerAlliance Partner

Alliance Partner

In association with...

info@rslprojectsolutions.co.uk
www.rslprojectsolutions.co.uk


