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Help and further guidance

You may need help and further guidance not only when
you take on your first employee, but also as your
business grows.

We offer a range of help to suit all needs and will support
you every step of the way.

We'll work with you to get your payroll started and
support you through any problems that you
may encounter.

Help and further guidance is available from the
following sources:

The internet Go to HM Revenue & Customs (HMRC) website at
www.hmrc.gov.uk/employers

Your Employer Your Employer CD-ROM is in your New Employer Pack.
CD-ROM The CD-ROM has:

e a P11 Calculator that will work out and record your
employee's PAYE tax, National Insurance contributions
(NICs) and any Student Loan deductions every pay
day. It also has a linked P32 record of deductions that
works out what you need to pay us. Using the P11
Calculator is the easiest and quickest way to work out
tax and NICs

* a Payroll Basics section for new and less experienced
employers explaining what to do when employing
someone for the first time

* a Learning Zone to help you understand payroll topics
for example, tax and NICs

e copies of most of our forms, Helpbooks and guidance.

By phone New Employer Helpline. Our Helpline Advisers are
dedicated specifically to helping new employers just like
you. They will not confuse you with technicalities and
jargon. Their aim is to help you meet your obligations
correctly first time.

Phone 0845 60 70 143
Monday to Friday 08:00 — 20:00
Saturday and Sunday 08:00 — 17:00.

If you have a hearing or speech impairment, and use a
textphone - 0845 602 1380.

Your HM Revenue & Your own HMRC office can also help you. All our office
Customs office contact details are on our website at
www.hmrc.gov.uk/local/employers/index.htm

When contacting us please tell us your Employer
reference. You will find it on correspondence from your
HMRC office.

New Employer Helpline



Help and further guidance

If your enquiry is about one of your employees, you must
tell us their National Insurance number.

Employer Our Employer Helpbooks will help you understand and
Helpbooks operate PAYE, NICs and other payroll related matters.

The Helpbooks are for guidance only; they are not
comprehensive and have no legal force.

You can view, download and print the full range of
Helpbooks, booklets and other forms and guidance from:

e our website at www.hmrc.gov.uk/employers
e your Employer CD-ROM.

You can order copies from the Employer Orderline:

¢ from our website at
www.hmrc.gov.uk/employers/emp-form.htm

e by phone 08457 646 646

* by fax 08702 406 406.

For details of employer forms and guidance in Braille, large
print or audio call the Employer Orderline on 08457 646 646
and ask to speak to the Customer Service Team.

Yr laith Gymraeg
Ffoniwch 0845 302 1489 i dderbyn fersiynau Cymraeg o
ffurflenni a chanllawiau.

In person  We can offer you education and support on all aspects of
your payroll explaining:

¢ what you need to do

¢ the deadlines you need to meet
¢ the forms you need to fill in

¢ the records you need to keep.

We have a range of workshops which are free of charge on
many payroll topics, including 'Paying your Employees'
based on the Employer CD-ROM and 'Calculating National
Insurance contributions for Directors'.

Further information is available from our website at
www.hmrc.gov.uk/bst/index.htm or by calling the
New Employer Helpline 0845 60 70 143.

Online Services For information about our online services go to
www.hmrc.gov.uk/online/index.htm

For help and assistance using our online service contact
the Orderline Services Helpdesk:

¢ Email helpdesk@ir-efile.gov.uk
* phone 0845 60 55 999
¢ open Monday to Sunday 08:00 — 20:00.

0845 60 70 143
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Introduction

This booklet will help to get you started and, in most
circumstances, provide all the information that you need
to pay your employee(s) the correct amount after taking
off tax and National Insurance contributions (NICs).

Running your You have several choices about how you run your payroll.
payroll

You can:

e use an intermediary such as a payroll bureau or
an agent, or

e use a payroll software package, or

¢ operate the payroll yourself. This Helpbook and your
Employer CD-ROM both give step by step advice to
help you do this.

Whatever option you choose, you are still responsible
for your payroll even if you don't prepare the
records yourself.

Once you have set up your payroll you may have to deal
with Student Loan deductions, Statutory Sick Pay,
Statutory Maternity Pay, Statutory Paternity Pay,
Statutory Adoption Pay, Stakeholder Pensions and
Payroll Giving.

If you come across any of these phone the New Employer
Helpline on 0845 60 70 143.

How do 1 We recommend that you work your way through this
get started? bookletin the order that it has been written and
return to it when you have carried out
each instruction.

1 New Employer Helpline



Who counts as

an employee?

What counts

0845 60 70 143

as pay?

What you have to do

Once you take on an employee, you are responsible
for calculating and deducting PAYE tax and National
Insurance contributions (NICs) from their pay. Before
you do this, you have to recognise who counts as

an employee.

An employee is anyone you employ under a
contract of service, and includes full-time,

part-time and casual workers. If someone working
for you says they are self-employed you must check
that this is actually the case. This is because the tax
and National Insurance rules for self-employed
people are different to the rules for employees.

You can check whether a person is self-employed by
either:

e looking in the 'Payroll Basics' section of your
CD-ROM, or

e using the employment status tool on our website,
at www.hmrc.gov.uk/calcs/esi.htm or

¢ by phoning the New Employer Helpline for advice,
on 0845 60 70 143.

Directors of limited companies are also employees of
the company so you must deduct tax and NICs from
their pay. There are special rules for directors —
phone the New Employer Helpline for advice.

The main things that count as pay are:

* wages

e salary

e overtime payments

® bonuses.

But there are others. Please phone the New
Employer Helpline for advice if you:

® pay expenses to your employee(s), or

e supply extras, such as a car or private
medical insurance.



What you have to do

ationa ost people working in the or an employer are
Nati I Most peopl king in the UK f ploy
s o entitled to be paid a minimum amount defined by
Minimum law. This is called the National Minimum Wage.
Wage 1o find out more about the National Minimum
Wage, including how much this is:

¢ go to www.hmrc.gov.uk/nmw or
* phone the National Minimum Wage Helpline

on 0845 60 00 678
Monday to Friday 09:00 — 17:00.

Identity The Home Office has introduced identity checks for
checks 2ll new employees in order to safeguard you from
employing someone illegally.
For more information:

¢ phone the Home Office on 0845 010 6677, or

° goto
www.employingmigrantworkers.org.uk
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Information needed from your employee

You will need the following information from
your employee:

Your employee's Tax code
tax code You will usually obtain this from item 6 of their
4

. form P45.
National Insurance

number and [f your employee does not give you a form P45, you
. and your employee must complete a form P46 — see
date of birth the example on pages 7 and 8. You will be able to
determine your employee's tax code from the details
given on the completed P46.

If your new employee gives you a form P45, please
turn to pages 5 and 6.

If your new employee does not have a form P45,
please turn to pages 7 and 8.

National Insurance number
You will normally obtain this from item 2 of their
form P45 — see the example on pages 5 and 6.

If your employee does not give you a form P45,
you may need to send us a form P46 — see

pages 7 and 8. If you send us a form P46 we will
automatically trace the National Insurance number
and let you know what it is.

If the P45 does not show the National Insurance
number, ask your employee if they can find the
number on any other documentation they have,
for example, their plastic National Insurance
number card (RD3) or a form P60 from their
previous employer.

If you have been unable to obtain your employee's
National Insurance number you will need to
complete a form CA6855 to enable us to trace the
number for you. The CA6855 is available on your
Employer CD-ROM or from the Employer Orderline.
You will find an order form in your New Employer
Starter Pack.

If your employee has never had a National Insurance
number they must contact their Jobcentre Plus
office on 0845 600 0643 to arrange an interview to
obtain one.

Date of birth

You should always enter your employee's date of
birth on the form P11 Deductions Working Sheet

(or equivalent record) — see pages 10, 35 and 36 for
further information on completing the form P11.
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P11 - Taking on an employee with a form P45

All new employees who come to you from another job, or from a period on
state benefits, should bring with them a completed form P45.

The P45 provides details from your new employee's previous employment.
Your employee must keep Part 1A of the P45 and give you Part 2 and Part 3.

When you are given a form P45 the first thing you must
do is check that the information on the P45 is correct.

This diagram explains the form and gives details of
the checks that you must make.

The instructions at the bottom of page 6 tell you what
to do with Part 2 and 3 of the form P45.

Item 4

Check which tax year the P45 is for. To do this look
at the leaving date at item 4 of the P45.

RéVenue

1 Previous PAYE Reference

2 Employee's National Insurance numbe

3S .
urname | cf/l(/lfé

First name(s)
e |f the leaving date is before 7 September 2008

D

phone the New Employer Helpline for advice. |
| 4 Leaving date

John
ay
22 05

Month

e |f the leaving date is on or after |
7 September 2008 use the tax code on the P45.

7 Last entries on
Deductions
Working Sheet (P11)
If there is an 'X' at item 6,
there will be no entries here.

Items 6 and 7

Check that the entries on both
pages of the P45 at items 6 and 7
are the same. If they are not, call
the New Employer Helpline.

Going to a new job

Check tax

If the P45 is for the current tax year and
there is an entry at item 7, 'Total tax to
date', you must check this figure is employer. Tho !
correct. If you are using your Employer s
CD-ROM the 'P45 checker' in the

Calculator Section will check this figure

for you. Otherwise, call the New

Employer Helpline and ask them to

check the 'Total tax to date' figure for you.

6 Tax Code at leaving date. 'X'in the box me
Week 1 or Month 1 basis applies.

mont

Total p

Total t

To the employee

This form is important to you. Take good
of it. Copies are not available. Keep Parts
of the form together and do not alter ther

Give this form (Parts 2 and 3) to your ne
employer, or you will have tax deducted
the emergency code and may pay too m
If you do not want your new employer tc
the details on this form, send it to your Ir
Revenue office immediately with a letter
and giving the name and a4~
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Details of employee leaving work

Copy for new employer

Office number Reference number

oo 987

r A 72, 34,

56, ﬁ/

(Mr Mrs Miss Ms Other)

Year

P11 - Taking on an employee with a form P45

National Insurance number

Continue Student Loan deductions

If thereis a'Y' an 'X' or a'/' entered at
item 5 either:

e use the Student Loan Deductions
Calculator on your Employer CD-ROM, or

e call the New Employer Helpline
for advice.

Tax code

5 Continue Student
. Loan Deductions(Y You will use either the tax code shown on
. Code orMonth T the P45, or the tax code given to you by

2008
50l ,
" Week
€eeK or
h number 1 7 'I\m"‘h\
ay to date g 7546 | 75 P
ax to date £ 777 | 60 p
care Becoming self-employed
2and3 You must register with the Inland Revenue
n. within 3 months, or you could incur a
penalty. To register, get a copy of Thinking
v of working for yourself (leaflet P/SE/T1) from
. your Inland Revenue office or
using call 08459 154515.
uch tax.
 know Claiming Jobseeker's Allowance

land

o -

Take this form to the Benefit Office.
“emevou any tax refund you may
" oends,

0845 60 70 143

the New Employer Helpline (see item 4
on page 5) when you set up your
payroll record — form P11.

Codes D, K, NT

If the code number you are using
starts with a D, K or is NT, call the
New Employer Helpline for advice.

What to do with Parts 2 and 3 of
form P45

Fill in Part 3 of the P45. Send it to the
HM Revenue & Customs office that deals
with you as an employer.

If you are registered for PAYE Online For
Employers, you can complete the P45
online. See page 64 for more details or go
to www.hmrc.gov.uk

You must keep Part 2 of the P45 for at least
3 years after the end of the tax year it is for.

Once you have checked the form P45 and
have your employee's tax code you are
ready to set up your payroll and work
out how much to deduct from your
employee's pay. Please turn to page 10.



P11 - Taking on an employee without a form P45

There are various reasons why your employee may not
be able to give you a form P45, for example:

e they have lost their P45
e this is their first job

e they are continuing with their current job as well as
working for you.

If your employee does not give you a P45 you and your
employee must complete a form P46 unless your
employee:

e is a student working for you solely during their
holidays, or

¢ intends to work for you for one week or less, with no
expectation of coming back in the current tax year.

If your employee falls into either of these categories call
the New Employer Helpline for further advice.

A P46 is the form you use to tell us about an employee
who does not have a form P45 to give you.

The form P46 is available from:
e your New Employer Starter Pack

¢ the 'Forms & Helpbooks' section of your
Employer CD-ROM

e the Employer Orderline, see order form in your pack or
phone 08457 646 646.

If you are registered for PAYE Online for Employers you
can complete the P46 online. See page 64 or for more
details go to www.hmrc.gov.uk

Filling in a P46
The P46 is divided into two sections.

Section one is for employee information and
Section two for employer information.

From April 2009 you must show the date of birth and
gender on all forms P46. We strongly recommend that
you start collecting this information from your
employees now.

@ HM Revenue
&Customs P46:

Section one To be completed by the employee

Please complete section one and then hand the form back to you
a form P45 from your previous employer, hand it to your present
Use capital letters when completing this form.

Your details

National Insurance number
This is very important in getting your tax and benefits right

Title - enter MR, MRS, MISS, MS or other title

Surname or family name

First or given name(s)

Gender Enter X in the appropriate box

Male Female

Your present circumstances

Read all the following statements carefully and enter X'

in the one box that applies to you.

A - This is my first job since last 6 April and
I have not been receiving taxable Jobseeker's
Allowance or taxable Incapacity Benefit
or a state or occupational pension.

OR

B - This is now my only job, but since last 6 April
I have had another job, or have received
taxable Jobseeker's Allowance or Incapacity
Benefit. | do not receive a state or
occupational pension.

OR

C- I have another job or receive a state or
occupational pension.

Section two To be completed by the employer
File your employee’s P46 online at www.hmrc.gov.uk/employers
Use capital letters when completing this form. Guidance on how
not entered their National Insurance number on page 1, is at ww
and in the E13 Employer Helpbook Day-to-day payroll.

Employee's details

Date employment started DD MM YYYY.

Job title

Employer's details

Employer PAYE reference
Office number ~Reference number

Employer name

Tax code used
If you do not know the tax code to use or the current National
lower earnings limit, go to www.hmrc.gov.uk/employers/rates

Enter X in the appropriate box

BoxA
Emergency code on a cumulative basis

BoxB
Emergency code on a non-cumulative
Week 1/Month 1 basis

Box C
Code BR

Send this form to your HM Revenue & Customs office on
If the employee has entered 'X'in box A or box B, on page
NICs lower earnings limit, do not send the form until theil

New Employer Helpline



Employee without a Form P45
]

r present employer. If you later receive
employer.

Date of birth DD MM YYYY

Address
House or flat number

Rest of address including house name o flat name

Postcode

Student Loans

If you left a course of Higher Education before last

6 April and received your first Student Loan
instalment on or after 1 September 1988 and

you have not fully repaid your Student Loan, enter X'
in box D. (If you are required to repay your

Student Loan through your bank or building

society account do not enter an X'in box D)

Signature and date
I can confirm that this information is correct

Signature

Date DD MM YYYY

el HMRC 11/07

doitonline
o fil it in, including what to do if your employee has
whmrcgov.uk/employers/working_outhtm

Works/payroll number and department or branch (f any)

Address
Building number

Rest of address

Postcode

Insurance contributions (NICs)
_and_limits.htm

Tax code used
1fweek 1 or
month 1 applies,
enter X' in this box

the first pay day.
|, and their earnings are below the
-earnings reach the NICs lower earnings limit.

0845 60 70 143

P11 - Taking on an employee without a form P45

Section one
If you are not sending your form P46 online.

Your employee must complete Section one.

Ask your employee to:

¢ enter their personal details. If your employee does not
know their National Insurance number we will
automatically trace their number and let you know
what it is.

¢ read statements A, B and C and tick the one
that applies

e read the Student Loan section and tick box D if
it applies

¢ sign and date Section one

e return the completed form P46 to you before their
first pay day.

If you are sending your form P46 online

Your employee does not necessarily have to complete
Section one of our forms P46.

¢ You can obtain the information needed to complete
Section one from your employee, either by email or
on your own stationery, and complete Section one on
your employee's behalf. You must keep an audit trail
to confirm how this information was obtained.
If your employee does not know their National
Insurance number we will automatically trace their
number and let you know what it is.

¢ You can decide whether you need a signature with
that information for your own purposes.

® Your employee must provide you with this
information before their first pay day.



P11 - Taking on an employee without a form P45

Filling in a P46

continued

Section two
You must complete Section two.
e Enter your employer and your employee's details.
¢ In the Tax code used part, you should
— tick box A, B or C in line with the box ticked in
Section one

— refer to the table below to find out what tax code
to use.

On the form P46 |Tax code to use

Box A ticked * Pay day before
7 September 2008
543L cumulative

e Pay day on or after
7 September 2008
603L cumulative

Box B ticked ¢ Pay day before
7 September 2008
543L week 1 or month 1
e Pay day on or after
7 September 2008
603L week 1 or month 1

Box C ticked BR cumulative

No box ticked BR cumulative

— write the tax code you have used in the Tax code
used box. You will use this tax code when you set
up your payroll records — form P11. (Do not worry
if you do not understand the code numbers at the
moment, these will be explained in detail later.)

Exceptionally, if your employee has not completed
the form P46 or provided you with the information
to fully complete Section one (if you send your P46s
online), in time for their first pay day you must
complete Section one to the best of your
knowledge on their behalf and enter your details in
Section two. Use tax code BR on a cumulative basis
and send the P46 to your HMRC office on the
employee's first pay day, do not delay sending us
the form.

¢ Send the P46 to your HMRC office on the first pay
day. However, if the employee has ticked box A or
box B do not send the form until their earnings are
equal to the National Insurance Lower Earnings Limit
of £90.00 per week or £390.00 per month.

e |If you need to make Student Loan deductions
(see box D of form P46), phone the New Employer
Helpline and they will tell you what you need to do.

Once you have determined your employee's tax code
you are ready to set up your payroll and work out
how much tax and NICs to deduct from their pay.

New Employer Helpline
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Setting up your payroll

Whether you are using a form P45 or a form P46, you
will now need to set up your payroll.

When you pay someone for the first time you must
keep a record of all the payments you make and
calculate the tax and NICs to deduct from these
payments. You must record this information each time
you make a payment.

If you are going to operate your payroll yourself you will
need to prepare and maintain a P11 Deductions Working
Sheet (or equivalent record) when either:

* you pay your employee
- *£90.00, or more in any week
(National Insurance contributions weekly
Lower Earnings Limit)
- *£390.00, or more in any month

(National Insurance contributions monthly
Lower Earnings Limit), or

*(If your pay period is other than weekly or monthly
please see the Employer Helpbook CWG2 Employer
Further Guide to PAYE and NICs.)

e your employee has given you a form P45 with a date
of leaving in the current tax year, or

¢ you have paid your employee and you have to
operate tax code BR in accordance with the P46
procedures, see pages 7 and 9, or

¢ you have paid your employee and
HM Revenue & Customs has sent you a
tax code.

If your employee has worked for you previously in the
tax year you must complete a new form P11 for their
latest spell of employment.

If you are not required to maintain a form P11
Deductions Working Sheet you must keep a record

of the employee's name, address, and the amount of
wages paid each pay period for example,
weekly/monthly/four weekly.

You will find a copy of a form P11 in your New
Employer Starter Pack.

The P11 is a double-sided form; the left-hand columns
are used to record NICs and the right-hand columns to
record tax deductions. You must use a separate form for
each employee. The illustration on pages 35 and 36
shows an example of a manual form P11.
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Setting up your payroll

If you are going to operate the payroll yourself there
are three ways to complete a form P11.

Using your P11 This is the easiest and quickest way to complete a
Calculator on your form P11. The P11 Calculator will:

Employer CD-ROM

e work out the tax deductions and NICs for you

e complete the on-screen equivalent of the paper
P11 Deductions Working Sheet

e allow you to save the details on your computer
and update the P11 each time you pay
your employee.

You must install your CD-ROM to use the
P11 Calculator.

Using the PAYE If you are completing a paper form P11, you can

tax and NICs use the PAYE tax and NICs calculators to work out
the deductions for you. The calculators will tell you
calculators on the figures you must enter in the tax and NICs
your Employer columns on your P11.

CD-ROM and a
paper form P11

Using the manual If you are completing a paper form P11 and are
tax and NICs notusing your Employer CD-ROM, you will need

to calculate the tax and NICs using the tax and
tables and NICs tables.

a paper
form P11

If you have decided to use the P11 Calculator on
your Employer CD-ROM please turn to page 12.

If you have decided to use either the:

e tax and NICs calculators on your Employer
CD-ROM, or

¢ the manual tax and NICs tables

please turn to page 34.

11 New Employer Helpline



Using the P11 Calculator on your Employer CD-ROM

Using the
P11 Calculator

Installing the
Employer CD-ROM

0845 60 70 143

You can calculate and record PAYE tax and NICs
using the P11 Calculator on the Employer CD-ROM.

What does the P11 Calculator do?
The P11 Calculator:

e works out and records each employee's tax
deductions and NIC

e completes all relevant columns on the
P11 Deductions Working Sheet for you

e produces an up-to-date P11 summary

e gives you the detail you will need to complete
your end of year Returns

e provides a summary of amounts of tax and
National Insurance due to HMRC each month on
the P32 Deductions Summary.

e can save your payroll data to a spreadsheet.

Before you can use the P11 Calculator you must
install the CD-ROM onto your computer. Installation
and systems requirement details are on the back of
your CD-ROM cover.

Due to continuing improvements the screens on the

CD-ROM may look different to those shown within
this Helpbook.
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Using the P11 Calculator on your Employer CD-ROM

Accessing the P11

Calculator

The easiest way to access the P11 Calculator is from
the Calculators section on the CD-ROM home page.

&) (> Employer CD-ROM 2008

Home | Wep | Feedback | Sechireco 10 | Mimiize | Exic
ﬁb HM Revenue
& Customs Calculators

» P11 Calculator

» PAYE Tax Calculator
» i C C:
» Car and Car Fuel Benefit Calculators
» Statutory Sick Pay (SSP) Calculator

» Statutory Sick Pay (SSP) Recovery Calculator
» Statutory ity Pay {SMP) C:

+ Statutory Adoption Pay (SAP) Calculator

» Statutory Paternity Pay (SPP) Calculator

» Collection of Student Loans Calculator

+ P45 Checker

» IR35 - Deemed payment Calculator

» Tax Year Calendar

+ Web link to other Calculators

Forms & Helpbooks

Information & Guidance

Help with Online Services
P Calculators

Learning Zone

Payroll Basics

This will take you to the P11 Calculator menu page
where you can access the:

e P11 Calculator

e Employer Database

e P45 Checker

¢ How to back up data.

&) (> Employer CD-ROM 2008
Home | Help | Feedback | SearchthecD [N | Minimize | Exit
@ HM Revenue

& Customs P11 Calculator

Before using this calculator you will need to enter your details on the Employer
Database. You will also need to enter employee details on the database for whom
you would like 1o use the P11 Calculator

Forms & Helpbooks

Informarion & Guidance
Once you have shtersd necessary detsl such as gross pay and payment dats, the
P11 Calculstar will wark out PAYE tax and National Insurance contributions:
throughout the yest .t will sls0 provide you vwith an end of year summary that will
enahle you to complete your end of year returns.

Help with Online Services

P Calculators

When you take on a new employee who gives you a P45, use the P45 Checker to tell
you what gross pay and tax to date figures vou should enter on the database when
creating & P11 for the employse

Learning Zone

Enter P11 Calculator
Employer Database
P45 Checker

How to Backup Data

Payroll Basics

If your employee has given you a P45 go to the
P45 Checker on page 14 otherwise continue from
Employer Database on page 14.

13
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Using the P11 Calculator on your Employer CD-ROM

P45 Checker

Employer
Database

When you take on a new employee who gives you a
P45, use the P45 Checker to help you work out
whether the total tax to date figure on the P45

is correct.

@ HM Revenue
& Customs PAYE Tax Calculator

P45 Checker
P Forms & Helpbooks ) O Employes taxcode 5100
P Information & Guidance ) Is tax code on a week 1 month 1 basis? Tives @Mo
P Online Services @ weskor month number Week
i_ Calculators ) or Maonth ]:l
RDittass @ Totalpayto date £ 154615
AT y 0 Totaltaxto date 3 17160
P Diary

Is the employee's P45 forthe 2008-09 ’@)yes 'C) Ma
' Payroll Basics taxyear?

Once you have entered details from the P45, select
'Calculate' and the P45 Checker will tell you if the tax
deducted is correct and tell you what to do next.

fon) HM Revenue
& Customs PAYE Tax Calculator

P45 Checker - Results

The P45 tax figure is correct - enter pay and tax details shown on
the P45 into the P45 section of the employes's details in the
Emplover Database

Forms & Helpbooks

Information & Guidance
Note: ifthere is a tick in the Continue Student Loan Deductions box
you must start making Student Loan deductions. Use the Student
Loan Calculator on this CO-ROM to help you.

Help with Online Services

} Calculatars

Learning Zone

Diary

Payroll Basics

The P11 Calculator uses the information held on the
Employer Database.

The database is in two sections, one that holds
Employer information and the other for
Employee details.

What details are needed?

You will need the following details to set up
the database.

Employer details:

e Name and address

® PAYE reference

e Accounts Office reference.

0845 60 70 143
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Using the P11 Calculator on your Employer CD-ROM

Employer
Database
continued

Employee details:

e Name and address

¢ National Insurance number

¢ National Insurance category letter (see page 18)
* Tax code

e Date of birth.

You will need to enter frequency of pay works/payroll
number (if applicable) and employment start date

(if they started after 6 April 2008) plus details of
previous pay and tax if the new employee has given
you a P45.

The following pages describe the process for setting up
an employer and employee database. You can also view
a demonstration on the CD-ROM. Select the 'Help'
section then select 'How to use this CD-ROM'.

You can access the Employer Database from the first
P11 Calculator page.

@ Employer CD-ROM 2008

Home |  Help | Feedback | Searchthe CD [IEEEE——— | Minimize | Exit
—_———

i) HM Revenue
& Customs

Forms & Helpbooks

Information & Guidance

Help with Online Services

Calculators

Learning Zone

P11 Calculator

Befare using this calculator you will need o erter your details on the Employer
Database. You will also need ta enter employes details on the database for whom
you ywould like to use the P11 Calculatar

Onice you hawe entered necessary detsil such as gross pay and payment date, the
P11 Calculstor will work out PAYE texx and Nationsl Insurance contrisutions
throughout the vear. It will also provide you with an end of year summary that wil
enable you to comglete your end of year refurns

WWhen you take on & new smployes who tives you a P45, use the P45 Checker ta tel

you ywhat gross pay and tax to date figures vou should enter on the database when
creating & P11 for the employee.

Enter P11 Calculator
Employer Database

P45 Checker
How to Backup Data

Payroll Basics

Once you have entered the Employer Database for
the first time you must enter your employer details
by selecting 'Add'.

Employers

Thiz zection of the employer database is where you may add, edit and delete Employer information.
An Employer iz a company (or partnership, etc.) that employs people (employees) and pays them a
WWaLE.

Below iz a list of Employers currently stored in the database.
If the list iz empty, you must add &t least one Employer hefore you can start adding employees.

15
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Employer

Database
continued

You will find your Employer PAYE reference and
Accounts Office reference on the letter that we sent
to you with your New Employer pack.

Employers

This section of the employer database is where you may add or edit Employer information.
Pleaze fill in the detailz it the form below (a * dehotes a required field).

Mame *
_I
Address
|'| High St I

| Lonclon I

Postcode
WIWT 1AA

Tax year end * Employer PAYE ref*
|EDDQ I |123 |/|45 I

Accounts office reference * Ernployer’s Contracted Out Number (ECON)
|123AA456?8 I |

After entering your details select 'Save'. Once you
have saved the details, you will be taken back to
the Employer list that now displays the name of
your business and your Employer PAYE reference
number. If you have more than one Employer PAYE
reference you can add other employer details by
following the above process again.

Employers

This section of the employer database is where you may add, edit and delete Employer information.
An Employer is a company (or partnership, etc.) that employs people (employees) and pays them a
WWahE.

Belowy iz @ list of Employers currently stored in the database.
If the list is empty, you must add st least one Employer before you can start adding employees.

0845 60 70 143
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Employer You must now add details about the employee(s)
Database Y°! wish to use the P11 Calculator for. You

do this by selecting 'Employee List' and then
continued  selecting 'Add'.

Employees ABC Ltd

This section of the employer database iz where you may add, edit and delete Employee infortnstion,
An Employee iz someone who works for an employer (a company or partnership, etc) and is paid a
weage by thetn.

If vou have stored more than one Employer in the

database please select from the drop-down list on | ABC Ld |'I
the right, and then a list of Employees currently

stored inthe database for that etmplover will be

shown below:.

You must now add details about your employee.

Employees ABC Ltd

Thiz zection of the employer database iz where you may add or edit Employee information.
Pleasze fill in the details in the forms below (2 * denotes a required field).

Smith, John

Title First name * Middle Initials Surname *
Lﬂ_l |.JDhn I | I |8miih |
Address
|1 IVain Steet I
|Lund0n I

Postcode
| I |OZ‘| 184 I
Mational Insurance No. Sex (MIF) * Date of Birth (dd/mmiyyyy)
|AB123455C I | M I 01014977 I
Scheme Contracted Out Number (SCON)
| |
Works Number Department
|1234567 I |89‘|C| I

P —

Once you have entered these details select the
orange P11 Calculator Details tab at the top of
the screen.

Select 'Yes' to use the employee in the
P11 Calculator.
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Using the P11 Calculator on your Employer CD-ROM

You must now add the following details about
your employee.

Tax code If your employee has just started to work for you,
use the tax code:

¢ on their P45 or the tax code given to you by the
New Employer Helpline (see page 6)

e from their P46, if your employee does not have a
P45 (see pages 7 and 8).

If the tax code is followed by 'week 1', 'month 1'
or 'X' you must highlight the week 1/month 1
box on-screen.

If you want more information about tax codes and
how they work turn to pages 44 and 45.

How are NICs NICs are made up of two elements:
made up? I ,
e employee's contributions, which you deduct from

your employee's pay, and

e employer's contributions, which you must pay.

National Insurance There are several different NICs categories. For most
category men aged 16 to 64 and most women aged 16 to 59
category A NICs apply.

If you are unsure about which NI category letter
applies click the link underneath the NI category box
and follow the flowchart. If you are still unsure
which letter applies phone the Employer Helpline on
08457 143 143.

Please note the NI category letter is not the check
character at the end of the employee's National
Insurance number.

0845 60 70 143 18
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Is the employee Indicate whether the employee is a director. If the
a director €Mployee was not a director at the start of the tax
year enter the date appointed or joined the business
as a director here.

Select NIC method If you have indicated 'Yes' to the previous question
(directors only) select either:

e 'calculate NICs as a normal employee'

This method calculates NICs as a normal employee
subject to the conditions set out on page 7 in the
Employer Helpbook CA44 National Insurance for
Company Directors. But if you use this method you
need to carry out an Annual Earnings Period check
when the last payment is made for the tax year, or
when the directorship ceases.

e 'directors Cumulative NICs' to calculate NI
throughout the year using an annual or pro-rata
annual earnings period.

You will find more information about NICs for
directors in the Employer Helpbook CA44
National Insurance for Company Directors.

Student Loan  Select 'Yes' if you have received a form SL1 Student
deductions Loan - Start Notice, or for new employees who have
given you a form P45 with an entry in box 5
'Continue Student Loan deductions'. If your new
employee does not give you a form P45 they should
complete a form P46. If they have ticked the Student
Loan box select 'Yes'.

Date of birth If not already pre-populated from the database,

enter your employee's date of birth in the format
DD/MM/YY or DD/MM/YYYY.

Employee is paid Select the pay period for your employee, either
weekly paid, two-weekly, four-weekly or monthly.

Start date If your employee started working for you on or
after 6 April 2008, enter the date they started.
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Details from If your employee has given you a P45, use the
previous P45 Checker to check the figures are correct —

see page 12, and enter the figures confirmed
employment by the P45 Checker.

The completed screen will look like this:

Employees Employee Details ABC Ltd

Thiz section of the emplover database iz where you may add of edit Employee information.
Please fill in the details in the forms belove (2 * denotes a required field).

Smith, John

Tax code®  [5104 [ dick here ta indicate week1 /manth ﬂ
NI category * Is this employee a director? * f:l Yes @ Mo
If you are unsure wwhich #”
Mational Insurance categary ﬂ' 8
letter applies, click here for help

Employee is paid * @y Weekly Date of Birth * D101H977
@ Two Weekly

(ddimemiyyyy)

i Four weekl “
. & 0 Student Loan deductions apply * S:} fes
f:. Mantly @ Mo
Previous Employment (P45) ()
It employee started or left between Important: check P45 total taxto date
G/ and 500 enter date here uging the P45 Chedier on this CD
Start Date Leaving Date Gross Pay Total tax paid

| 260508 I | | 1546.15' | 1?1.6D|

Use this employee in the P11 calculator? & Yes @ No

= e

You must now select the 'Save' button to add these
details to the Database.

Save

If you want to use the P11 Calculator for additional
employees select 'Add' from the 'Employee List' and
work through this process again.

Once you have added all your employees select
'Return to P11' to close the Database. You can return
to the Database at any time to amend the entries or
add additional employer and employee details.
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P11 Calculator

Select Employee

You will now be taken back to the P11 Calculator
menu. From here you can access the P11 Calculator
by selecting 'Enter P11 Calculator'.

BIC

Home | Help |

Feedback

Employer CD-ROM 2008
| Search the cD [IEEEE—— | Minimize | Exit
e

HM Revenue

& Customs

Forms & Helpbooks
Information & Guidance

Help with Online Services

b Calculators

Learning Zone

Payroll Basics

P11 Calculator

Before using this calculator you wil nesd to enter your detalls on the Employer
Database. You will also need to enter smployes details on the database for vwhom
you would like to use the P11 Calculator

Once you have entered necessary detail such as gross pay and payment date, the
P11 Calculstor will work out PAYE tax and Nationsl Insurance contributions
throughout the year. It will also provide you with an end of year summary that il
enable you to complete your end of year retums,

¥ihen you take on a nevs employes vho gives you a P45, use the P45 Checker to tell
you what gross pay and tax to date figures you should enter on the database when
creating a P11 for the employee.

- Enter P11 Calculator
- Employer Database

= P45 Checker
« How to Backup Data

Click 'Select Employee'. There are two other options
here. The 'P32 Summary' option summarises all your
employees' tax and NICs each tax month and this is
covered in more detail on page 28. 'In-Year Save' is

covered on page 32.

o

Home | Help |

Feedback

Employer CD-ROM 2008
| Searchtheco [ | | Minimize | Exie
e —

. HM Revenue
& Customs

Forms & Helpbooks
Information & Guidance
Help with Online Services
P Calculators

Learning Zone

Payroll Basics

P11 Calculator
ABC Ltd

+ Select Employee
With this option you can update the employes's P11 with new details for the
nExt pay period. VoL can also view a summary of what's accumulated to
date or amend previously ertered details

+ P32 Summary
The P32 summary iz an on-screen version of the form P32, it will show you
wvhat PAYE tax, Mational Insurance cortributions and Student Loan
deductions are due to HWMRC each tax month for all your employees entered in
the P11 Calculator.

* In-Year Save
This option will enable you to save all your P11, P32 and P14 summaries to a
CSV file which can be opened by & spreadsheet application. If you have
ceased as an employer, select this option now and send in your completed
end of year returns forms P35 and P14 to HMRC
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Select Employee
continued

Once you have entered the P11 Calculator section,
select your employee.

Employer CD-ROM 2008

I — ) |
e ——

Minimize | Exit

IS
Home |  Help |
() HM Revenue
& Customs P11 Calculator

Forms & Helpbooks
Information & Guidance
Help with Online Services
b Calculators

Learning Zone

Payroll Basics

ABC Ltd

Select Employee

Select an employes from the list you've created. If there ars no employees listed
you will need to create them in the Employer Database, atherwise you wil not be
ahle o use the P11 caloulator. Once you have selected an employes, click nest to
@0 to the main P11 Calculstar menu

Mesdl 1o set Lp an employes? Click here to open the Employer Database.

Once you have highlighted the employee select
'Next' to be taken to the main P11 Menu.

&) (> Employer CD-ROM 2008

Home | Help |

| searcheheco [ 10O

| Minimize | Exit

HM Revenue
& Customs

Forms & Helpbooks
Information & Guidance
Help with Online Services

P Calculators

Learning Zone

Payroll Basics

P11 Calculator
ABC Ltd
John Smith

Main P11 Menu

Enter Pay Details

View P11 Summary

View In Year Leaver Summary

View End of Year Summary

Amend a Previous Pay Period for this Employee
Delete P11 Details for this Employee

This is the main P11 menu. You will see your
employer and employee details towards the top of

the page.

0845 60 70 143
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Pay details

Select 'Enter Pay Details'.

You must now enter the:

e payment date

e gross pay during this pay period

e gross pay for NICs if it is different. If you pay
anything other than salary, wages, overtime,
bonuses or commission the gross pay for NICs
may be different. For more information see
pages 74 to 78 of the CWG2 Employer Further
Guide to PAYE and NICs. You can find the CWG2 in
the Forms and Helpbooks section of your
CD-ROM. Do not make an entry in this box
unless the gross pay for NICs is different to the
'gross pay this period'.

If you are unsure what to include in any of the
boxes, look in the @@ symbols for more information.

You must now indicate whether you have received
a P6 coding notification from your HM Revenue &
Customs office.

The P6 tells you when your employee's tax code
has changed.

If you have received a P6, turn to page 26 for
further information.

If you have not received a P6, select 'Next'.

&) (> Employer CD-ROM 2008
Home |  Help |  Feedback | Searchthecd [ 1@ | Exit
(o) HM Revenue
& Customs P11 Calculator

ABC Ltd
John Smith (AB123456C)

P Forms & Helpbooks ] Enter Pay Details )
Enter the payment date and gross pay for the pay period.

> Information & Guidance ) Date entered must be in the tax year shown above.

P Online Services )

BGaleutators ) Payment Date PEEEEE E

P Database )
Gross pay this period

I Learning Zone ) Q £
Gross pay for NIC (f difisrent) ]:|

B Diary ) 6 &=

: ) Have you received a P& codin

’ payroll Basics o notice ?ur this employee since 2 @ No

their last pay cay? 1 Ves
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Pay details
continued

Now enter details of any statutory payments paid to
your employees during this pay period.

If a Student Loan deduction needs to be made the
amount will appear on this screen in a greyed out box.

Leave the boxes blank if these do not apply.
If you would like to know more about these topics,

go to the Learning Zone on your Employer CD-ROM
or phone the New Employer Helpline.

&) (> Employer CD-ROM 2008
Home |  Help | Feedback | Search the CD (»] | Minimize | Exit
——————
@ HM Revenue
¥/ & Customs P11 Calculator
ABC Ltd
John Smith

Enter Pay Details

Enter below any Statutory Sick Pay (SSP), Statutory Maternity P ay (SMP),
Statutory Paternity Pay (SPP), Statutory Adoption Pay (SAP] paid in this pay
period. Also entzrany Student Loan deductions made in this pay period.

Forms & Helpbooks
Information & Guidance

Help with Online Services Enter total amount paid this period

P @ eucaspa S —
culators
Statutory Matemity Pay paid 1
Learning Zone L £
0 Statutory Patemity Pay paic £ :l

ﬂ Statutory Adoption Pay paic

] —

Enter total amount deducted this period
@ StdentLoan Declucion

Payroll Basics

Once you select 'Next' you will be taken to a
confirmation page that summarises the details you
have entered for your employee during this pay period.

The screen will look like this:

&) (> Employer CD-ROM 2008

Home | | Feedback | searchenecd [ ]O

Help | Minimize | Exic

@ HMRevenue
& Customs

P11 Calculator
ABC Ltd
John Smith (AB123456C)

Confirm Input

Please check the entries you have made for Gross Pay, Statutory Paymenis
and Student Loan deductions. If any are incorrect, click Back'to return you to
the screen fo which you need fo make amendments

Forms & Helpbooks

Informartion & Guidance
Calculation for week 8 using taxcode 510L and NI category A.

e 50000
50000

Help with Online Services
Gross pay for tax
b Calculators
Gross pay for NICs
Learning Zone

3
ssP £
SMP £
. sPP €
Payroll Basics Sap :

3

Student Loan Decluctions

If the details are incorrect select 'Back' to re-enter
the correct information.

When you are certain that the information is correct
select 'Save to P11' to transfer the details onto the P11.

0845 60 70 143
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Pay details

continued

The next screen will show your completed form P11.

Employer ABC Ltd
Employee John Smith (AB123456C)

Earnings details Contribution details

Eainings
atthe LEL
where earnings

Zar Zain Total of employee's
bove and employer’s
confributions.

Employer's
Utions o

Month number
Week number

1a 1b 1c 1d 1e Emp

Statutery
Siek Pay

{85P)

Staf
Mat
8M

500.00 90 15.00 395.00 94.01 43.45 50.56

0.00

417

The first page of the P11 shows the entries relating
to NICs, Statutory payments and Student
Loan deductions.

Select the 'PAYE Income Tax' tab to view the second
page of the P11 that shows details of the total gross
pay and entries relating to PAYE tax deductions.

Use the scroll bar (bottom and right of the
P11 Summary) to view the whole of each side of
the form P11.

P11 for John Smith (AB123456C)
P11 Employer ABC Ltd

Employee  John Smith (AB123456C)

5 = K codes only K codas only
I
Ell;
2|2 Total Tax due at end of
= Total ‘Tee pay additional pay’ | Tetal taxable Total tax due current period
5 Tetal pay fo date 1o date to date pay tn date to date Mark refunds R’ | Regulatory limi
5|
2(=|; 3 4a 4b 5 6 6a &b
1
2
3
1
5
B
7 1546.15
2l 8 500.00 2046.15 786.08 0.00 1260.07 252.00 0.00 0.00
8]

1

1

12

313

14

15

16

al17

As you continue to pay your employee throughout
the year, the P11 Calculator will:

e work out the PAYE tax and NICs to deduct for
each pay period, and

e complete the P11 entries for you
e give you an end of year summary with all the

detail you will need to complete your end of
year Returns.
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Change of

employee's
tax code

If your employee's tax code changes during the tax
year your HM Revenue & Customs office will send
you a form P6. The P6 looks like this:

) HMRevenue Employer PAYE reference
. &Customs

Pease uo tis rference  you e orcal
Tewil el o avld gy

Issued by

This is a notice of your employee's tax code (or amended code) and
previous pay and tax. You should use this tax code for the tax year
shown below.

nelz3as]67]C]

Employee’s name
National Insurance number

Works or payroll number

Tax code

This employee's code s 560L

amended to

Please use this tax code from the next pay day

2009

for the year to 5 April

Please read the notes on the back of this form.

Previous pay and tax Previouspay  Previous

e
56 140

=
o

P6 HMRC 03/06

When you receive a form P6, use the tax code on it
from the first pay day after you receive it unless your
HM Revenue & Customs office tells you otherwise.

You must enter the revised tax code onto the

P11 Calculator. To do this, when you enter pay
details for the relevant pay period, answer 'Yes' to
the question 'Have you received a P6 notice for this
employee since their last pay day?".

Then select 'Next'.

Employer CD-ROM 2008

Home | Help |

@ HM Revenue
& Customs

Feedback |

Serchthecd [ |0

P11 Calculator
ABC Ltd
Mary White (AB234567C)

Enter Pay Details
Enter the payment date and gross pay for the pay period
Date entered must be in the tax year shown above.

’ Forms & Helpbooks )
} Information & Guidance
} Online Services

k Calculators j )
} Database

> Learning Zone

} Diary

} Payroll Basics

Payment Date

ﬁ Gross pay this period

o Gross pay for NIC ({if difierent)

O Have you received a P§ coding
nofice for this employee since
their last pay day?

Cancel

Bl E = e

g 00000
e ]

O No
@ Yes

0845 60 70 143
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Change of
employee's
tax code
continued

You must now enter the revised tax code, including
previous pay and tax details (if any), shown on the
P6, see example below.

If there are no pay and no tax details on the P6 leave
the 'Total pay to date' and 'Total tax to date'
fields blank.

Employer CD-ROM 2008

Feedback searchtheco [ 10O

HM Revenue
& Customs P11 Calculator
ABC Ltd
Mary White (AB234567C)
} Forms & Helpbooks Enter Pay Details
Ifyou have received a PG since the employee's last payday enter the
: details from the P& here. The P11 for this employee will then be
’ Information & Guidance updated with the PE details incorporated
. =t ? 5 vear il 201
’ Online Services Flease ensure that the PG is for the tax year ending April 2009.
tlhlcqhtnm ' Tax cade G
Datab:
’aaas«e—) Isiton aweek 1 fmanth 1 basis? @ Mo () Yes
> Learning Zone
Ifthere are no pay and tax details noted on the P& for the employee,
’ Diary ) leave the fields below blank,
P Payroll Basics Total pay o date g 75000
Total tax to date I3 56.40
==

Then select 'Next'.
You must now:

* enter details of any statutory payments and
Student Loan deductions, select 'Next'

e confirm your entries are correct and if so,
select 'Save to P11".

The P6 details will now be incorporated. The tax
code will be updated in the database and any pay
and tax from a previous employment will be
included in the current pay period's figures to give
you a revised amount of tax due.

P11 for Mary White (AB234567D)
P11 Emp ABC Ltd

Employ Mary White (AB234567D)

K codes only ¥ codes onl

Pay in the
wieek or month
including statutory Total Tax due at end of
ments {S5F/ Tetal free pay ‘additional pay' | Tetal taxable Tetal ‘tax dug’ curtent period
SMPISPPISAP) | Tetal pay to date 1o date 1o pay to dale ta date Mark refunds 'R | Reaul

2 3 4a 4b 5 6 Ga Gb

Month number
\Week number

o =i | o [ oo fro e

1000.00 1000.00 934.84 0.00 65.16 15.00 0.00

313 1000.00 2750.00 1402.26 0.00 1347.74 269.40 0.00
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P32 employer
deductions
summary

Where to find the
P32 Summary

The P32 Summary will total all your employees' PAYE
tax, National Insurance contributions and Student
Loan deductions for each tax month and show what

is due to HMRC.

Important note: the P32 Summary will only
include details relating to employees entered on

the P11 Calculator.

The P32 Summary is found within the P11

Calculator menu.

Employer CD-ROM 2008

HM Revenue
&Customs

P Forms & Helpbooks f
P Information & Guidance

P Online Services
T —
P Database

P Learning Zone

P Diary

P Payroll Basics

| searchtheco [ 10

P11 Calculator
ABC Ltd

» Select Employee
With this option you can updste the employes's P11 with nes details for the
ezt pay period. You can slso views 8 summary of what's accumulsted to
date or amend previously entered details

+ P32 Summary
The P32 summary is an on-screen version of the form P32, | will show you
wehat PAYE tax, Mational Insurance cortributions and Student Loan
decuctions are due to HMRC each tax month for all your emplovees entered in
the P11 Calculatar.

* In-Year Save

This option will enable you to save all your P11, P32 and P14 summaries to a
CS¥ file which can be opened by & spreadsheet application. If you have
ceased a3 an employer, select this option now and send in your completed
end of vear returns forms P35 and P14 to HMRC

| Exit

This screen explains what the P32 Summary will do.
Select 'Next' to continue.

o=

Home | Help |
HM Revenue
& Customs

P Forms & Helpbooks

P Information & Guidance

P Online Services

— _Vku.!atnrsi
P Database

P Learning Zone

P Diary

’ Payroll Basics

Employer CD-ROM 2008

| sewchecd [ 10O

P11 Calculator
ABC Ltd

P32 Summary

The P32 Summary will total all your employees' PAYE tax, National
Insurance contributions and Student Loan deductions for each tax
maonth and show what is due to HMRC. Important note: the P32
Summary will only include details relating to employees entered on
the P11 Calculator.

Before you view what is dug, you must create a P32 entry for each tax
month. Here you take into account any tax deductions made from
subcontractors and any Statutory payments (Statutory Matemity Pay
for example) you may have recovered including compensation in the
maonth. The net due figure can then be shown

Selectthe 'Refresh P32 Summary' option ifyou go back and amend
existing P11 details for an employee. This will update the P32 with
the revised figures. You can also amend the previous pay period or
delete the entire year to date from this menu

==

| Exit

There are a number of options, but to start your P32
record select 'Create a P32 Entry'.

HM Revenue
& Customs

P Forms & Helpbooks

P Information & Guidance

P Online Services
_..Ms__ —

p Database

P Learning Zone

B Diary

P Payroll Basics

Employer CD-ROM 2008

| searchteco [ 10

P11 Calculator
ABC Ltd

P32 Summary

Create a P32 Entry

View P32 Summary

Refresh P32 Summary

Amend a Previous P32 Entry

Delete all P32 Entries for this Employer

P32 Record of Funding

| Exit

0845 60 70 143
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Create a
P32 Entry

Before you can view what is due you must create a
P32 entry for each tax month.

This will show the total PAYE tax, Class 1 NICs and
any Student Loan deductions from all P11s for the
employer chosen. The P32 will build a record month
by month starting at month 1. But it will not skip a
month, so if you have entries in months 1 and 3
and none in month 2 you must still create a 'nil'
entry for month 2.

This screen also has an entry for 'Income Tax
Subcontractor Deductions', in case you need to add
these to your record.

Either leave blank or enter the relevant details then
select 'Next'.

<) (> Employer CD-ROM 2008
Home |  Help | Feedback searchthecd [ 1@ | Exit
HM Revenue
& Customs P11 Calculator
ABC Ltd
B Forms & Helpbooks ] Create P32 Entry for month 3
1A . Giiid PAYE income tex, Student Loan deductions and Gross NICs have been totaled
P Information & Guidance ) from the P11 Surmmaries for month 3 for your morthly paid srmployses, and vweeks
b Online servi 9,10,11,12 and 13 for weekly, 2 weekly and 4 weekly paid employees
nlne >ervices

- S— — To arrive at the total tax due figure, you need to enter total Income Tax deductions
Calculators made from subcontractors.

P Database

b Leamning Zane ) 6 PAYE Income Tax < T66.54
0 Student Loan Deductions <
Dia
w—) o Gross MICs e 13019
P Payroll Basics
o Income Tax Subcontractor Deductions e
==

On this screen you can enter any statutory payment
recoveries and compensation.

&) (> Employer CD-ROM 2008
Home |  Help |  Feedback | Searchtheco [ 10 | Exit
@ HM Revenue
& Customs P11 Calculator
ABC Ltd

B Forms & Helpbooks Create P32 Entry for month 3
. . Erter hers details of recovered amaunts of Statutory payments (pius HIC
Rloformaticn & Cuidarice compensation, if spplicable) you have made in the lax menth,

b Online Services
HIC

Databse R o I m—

b Learning Zone ) 6 Statutory Matemity Pay (SMP) ¢ | | £ ‘ |
b Diary ) o Statutory Patemity Pay (SPP) g | | €] |
B Payroll Basics ] a Statutory Adopton Pay (SAP) g | | £ |

{F
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Using the P11 Calculator on your Employer CD-ROM

Create a
P32 Entry

continued

View P32
Summary

Recovered statutory payments and compensation
are deducted from your monthly National Insurance
and PAYE liability.

Leave blank or enter details then select 'Next'.

Then select 'Finish' to view the P32 Summary.

P32 for ABC Ltd

Period Income Tax Shudent Loan Hat Gross Nafonal Slattory Sick Stalutory HNIC Slatulory HIC
{inc subconiractor | Daductons Income Tax Insurance Pay [S5P) Malernity Pay | compensation | PabrmityPay | compensation
deductons} (1+2§ wonkibufons racovered (SMF) on SWP (SPP) on 8PP
(HICs) recoverad racovared
1 2 3 4 5 6 7 8 ]
£ £ £ £ £ £ E £ £,
1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2 93.40 0.00 93.40 224.20 0.00 0.00 0.00 0.00 0.00
3 200.00 0.00 200.00 13018 0.00 0.00 0.00 0.00 0.00
4
B
6
7
8
i)
10
11
12
Grand totals 237.47 0.00 237.47 354.39 0.00 0.00 0.00 0.00 0.00
months 1-12

Select this option to view the P32 Summary.

Employer CD-ROM 2008

feedback | _searchthed [ 10

@ HM Revenue

& Customs P11 Calculator
ABC Ltd

P Forms & Helpbooks ) P32 Summary

B Information & Guidance
FreE + Create a P32 Entry

’“"EL_) +  View P32 Summary

h(gkuiaturs ) + Refresh P32 Summary

B Database + Amend a Previous P32 Entry

§ + Delete all P32 Entries for this Employer
Learning Zone )

B Diary ] + P32 Record of Funding

P Payroll Basics )

0845 60 70 143
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Using the P11 Calculator on your Employer CD-ROM

Refresh P32  Select this option if you amended any details in the
Summary P11 Calculator. For example, if you have amended
an employee's pay details for a previous pay period,
you will need to refresh the P32 Summary to take
into account changes made.

Amending a If you make a mistake and have to amend your

previous P32 entry record of deductions, you can do this by selecting
'Amend a previous P32 entry'.

If you need to amend the last P32 entry you will
need to delete the whole entry and input the details
again. If you need to amend an entry before the last
one, you will need to delete all entries going back
to the month in question. You will then have to
re-enter all deleted entries.

Delete all P32 This option will allow you to clear the whole year's
entries for P32 entries.
this employer

P32 Record |If you have received funds from

of Funding HM Revenue & Customs to pay for statutory
payments or to refund PAYE income tax you should
record this by selecting 'P32 record of funding'.
Creating and amending funding entries is identical
to creating and amending P32 entries.

To find out how to apply for funding please go to
page 62.
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Using the P11 Calculator on your Employer CD-ROM

I n- Yea r Save - Employer CD-ROM 2008

SaViI'Ig data to . Feedback | Searchthecd [ | | Exit
a spreadsheet | (@) }Revenve P11 Calculator
ABC Ltd

B Forms & Helpbooks » Select Employee

With this aption you can update the employee's P11 with new details for the
B Information & Guidance ) nexd pay period. You can slso view a summary of what's accumulsted o
dete or amend previously entered detais.
P Online Services - P32 Summary
3 The P32 summary is an on-screen version of the form P32, 1| will shovw you
z Calculators ) what PAYE tax, Mational Insurance contributions and Studert Laan

deductions are due to HMRC each tax month for all vour emplovess entered in

P Database the P11 Calculatar
B Learning Zone « In-Year Save

This option will enable vou to save all your P11, P32 and P14 summaries to a
} Diary CSY file which can be opened by & spreadsheet application. f you have
ceased a3 an employer, select this option now and send in your completed
3 end of year returns forms P35 and P14 to HMRC,
P Payroll Basics

You can copy the P11 data — P11 summary, P14 and
P32 to a spreadsheet by selecting the 'In-year save'
function.

This creates 'csv' (comma separated values) files
which can be read by any spreadsheet application,
for example, Excel or Quattro Pro.

This will be saved to 'My Documents'. However, you
can save the information to a different location by
selecting 'Change'.

This will then allow you to select a different
destination folder.

Once saved the files can be opened by any
spreadsheet application such as Excel or
Quattro Pro.
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Using the P11 Calculator on your Employer CD-ROM

Backing up data You can back up data and save it onto a floppy disc,
CD-ROM or USB memory stick.

For pay period We recommend that you back up the data after each
backups pay period and keep it separate from the computer.
You can do this either on a disc or on a server.

To find the data file that you will need to backup,
you will need to find the installation folder 'Employer
CD-ROM 2008'. On a standard installation you will
find this using the following steps:

My computer

Local Disc (C:)

Program Files

HMRC

Employer CD-ROM 2008

P11 Calculator If you wish to save details from the P11 Calculator
onlv back ups You do not need to save the whole 'Data’ folder.
y P Instead, follow the steps shown above and:

e open the 'Data' folder

e copy the file named 'empcd.v12' onto your
chosen means of backup

e right click the file 'empcd.v12'
e select 'Send to'".

If you need to restore the information, simply
replace the 'empcd.v12' file with the saved version.

If you have had to reinstall the 2008 CD-ROM,
the 'empcd.v12' file will not yet exist in the 'Data’
folder. Simply:

e copy the saved file 'empcd.v12' into the
'Data’ folder.

e right click the saved file 'empcd.v12'
e select 'Copy'

e right click into an empty area of the 'Data' folder
and select 'Paste’.

Full instructions can be found in FAQs in the Help
section of the CD-ROM.

What to do next Now you have completed your P11 turn to
page 60 to find out what to do next.
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Using a paper form P11

National Insurance
contributions
Tables A and J

HMReven
&CustomsuE

If you are completing a paper form P11 and not
using your Employer CD-ROM you will need to order
the following tables from the Employer Orderline.
See the Order Form in your New Employer pack for
details or phone 08457 646 646.

National Insurance contributions Tables

There are many different types of National Insurance
contributions Tables. For most men aged 16 to 64
and most women aged 16 to 59 you will use the
CA38 National Insurance contributions Tables A

and | pictured aside.

However you will need to contact the New Employer
Helpline to ask which tables you need to order if:

e your employee is a married woman or widow who
tells you that they are entitled to pay reduced
rate NICs

e your employee is State Pension age or over
* you operate a company pension scheme.
The National Insurance contributions tables work out

how much National Insurance contributions you and
your employee have to pay.

e Tables A, Pay Adjustment Tables — use to work
out how much of your employee's pay is tax free.

e Taxable Pay Tables Calculator Method — use to work
out how much tax is due. You need a calculator to
use these tables.

0845 60 70 143
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Preparing a form P11

If you are using the tax and National Insurance contributions
Calculators on your Employer CD-ROM, or the manual tax
and National Insurance contributions tables, you will need to
complete a paper form P11 for each employee. You will find
a form P11 in your New Employer Pack. To prepare a new
P11, fill in boxes A-L, as shown here.

Check you are using a
form for the correct year.

The tax year runs from Employee's surname. Employee's first names.
6 April to 5 April.
Tax year 2008-09 starts
on 6 April 2008 and ends
on 5 April 2009.
Enter the
name of your
H Deductions Working Sheet P11 Year to 5 April 2009 oyee’s details use\capitals
bUSIneSS here' TTF] Employer name E22Xq surname \pl yees el Pt IEZZ3d National Insurance nurfber ngc Works
Busivesses (v porated Blogge \ AB 72 3 5 C

ZX HM Revenue & Customs office name Employer PAYE reference First two forenames \ Date of birth 0D MM Yyvy
 London 723/4567 Taseph Jokn 23 09 167
Note Using the P11 Calculator on your Employer CD-ROM is the easiest and quickest Note 2 In the NI Tables, a letter is shown at
way to complete the P11. Look at the CD-ROM for guidance on how to use the the top of each section, for example
alculator and to find the Employer Helpbooks on tax and NICs (E10, E11 and E13), on A, B, C, D. Copy the Table letter you use to the Table letter
4, “Statutory Sick Pay’ on Statutory Maternity Pay and E15, ‘Statutory Sick Pay and E10, box in the ‘End of Year Summary’ overleaf. If the
tatutory Adoption Pay’. Copies of the Helpbooks are available from the Employer Orderline employee’s circumstances change part way through a year,
0845 7 646 646. For further assistance go to www.hmrc.gov.uk or phone the Employer the Table letter may change as well. Record all Table letters
elpline on 0845 7 143 143. used and enter separate totals for each one.
: ;i N Note:  LEL = Lower Earnings Limit;
National Insurance contributions 7<'samings Threshoid: UEL = Upper Earmings Limir| Statutory payments
Earnings details Contribution details
Statutory Statutory Statutory Statutory
Q15 Sick Pay Maternity Pay | Paternity Pay Adoption Pay
2| o Earnings Earnings Earnings Total of Employee’s (SSP) (SMP) (SPP) (SAP)
S| € at the LEL above the LEL, above the employee’s contributions due || paid to employee | paid to employee | paid to employee | paid to employee
2| ror (where earnings | up to and ET, up to and and employer's on all earnings in the week in the week in the week in the week
o | Employers | areequaltoor |including the ET | including the UEL | contributions - mark | above the ET or month included | or month included | or month included | or month included
BOX B O | use exceed the LEL) minus amounts ‘R’ in column 2 in column 2 in column 2 in column 2
oo
== 1a £ 1b £ p|lc £ p|1d £ p|le £ pf1f £ p|1g £ pllh £ p|li £ p

Enter the name of

your business's 5 ' ' ;
HM Revenue & 4 I I
Customs (HMRC) c : : |
office and Employer [ |5 }
PAYE reference if you § |2 §

HMRC office will let B3
you know what this i
is shortly. &

know it. If not, your "
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Preparing a form P11

National Insurance number (NI number). As soon as an employee starts working for you, ask them
for their NI number. If your employee cannot remember their NI number, check whether it is on
any papers they have given to you. If you cannot find it, and you have to send a form P46 to your
HM Revenue & Customs office (see page 7), take no further action as we will automatically trace
the employee's NI number and tell you what it is on a form P46-5. We will tell your employee
what it is on a form P217.

If you do not have to send a form P46, you can complete and send us form CA6855 and we will
trace the number for you. The CA8655 is available on your Employer CD-ROM or from the
Employer Orderline. You will find an order form in your New Employer Pack.

Enter your employee's date of birth here.

From April 2009 you will have to show Enter any works Enter the date
an employee's date of birth and gender number for your our employee
information on all forms P45 and P46. employee here. Ztarted vs)orzing

We strongly recommend that you start

. . . for you.
collecting this information from your Y
employees now.
Box K
Complete Box K
with your
Turn over page for =52 (Months 8 —12) and End of Year Summary boxes |
, employee's
payroll number / [JXA{ Tax code f ~ —
Date of starting i Ic%’s’?f:’t’::mreviou: code
et ‘ P tax code.
f eavin Amendédlcodeltl WKVl IfwhichTanplied Please keep this form for at least three years after
DD MM YYYY ¥ \\ =~ the end of the year to which it relates, or longer if
you are asked to do so.
Student Loan Deductions case (,/) \ ‘
ome Ta Box L
Student ) K codes o K codes only K codes only Onl y use Box L
Loan 8| | ravinthe Total taxable . .
Deductions week or month to date: Regulatc Tax deducted Tax not
(whole E -g including Total ot 3 mi Total 'tax due' Tax du IirengitL: o or refunded deducted If you recelve an
pounds only) £ | 3 | stawwtory Total 'free pay’ ‘additional pay' to date as shown by |at end of 50% of in the week owing to the For d d t
payments (SSP/ to date as shown | to date as sh Calculator Tables or | current period “Shgolumn 2 or month Regulatory Employer’s
-‘E f, SMP/SPP/SAP) Total pay to date by Tables A % boy szeleass}: o Tax Tables B to D Mark refunds ‘R | el Mark refunds ‘R" | limit use a m en e ax
o|o
o S|S|2 ¢ |3 £ pl4 £ p |4 £ p 6 £ plea £ pleb ¢ 7 £ pl8 £ p code for your
1 | j j j
K <C : employee.
3 N\ \ : H I
12 N\ i ] : LN
5 N ‘ : : ‘
6 N\ j
7 \ !
2|8 N\
9 N\ Y 4
10 " N y 4
i AN y 4 Box |
12 : : : : : N : : W 4
3[1 : : : : : N : : : Only complete
14 i i ] ] ] i | ] | i H H
1 : ‘ : . : ‘ C : ‘ ‘ this box if your
16 ) — \ employee has
417 N H \ .
18 N AN stopped working
19 AN \
20 N\ \ for you.

If your employee has ticked
'Box D — Student loans' on
their form P46, or 'item 5'
of their P45 shows that
your employee makes
Student Loan repayments,
tick this box.
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P11 — Where to start completing the form P11

Example 1 — Look at example 1 below if you pay weekly, or
. example 2 on page 38 if you pay monthly.
paying weekly

The main part of the P11 is split into columns and
rows. Each row represents a week number. To find
out which row to start with, look at the table below.

The starting point for completing a P11 is the week
that includes the first pay day.

Using the chart below find the week number that
includes the first pay day. For example, 30 May 2008
(Friday) is in week 8.

In this example you would start to complete your

P11 at line 8.

Week Week

Period number Period number
6 Apr to 12 Apr 1 5 Oct to 11 Oct 27
13 Apr to 19 Apr 2 12 Oct to 18 Oct 28
20 Apr to 26 Apr 3 19 Oct to 25 Oct 29
27 Apr to 3 May 4 26 Oct to 1 Nov 30
4 May to 10 May 5 2 Nov to 8 Nov 31
11 May to 17 May 6 9 Nov to 15 Nov 32
M@LIQ_M_MH 16 Nov to 22 Nov 33
< 25 May to 31 May 8 23 Nov to 29 Nov 34
\IW 30 Nov to 6 Dec 35
8 June to 14 June 10 7 Dec to 13 Dec 36
15 June to 21 June 11 14 Dec to 20 Dec 37
22 June to 28 June 12 21 Dec to 27 Dec 38
29 June to 5 July 13 28 Dec to 3 Jan 39
6 July to 12 July 14 4 Jan to 10 Jan 40
13 July to 19 July 15 11 Jan to 17 Jan 41
20 July to 26 July 16 18 Jan to 24 Jan 42
27 July to 2 Aug 17 25 Jan to 31 Jan 43
3 Aug to 9 Aug 18 1 Feb to 7 Feb 44
10 Aug to 16 Aug 19 8 Feb to 14 Feb 45
17 Aug to 23 Aug 20 15 Feb to 21 Feb 46
24 Aug to 30 Aug 21 22 Feb to 28 Feb 47
31 Aug to 6 Sep 22 1 Mar to 7 Mar 48
7 Sep to 13 Sep 23 8 Mar to 14 Mar 49
14 Sep to 20 Sep 24 15 Mar to 21 Mar 50
21 Sep to 27 Sep 25 22 Mar to 28 Mar 51
28 Sep to 4 Oct 26 29 Mar to 4 Apr 52

5 April — call the Helpline
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P11 - Where to start completing the form P11

Example 2 -
paying monthly

The main part of the P11 is split into columns and rows.

To find out which row to start with, look at the
table below.

The starting point for completing a P11 is the month
that includes the first pay day.

Using the chart below find the month number that
includes the first pay day. For example, 30 May 2008
(Friday) is in month 2.

In this example you would start to complete your P11
at line 8.

Period

r to

June to
6 July to
6 Aug to
6 Sep to

6 A
6 May to 5 June
6

5 Ma

uly
5 Aug
5 Sep
5 Oct

Month Month
number Period number
1 6 Oct to 5 Nov 7
2 6 Nov to 5 Dec 8
3 6 Dec to 5 Jan 9
4 6 Jan to 5 Feb 10
5 6 Feb to 5 Mar 11
6 6 Mar to 5 Apr 12

0845 60 70 143
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National Insurance contributions (NICs)

How are NICs
made up?

Which NICs
category do | use?

39

NICs are made up of two elements:

e employee's contributions, which you deduct from
your employee's pay, and

e employer's contributions, which you must pay.

There are many different NICs categories. For most
men aged 16 to 64 and most women aged 16 to 59
you will use Category A.

Contact the New Employer Helpline if:

e your employee is a married woman or widow
who tells you that they are entitled to pay
reduced rate NICs

e your employee is State Pension age or over

e you operate a company pension scheme, or

e you are unsure what National Insurance
category to use.
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How do | work out
the NICs due?

0845 60 70 143

Calculating National Insurance contributions

The easiest and quickest way to work out the
NICs is to use the NICs Calculator on your
Employer CD-ROM.

The Calculator will work out the NICs for you and
provide the figures that you will need to enter in
columns 1a to 1e of the form P11. An example of

a completed form P11 is shown on pages 42 and 43.

You will find the National Insurance Calculator in the
'Calculators' section of your Employer CD-ROM.

If you are not using your Employer CD-ROM you

will need to work through this book and calculate
the NICs manually using the NICs tables.
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Calculating National Insurance contributions

41

@ fRevence

National Insurance
contributions
Tables A and J

How to use
the tables

Category A National Insurance contributions have
been used in the following examples. If you are
required to deduct a different National Insurance
contribution category (see page 39), you must
ensure that you order the appropriate National
Insurance contribution tables from the Employer
Orderline — see the order form in your New Employer
Starter Pack or phone 08457 646 646.

If you require further advice on how to complete the
National Insurance contribution details on your
form P11 please phone the New Employer Helpline.

Working out NICs using the National Insurance
Tables - category letter A.

To calculate Category A NICs you will need to use
booklet CA38 National Insurance Contributions
Tables A and | which is available from the
Employer Orderline — see the order form in

your New Employer Starter Pack, or

phone 08457 646 646.

e Make sure that the tables are for the
correct year.

¢ Use Table A in the booklet CA38 National
Insurance contributions Tables A and |, starting on
page 8 for weekly pay and page 21 for
monthly pay.

Turn to Table A. Look up the employee's gross
pay in the left—-hand column of the table
'Employee's Earnings up to and including the UEL
(Upper Earnings Limit)". If the exact amount is not
in the table, use the next smaller figure — see the
following examples.

If your employee earns £90.00 per week or
£390.00 per month or more, you must keep a
record of their earnings, even where no NICs
are due.

See:

e example 1 on page 42 if you are paying
weekly, or

e example 2 on page 43 if you are paying monthly.
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Completing the P11 - National Insurance contributions

Example 1 -
paying weekly

* You pay an employee £201.92 on 30 May 2008,
for the week. This is week number 8.

* Look at Weekly Table A to find the next smaller
figure, which in our example is £201.00.

e Copy the figures from columns 1a to 1e of
Weekly Table A to columns 1a to Te of form P11.

Extract from Weekly Table A

v Earnings
at the LEL Total of
Employee's (where Earnings Earnings employee's Employee's
Earnings up earnings are above the above the and contributions v
to and equal to or LEL, up to ET, up to employer's payable on all
including the exceed and including | and including | contributions | earnings above | Employer's
UEL the LEL) the ET the UEL the ET contributions
1a 1b 1c 1d le
£ £ £P . £P - EP £P [
/\\,77/’\ N V/ \X — ﬂ\'jjjjj,,ffﬁ;— |
200 20 15.00 5.00 22.72 10.50 12.22
201 96.00 12.35

Extract from P11

Deductions Workihg Sheet P11 | Year to|5 April 2009 | hployee’s details use capitals
Y] Employer name Bo Surname
3] HM Revenue & Customsjoffice name Employer PAYE reference Bo First two forenarrfes
Note 1 Using the P11 Calclfator on your EmployefdCD-ROM is the easidst and quickest Noje 2 In the NI fables, a letter is shown at
way to complete thefP11. Look at the CD-ROM for guidance onfhow to use the the top offeach section, for example
11 Calculator and to find the Employgr Helpbooks on tax agd NICs (E10, E11 arfd £13), on A, BJC, D. Copy the Tablejletter you use to the Table lette
14, ‘Statutory Sick Pay’ on Statutory Maternity Pay and E13 ‘Statutory Sick Payfand E10, box fp the ‘End of Year S§mmary’ overledf. If the
‘Statutory Adoption Pay’. Copies of thejHelpbooks are availabje from the Employef§Orderline emplpyee’s circumstances dhange part way through a year,
n 0845 7 646 646. For further assistdqce go to www.hmrc.gov.uk or phone the §mployer the Tlble letter may changk as well. Record all Table letters
elpline on 0845 7 143 143. used find enter separate tofals for each one.
2 O O S : a g h 7 ppe a O Pa
Earnings Pletails Confribution details
o Statutory
2| & Sick Pay
'g e Earnings Earnings Earnings Total of Employee’s (SSP)
S £ at the LEL above the LEL] above the employee’s contributiongldue || paid to employee
c E For (where earnfhgs | up to and ET, up to an and employer’ on all earninds in the week
F=1 Employer’s are equal to fpr including the §T including th UEL [ contributions -mark | above the ET or month included
= g use exceed the LJL) minus amountsj'R’ in column 2
o
|3 la ¢ b £ ) plic el pld plie £ |pllf £
1 : : ;
2 i i |
3 : 1 |
114 | | ‘ |
5 | | | ! |
6 i i | | |
7 | (1 \'
e A A A .
2| 8 _ 9 (7500, (9.0 229 (61| :
9 i j l 1 1
10 i 1 ! ! 1
1 i i | | i
12 I ! | | |
1 L 1 1 L
3|13 | l l l l
.|4 1 I I I
1 I
T I}
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Completing the P11 - National Insurance contributions

Example 2 — * You pay an employee £900.50 on 30 May 2008,
paying monthly for the month. This is month number 2.

¢ Look at Monthly Table A to find the next smaller
figure, which in our example is £898.00.

e Copy the figures from columns 1a to 1e of
Monthly Table A to columns 1a to 1e of form P11.

Extract from Monthly Table A

v Earnings
at the LEL Total of
Employee's (where Earnings Earnings employee's Employee's
earnings up earnings are above the above the and contributions v
to and equal to or LEL, up to ET, up to employer's payable on all
including the exceed and including | and including | contributions | earnings above | Employer's
UEL the LEL) the ET the UEL the ET contributions
1a 1b 1c 1d le
£ . £ £P
/\ e AN -
898 63.00
902 390 63.00
Extract from P11
Deductions Working Sheet P11 || Year to 5 April 2009 ) et Al
Employer name Bo urname
HM Revenue & Customs dffice name Efhployer PAYE referenc| irst two forenamef
Note 1 Using the P11 Calculdgor on your Employer CR-ROM is the easiest anq quickest Notq 2 In the NI Tqbles, a letter is shown
way to complete the i 1. Look at the CD-ROM for guidance on how  use the the top of dach section, for exampl
P11 Calculator and to find the Employe} Helpbooks on tax and NICs (E10, E11 and E13), on A, B,  D. Copy the Table [ftter you use to the Tab)
E14, ‘Statutory Sick Pay’ on Statutory Maternity Pay and E15, §tatutory Sick Pay and 410, box in fhe ‘End of Year Suthmary’ overleaf. If the
‘Statutory Adoption Pay’. Copies of the Belpbooks are availablefrom the Employer Ordétline employfe’s circumstances cHinge part way through
on 0845 7 646 646. For further assistatjce go to www.hmrc.gol.uk or phone the Empldyer the Talfe letter may changefas well. Record all Tabl
Helpline on 0845 7 143 143. used arfd enter separate totdlls for each one.
2 O 2 € J O : a g ' 'l 0] 'l 7 ppe a g < O
Earnings dptails Contrjution details
s Statutory
2| &5 Sick Pay
'g o Earnings Earnings Earnings Total of Employee’s (SSP)
S| E at the LEL above the LEL, above the employee’s contributionsfdue | | paid to employe
c E For (where earnjngs | up to and ET, up to and and employer’s on all earninds in the week
5 = Employer’s are equal tojpr including the B including the UEL contributions - fhark | above the ET| or month inclu
= 3 use exceed the LEL) minus amounts R’ in column 2
=]
|2 la ¢ 1b £ Lol £ | pld e Ipl1e e ollof £
1 l | I
2 | | |
3 | : '
1] 4 | | I
5 | | | I .
T T T
6 || [} I
7 | | | ;
s e | I
2[8 (3% (63w (445 00 06 39)) (4977 !
a—— I
9 I | | | 1
10 | i | | |
1 | : | | i
12 J : : : ]
3[13 l I | | |
14 l i i | I
T T T T
1 5 I 1 I
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Using a tax code

Tax codes

Which tax code?

LPT, VorY
codes not followed by
week 1, month 1 or X

LPT, VorY
codes followed by
week 1, month 1 or X

Whether you are using a P45 or P46 you must now
consider deducting tax.

First of all you will need to know how to use the tax
code for your employee.

A tax code is usually made up of one or more
numbers followed by a letter. The number indicates
the amount of pay an employee is allowed to earn in
the tax year before tax becomes payable.

These tax code numbers are called 'cumulative'
code numbers. This means that you will be working
on a running total basis of 'total pay to date' at each

pay day.

If you are using one of these codes and
calculating tax using the tables go to page 46.

These tax code numbers are not 'cumulative' code
numbers. They are known as week 1/month 1 codes.
If week 1/month 1, or an 'X' is written after the tax
code this means that instead of keeping a running
total of the pay to date, you treat each pay day as if
it is the first week or month of the tax year.

If you are using one of these codes and
calculating tax using the tables go to page 51.

0845 60 70 143
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Using a tax code

Code BR - basic rate

For an employee with a tax code BR you must deduct
tax from all their pay at the basic rate — currently
20%. You can operate code BR either on a:

e cumulative basis, which means that you will be
working on a running total basis of 'total pay to
date' at each pay day

If you are using one of these codes and
calculating tax using the tables go to page 55.

or

e week T/month 1 basis. If code BR is followed by
week 1, month 1 or X — this means that you must
operate the code on a 'non-cumulative' basis.
Instead of keeping a running total of the pay to
date, you must treat each pay day as if it is the first
week or month of the tax year.

If you are using one of these codes and
calculating tax using the tables go to page 58.

45
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Code numbers with L, P, T, V or Y not followed by week 1, month 1 or X

Working out
the tax due
(cumulative)

Column 2

Pay in the week

0845 60 70 143

or month

The easiest and quickest way to work out the amount
of tax to deduct is to use the PAYE Tax Calculator on
your Employer CD-ROM. The PAYE Tax Calculator will
work out the tax due for you and provide you with
the figures to enter in columns 2 to 8 of your P11.

You will find the PAYE Tax Calculator in the 'Calculator'
section of your CD-ROM. An example of a completed
form P11 is shown on page 50.

If you are not using your Employer CD-ROM you
will need to continue to work through this book
and calculate the tax manually using the tax tables.

You will now have to fill in columns 2 to 8 on the P11.
Use the same week or month number you used for
the NICs entries.

We will work through an example using the
following details.

pay day = 30 May 2008

tax week = 8

pay = £201.92

P45 details

—ltem 6 code =510L

— ltem 7 'Total pay to date' = £1,546.15
— Item 7 'Total tax to date'= £ 171.60

The columns you will use on the P11 for these codes
are 2, 3,4a, 5, 6 and 7.

Enter the pay for the pay day in column 2 at the
appropriate week or month.

Example: Week 8 pay = £201.92
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Code numbers with L, P, T, V or Y not followed by week 1, month 1 or X

Column 3 Column 3 is for the total pay to date, which includes
pay from any previous employment your employee
Total pay to date may have had during the tax year.
If you have a form P45 see if there is an amount at
item 7 'Total pay to date'. If there is:

¢ copy the figure onto the line in column 3
above the line you are using for the pay day

¢ add the amount that you are paying your
employee to the 'Total pay to date' figure, and

¢ put the new total in column 3, next to the pay
for the pay day in column 2.

If there is no entry at item 7 "Total pay to date' on
the P45 or you and your employee have completed
form P46, copy the figure from column 2 of the P11
to column 3 on the line for the pay day.

Example:
P45 item 7 'Total pay to date' is £1,546.15
so the entry at week 7 is £1,546.15
The entry at week 8 is £1,546.15 +
£ 201.92
= £1,748.07
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Code numbers with L, P, T, V or Y not followed by week 1, month 1 or X

Column 4a
Total 'free
pay' to date

Column 5
Total taxable
pay to date

Use the Tables A, Pay Adjustment Tables as follows
(the weekly tables come before the monthly tables):

¢ find the page for the week or month that
includes the date of the pay day

¢ find your employee's tax code
¢ enter the figure shown in the 'total pay
adjustment' column in column 4a of the P11.
Example:
Code 510L gives free pay £786.08 at week 8.
For codes over 500 you must use the instructions

in the box at the bottom of the page to calculate
the free pay to date.

Week 8 adjustment for code 500 is £769.28
Week 8 figure for code 10 (510-500) £ 16.80
Total pay adjustments for week 8 £786.08

Now work out how much of your employee's pay is
taxable. To do this:

¢ deduct the figure in column 4a from the figure in
column 3

e enter the result in column 5.
If the amount in column 4a is more than the amount

in column 3 leave column 5 blank.

Example: £961.99 (£1,748.07 minus £786.08)

0845 60 70 143
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Code numbers with L, P, T, V or Y not followed by week 1, month 1 or X

Column 6 Look at the amount in column 5.

!
TOtal tax If this is blank check that column 4a is more than
due' to date the amount in column 3. If it is, put 'Nil' in column 6.

If there is an amount in column 5 you now need to
work out the tax due. Use the Taxable Pay Tables,
Calculator Method.

The table that you will need depends on:

* how much total taxable pay is shown in
‘ column 5 on the P11, and

e whether you pay your employee weekly
or monthly.

For weekly pay turn to pages 3 and 4 in the Taxable
Pay Tables, Calculator Method.

For monthly pay turn to page 5 in the Taxable Pay
Tables, Calculator Method.

¢ Find the week or month number for your
employee's taxable pay.

* Go to Section Al of the Weekly paid — Calculator
Tables or Monthly paid — Calculator Tables
as appropriate.

¢ Follow the guidance given there.
If you have a problem, call the New Employer Helpline.

When you have worked out the tax due enter this
amount in column 6 on the line for the week or
month that includes the pay day.

£961.99 round down to £961 Example: Tax due on £961.99 = £192.20

£961 x 0.20 (20%) =£192.20
Now look at the P45 from your employee. You must
check the 'Total tax to date' figure is correct by
following the 'Check Tax' instructions on page 5.

Enter the figure provided by the P45 Checker/New
Employer Helpline into column 6 on the line above
the figure you have just entered.

Then compare the two figures in column 6 and move
on to column 7.
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Code numbers with L, P, T, V or Y not followed by week 1, month 1 or X

Column 7 [f the figure in column 6 for the pay day is:

Tax deducted or ¢ more than the figure on the line above, take away
refunded the amount on the line above from the figure for
the pay day and put the result in column 7 — this is
the amount of tax to take off your employee's pay

¢ the same as the figure on the line above, or if both
are Nil, put 'Nil' in column 7

¢ less than the figure on the line above, put the
difference in column 7 — plus the letter 'R".
This means a refund is due — you will have to
phone the New Employer Helpline.

In our example, the figures will appear on the P11
like this.

Turn over page for Weeks 31-52 (Months 8 —12) and End of Year §
Tax code

S 57 M T If amended
ate of starting cross out previous code
DD MM YYYY

- Of eaving 2] Amended code ¥ | Wk/Mth in which applied Please keep this form for at least three

DD MM YYYY the end of the year to which it relates,
you are asked to do so.

Student Loan Deductions case (,/)

PAYE Income Tax

K codes only K codes only

Pay in the Total taxable
week or month pay to date: Regulatory Tax deducted
including Total column 3 minus |Total 'tax due' Tax due limit: or refunded
statutory Total 'free pay' 'additional pay' column 4a or to date as shown by | at end of 50% of in the week
payments (SSP/ to date as shown | to date as shown | column 3 plus Calculator Tables or | current period column 2 or month
SMP/SPP/SAP) Total pay to date by Tables A % by Tables A column 4b % |Tax Tables B to D Mark refunds ‘R’ | entry Mark refunds ‘R’ | limi

Month number
Week number

3 £ 4a £ p | 4b £ 6 £ 6a £ pléb £

O IN QN N|A|WIN|=

756, 08

T
|
|
|
L
|
|
T
|
T
I
|
|
|
!
[l
|
T
|
T
|
|
!
|
!
T
|
T
|
|
|
I
|
!
T

Now that you have completed your
P11 turn to page 60 to find out what
to do next.
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Code numbers with L, P, T, V or Y followed by week 1, month 1 or X

Working out the
tax due
(week 1/month 1)

Column 2
Pay in the
week or month

The easiest and quickest way to work out the amount
of tax to deduct is to use the PAYE Tax Calculator on
your Employer CD-ROM. The PAYE Tax Calculator will
work out the tax due for you and provide you with the
figures to enter in columns 2 to 8 of your P11.

You will find the PAYE Tax Calculator in the 'Calculator’
section of your CD-ROM. An example of a completed
form P11 is shown on page 54.

If you are not using your Employer CD-ROM you
will need to continue to work through this book
and calculate the tax manually using the tax tables.

You will now have to fill in columns 2 to 8 on the P11.

We will work through an example using the
following details:

pay day = 12 September 2008
tax week = 23

pay = £201.92

P45 details

— Item 6 code = 603L week 1

The columns that you will use on the P11 for these
codes are 2, 4a, 5 and 7.

Week 1, month 1 or X after the letter part of the
code number means that each pay day should be
treated as if it is the first week or month of the
tax year.

Entries on the P11, however, should still be made
on the line for the week or month that includes the

pay day.

Enter the pay for the pay day in column 2 at the
appropriate week or month.

Example: Week 23 pay = £201.92
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Code numbers with L, P, T, V or Y followed by week 1, month 1 or X

Column 4a
Total 'free
pay' to date

Column 5
Total taxable
pay to date

Use the Tables A, Pay Adjustment Tables as follows
(the weekly tables come before the monthly tables):

e find the page for week 1 or month 1
e find your employee's tax code

¢ enter the figure shown in the 'total pay
adjustment' column in column 4a of the P11.

Example:
Code 603L week 1 gives free pay of £116.15

For codes over 500 you must use the instructions
in the box at the bottom of the page to calculate

the free pay to date.

Week 1 adjustment for code 500 is £96.16
Week 1 figure for code 103 (603 — 500) £19.99

Total pay adjustments for week 1 £116.15

Now work out how much of your employee's pay is
taxable. To do this:

¢ deduct the figure in column 4a from the figure in
column 2

e enter the result in column 5.

If the amount in column 4a is more than the
amount in column 2 leave column 5 blank.

Example: £85.77 (£201.92 minus £116.15)

0845 60 70 143
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Code numbers with L, P, T, V or Y followed by week 1, month 1 or X

Column 7
Tax deducted
or refunded

Taxable Pay Tables
Calculator Method

@'merene '

Look at the amount in column 5.

If this is blank no tax is due in the week or month.
If there is an amount in column 5 you now need to
work out the tax due. Use the Taxable Pay Tables,
Calculator Method.

The table that you will need depends on:

* how much total taxable pay is shown in
column 5 on the P11, and

¢ whether you pay your employee weekly
or monthly.

For weekly pay turn to pages 3 and 4 in the Taxable
Pay Tables, Calculator Method.

For monthly pay turn to page 5 in the Taxable Pay
Tables, Calculator Method.

¢ Find the week or month number for your
employee's taxable pay.

* Go to Section [l of the Weekly paid — Calculator
Tables or monthly paid — Calculator Tables
as appropriate.

¢ Follow the guidance given there.

If you have a problem, call the New Employer Helpline.
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Code numbers with L, P, T, V or Y followed by week 1, month 1 or X

£85.77 round down to £85
£85 x 0.20 (20%) = £17.00

When you have worked out the tax due enter this
amount in column 7 on the line for the week or
month that includes the pay day.

Example: Tax due on £85.77 = £17.00

This is the amount of tax to deduct from your
employee's pay.

In our example, the figures will appear on the P11
like this:

Date of starting
DD MM YYYY

Tax code t i ded
amende
603 week 7 cross out previous code

Date of leaving
DD MM YYYY

Amended code T | Wk/Mth in which applied Please keep this form for at e

the end of the year to which

you are asked to do so.

Student Loan Deductions case (/)

PAYE Income Tax

B +« | Pay in the
ns | | 2] & | week or month
g € | including
c | 3 | statutory
4= < payments (SSP/
'E ﬁ SMP/SPP/SAP) Total pay to date
oY
=22 £ p |3 £

K codes only K codes only

Total taxable

pay to date: Regulatory Tax deducted
Total column 3 minus | Total 'tax due' Tax due limit: or refunded
'additional pay' column 4a or to date as shown by| at end of 50% of in the week
to date as shown | column 3 plus Calculator Tables or | current period column 2 or month
by Tables A column 4b % |Tax Tables B to D Mark refunds ‘R’ | entry Mark refunds ‘R’
4 £ p |5 £ p |6 £ p |6a £ p|6b £ p |7 £ p

V[P |N[([NN|ARWIN|=

6 75

Now that you have completed your
P11 turn to page 60 to find out what
to do next.

0845 60 70 143
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Code BR not followed by week 1, month 1 or X

Working out the The easiest and quickest way to work out the amount
tax due of tax to deduct is to use the PAYE Tax Calculator on
. your Employer CD-ROM. The PAYE Tax Calculator will
(cumulative) work out the tax due for you and provide you with the
figures to enter in columns 2 to 8 of your P11.

You will find the PAYE Tax Calculator in the
'Calculators' section of your CD-ROM. An example of a
completed form P11 is shown on page 57.

If you are not using your Employer CD-ROM you
will need to continue to work through this book
and calculate the tax manually using the tax tables.

You now have to fill in columns 2 to 8 on the P11.
Use the same week or month number you used for
the NICs entries.

We will work through an example using the
following details:

pay day = 30 May 2008

tax week = 8

pay = £201.92

P45 details

— ltem 6 code = BR

- ltem7 "Total pay to date'
- ltem 7 "Total tax to date'

£1,346.15
£ 269.20

The columns that you will use on the P11 for code BR
are 2,3, 6 and 7.

Column 2 Enter the pay for the pay day in column 2 at the

Pay in the appropriate week or month.

week or month  gimple: Week 8 pay = £201.92
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Column 3
Total pay to date

Column 6
Total tax
due to date

£1548.07 round down to £1548
£1548 x 0.20 (20%) = £309.60

0845 60 70 143

Column 3 is for the total pay to date, which includes
pay from any previous employment your employee
may have had.

If you have a form P45 see if there is an amount at
item 7 'Total pay to date'. If there is:

e copy the figure onto the line in column 3
above the line you are using for the pay day

¢ add the amount that you are paying your
employee to the 'Total pay to date' figure, and

¢ put the new total in column 3, next to the pay
for the pay day in column 2.

If there is no entry at item 7 'Total pay to date' on
the P45 or you have completed form P46, copy the
figure from column 2 of the P11 to column 3 on the
line for the pay day.

Example:
P45 item 7 'Total pay to date' is £1,346.15
so the entry at week 7 is £1,346.15
The entry at week 8 is £1,346.15 +
£ 20192
=£1,548.07

You now need to work out the tax due. Use the
Taxable Pay Tables, Calculator Method.

For weekly pay turn to pages 3 and 4 in the Taxable
Pay Tables, Calculator Method.

For monthly pay turn to page 5 in the Taxable Pay
Tables, Calculator Method.

Follow the guidance given there.

If you have a problem, call the
New Employer Helpline.

Put the combined amount of tax, shown in the

tables, in column 6 of the P11 on the line for the
week or month that includes the pay day.

Example: Tax due on £1,548.07 = £309.60

Code BR not followed by week 1, month 1 or X
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Code BR not followed by week 1, month 1 or X

Column 7 Before you complete this look at the P45 from your
Tax deducted employee. You must check the 'Total tax to date'

figure is correct by following the 'Check Tax'
or refunded instructions on page 5.

Enter the figure provided by the P45 Checker/New
Employer Helpline into column 6 on the line above
the figure you have just entered.

Then take away the amount on the line above from
the figure for the pay day and enter the total in
column 7.

This is the amount of tax to deduct from your
employee's pay.

In our example, the figures will appear on the P11
like this.

Turn over page for Weeks 31-52 (Months 8 —12) and End of Year
Tax code T If amended

Date of starting cross out previous code
DD MM YYYY

- of eaving EZA] Amended code T | Wk/Mth in which applied Please keep this form for at least three

DD MM YYYY B)e the end of the year to which it relates,
you are asked to do so.

Student Loan Deductions case (,/)

PAYE Income Tax

K codes only K codes only

Pay in the Total taxable
week or month pay to date: Regulatory Tax deducted
including Total column 3 minus | Total 'tax due' Tax due limit: or refunded
statutory Total 'free pay' ‘additional pay' column 4a or to date as shown by | at end of 50% of in the week
payments (SSP/ to date as shown | to date as shown | column 3 plus Calculator Tables or | current period | column 2 or month
SMP/SPP/SAP) Total pay to date by Tables A * by Tables A column 4b % |Tax Tables B to D Mark refunds ‘R" | entry Mark refunds ‘R’ | limi

Month number
Week number

3 £ p |4 £ p |4 £ 5 £ p |6 £ 6a £ p

1346 . 75
7548 07

XN N|A(WIN|=

|
T
|
T
[
|
|
|
!
I
|
T
|

Now that you have completed your
P11 turn to page 60 to find out what
to do next.
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Working out the
tax due
(week 1/month 1)

Column 2
Pay in the
week or month

0845 60 70 143

Code BR followed by week 1, month 1 or X

The easiest and quickest way to work out the amount
of tax to deduct is to use the PAYE Tax Calculator on
your Employer CD-ROM. The PAYE Tax Calculator will
work out the tax due for you and provide you with
the figures to enter in columns 2 to 8 of your P11.

You will find the PAYE Tax Calculator in the
'Calculators' section of your CD-ROM. An example of a
completed form P11 is shown on page 59.

If you are not using your Employer CD-ROM you
will need to continue to work through this book
and calculate the tax manually using the tax tables.

You now have to fill in columns 2 to 8 on the P11.
Use the same week or month number you used
for NICs entries.

We will work through an example using the
following details:

e pay day = 30 May 2008
e tax week = 8
* pay = £201.92
e P45 details
— Item 6 code = BR week 1

The columns that you will use on the P11 for this code
are 2 and 7.

Week 1, month 1 or X after the code number
means that each pay day should be treated as if it
is the first week or month of the tax year.

Entries on the P11 should, however, still be made
on the line for the week or month that includes the

pay day.

Put the pay for the pay day in column 2 at the
appropriate week or month.

Example: Week 8 pay = £201.92
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Code BR followed by week 1, month 1 or X

Column 7 Now work out the tax due. Use the Taxable Pay
Tax deducted Tables, Calculator Method.

or refunded ¢, weekly pay turn to pages 3 and 4 in the Taxable
Pay Tables, Calculator Method.

— For monthly pay turn to page 5 in the Taxable Pay
Otz ~ | Tables, Calculator Method.

Taxable Pay Tables
al hod

Follow the guidance given there.

If you have a problem, call the
New Employer Helpline.

Put the combined amount of tax, shown in the
tables, in column 7 of the P11 on the line for the
week or month that includes the pay day.

This is the amount of tax to deduct from your
employee's pay.

£201.92 round down to £201 In our example, the figures will appear on the P11
£201 x 0.20 (20%) =£40.20 like this:

Turn over page for Weeks 31-52 (Months 8 —12) and End of Year
KTkl T If amended

Date of starting cross out previous code
DD MM YYYY Bp Wug ’ P

f i) Amended code f| Wk/Mthin which/applied Please keep this form for at least three

DD MM YYYY the end of the year to which it relates,
you are asked to do so.

Student Loan Deductions case (,/)

PAYE Income Tax

K codes only K codes only

Pay in the Total taxable
week or month pay to date: Regulatory Tax deducted
including Total column 3 minus |Total 'tax due' Tax due limit: or refunded
statutory Total 'free pay' 'additional pay' column 4a or to date as shown by | at end of 50% of in the week
payments (SSP/ to date as shown | to date as shown | column 3 plus Calculator Tables or | current period | column 2 or month
SMP/SPP/SAP) Total pay to date by Tables A by Tables A column 4b % |Tax Tables B to D Mark refunds ‘R’ | entry Mark refunds ‘R’

Month number
Week number

2 £ p |3 £ 4a £ p £ 5 £ p |6 £ 6a £ p|l6b £

XN n|[D(WIN|=

59 New Employer Helpline



What do |
do next?

Wage/payslips
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What next? — Paying your employees

You have now worked out how much NICs and tax
to deduct from your employee's pay, and made a
record of the information. The next step is to work
out how much pay to give your employee.

If you have followed the guidance in this booklet:

e take the figure from column 2 of the P11, 'pay in
the week or month' - this is 'gross pay'

e from the 'gross pay' take off the figure from
column Te of the P11 (Employee's contributions
due on all earnings above the ET), and the figure
from column 7 of the P11, 'Tax deducted or
refunded in the week or month'.

The result is the amount to give your employee.

Using our examples from pages 42 and 50, the
amount to give to the employee would be £170.71.

Example

fm&f pay £207,92
s f/_r(//oyw National lnsuwrance contributions £ 70,67
wiras T deduoted or /‘efa/m/a/ £ 20,60

i the week or month I
£770,77

By law, every pay day you must give your employee
a written record of pay and deductions, including:

* gross pay
e employee's NICs deducted

e tax deducted.

At the end of the year you must give your employee

a record showing the details for the whole year.
See page 66.
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Paying HM Revenue & Customs

61

Working out
and recording
payments

Making a payment

@ HMRevenue
&Customs

Employer Pay:

slip Booklet

((((((((((((((((((

Employer PAYE reference  Your reference

ppppp (2007)

To work out what you have to pay to HM Revenue &
Customs add together the:

e Employee National Insurance contributions
¢ Employer National Insurance contributions
* tax

e Student Loan deductions.

Then take off any amount that you have had
to refund.

You can use the form P32(2008) Employment Payment
Record to work out and record your total monthly
payments. Keeping records on form P32(2008)
should make it easier for you to work out your
monthly payments.

You will find a copy of the P32(2008) in your
New Employer Starter Pack. It is also available:

¢ in the 'Forms & Helpbooks' section of your
Employer CD-ROM, or

e from the Employer Orderline 08457 646 646

e if you use the P11 Calculator on the CD-ROM there
is a P32 Summary that will record all the tax and
National Insurance for you. It will also advise you
how much tax and National Insurance is payable
to HM Revenue & Customs each tax month or
quarter, if you pay quarterly.

We accept payment by a range of methods but
recommend that you pay electronically. If you pay
electronically or through your bank or Post Office,
your cleared payment for the full amount must reach
our account no later than the 22nd of the month.
Where the 22nd falls on a weekend or is a bank
holiday, your cleared payments must reach us on the
previous bank working day.

When paying electronically you need to allow enough
time for your payment to reach us. You will need to
check how long your bank or building society takes
and what their cut-off time is for initiating payment.

The Accounts Office will have automatically sent you
your payslip booklet when you first registered as an
employer. If you wish to pay by cheque you will need
to complete a payslip from your payslip booklet and
send it to your HM Revenue & Customs Accounts
Office together with payment for the tax, NICs and
Student Loan deductions you have deducted.

You must ensure that we receive payment no later
than 19th of the month if you pay by cheque.
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Paying HM Revenue & Customs

Making a payment For further information about how to pay go to our
ti d website at www.hmrc.gov.uk/howtopay/paye.htm
continue or the Employer Helpbook E13(2008).

No payment If, at the end of the month/quarter you have no
due in a tax Paymentsto make, tell your HM Revenue & Customs
Accounts Office by either:
month

e completing the form at
www.hmrc.gov.uk/howtopay/paye_nil.htm
The online form is the most convenient and cost
effective way to let us know that no payment is due

e returning a signed payslip, form P30B, for the correct
month/quarter marked 'NIL" due

¢ phoning 0845 366 7816 to advise you have no
PAYE/NICs payment to make for a particular month,
quoting your Accounts Office reference number.

Refunding If you need to refund tax to your employees, you can
deduct the amount needed from your next payment of
tax to your PAYE, NIC or any CIS or Student Loan deductions to
employees |\ Revenue & Customs. Remember to tell your
HM Revenue & Customs Accounts Office if this means
that you will have no payment to make for a particular
month or quarter.

If you do not have sufficient deductions from which to
make the refund, you can apply to

HM Revenue & Customs for funding for the difference.
We may refuse claims where payments for previous
months/quarters are not up to date.

How to claim To apply for funding in respect of a tax refund you can:
funding from
HMRC to pay

a tax refund

e complete the form at
www.hmrc.gov.uk/employers/payefunding or

¢ send a letter or a fax to your HM Revenue & Customs
Accounts Office requesting funding for a tax refund.
You will need to provide the following information

— Accounts Office reference number (shown on the
front cover of your P30BC Payslip booklet or P30B
letter)

— employer reference number (shown on the front
cover of your P30BC Payslip booklet or P30B letter)

— employer name

— telephone number

— number of employees for whom you require funding

— total amount required.
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63

Quarterly
payment
option

Paying HM Revenue & Customs

The fax numbers for the HM Revenue & Customs
Accounts Offices are:

¢ Accounts Office Shipley — 01274 539651
¢ Accounts Office Cumbernauld - 01236 785251
After processing your refund application your

HM Revenue & Customs Accounts Office will send you
a cheque for the amount requested.

If your average monthly payments are likely to be
less than £1,500.00 you can choose to pay your
Accounts Office quarterly.

For more information about making payments:

* see 'Making Tax and NIC Payments' in the
Payroll Basics section of your CD-ROM

¢ go to www.hmrc.gov.uk/howtopay/employers.htm

e contact the New Employer Helpline.

New Employer Helpline



Other things you may need to know

Do it Online

0845 60 70 143

Other things you may need to know

There are lots of ways you can do business with us online
during the tax year. PAYE Online for Employers is a
secure, convenient and quick way to send and receive
day to day information about your employees. It is more
reliable and efficient than using paper, and can cut down
on storage space, post and administration.

Doing it online can also bring benefits for your
employees, such as reduced waiting times for the correct
tax code and quicker updates to pensions and benefits
records at the end of the tax year.

You can send and receive forms and Returns online using:

e the internet (suits all employers), choose either:
— our free 'Online Return and Forms' product, or
— third party software

¢ Electronic Data Interchange (EDI) (more suitable for
large employers), or

e alternatively an agent or payroll bureau can file
online on your behalf using our 'PAYE Online for
Agents' service.

Employers with 50 or more employees have to file their
Annual Return (P14s and P35) online. They will have to
do the same for in-year forms P45 and P46 and similar
pension notifications from April 2009.

Under government proposals employers with fewer
than 50 employees will have to file their Employer
Annual Returns (P14s and P35) online by 2010.
From April 2011 they will also have to file some
in-year information such as employee starter and
leaving details (forms P45 and P46) online as well.

Before you can file online you need to register with us.
Our team of online filing 'recruiters' have developed a
range of products to help you. We can support you over
the phone, or in our workshops and presentations,

and take you through the registration process step by
step. After you have registered, we can give you all

the help you may need to send your forms online.

To find out what help is available in your area,

phone 0133 27 24 410 or go to
www.hmrc.gov.uk/inyear

For more information:

e refer to your Employer CD-ROM - it has a learning
package giving step by step guidance on all aspects
of PAYE Online

¢ go to www.hmrc.gov.uk/ebu/paye_online.htm
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Other things you may need to know

Tax code changes

HM Revenue
&Customs

Employee leaves

During the year your HM Revenue & Customs office
may send to you form P6, if:

e there is a change to an employee's tax code, or

¢ you have to add in the employee's pay and tax
from their last employer.

For further information see page 31 of booklet
E13 Day to day payroll which is available from the:

¢ 'Forms & Helpbooks' section of your
Employer CD-ROM, or

e Employer Orderline phone 08457 646 646.

If an employee leaves your employment you will
need to complete a P45. You can get a supply
from the Employer Orderline. See the Order Form
for details.

For further information see page 29 of booklet
E13 Day to day payroll which is available from the:

e 'Forms & Helpbooks' section of your
Employer CD-ROM, or

e Employer Orderline phone 08457 646 646.

If you have used the P11 Calculator on your
Employer CD-ROM for your employee, an in-year
leaver summary is provided that will have all the
information you will need to complete the P45.
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End of Year

feinig

P35 ~ Employer Annual Return
for

You will have further jobs to do at the end of the
tax year.

For example, you will have to send to
HM Revenue & Customs a summary of all NICs
and tax you have deducted during the year.

You do this on a P35 Employer Annual Return,
which we will automatically send to you when
you need it.

You will also need to complete a form P14(2008-09)
End of Year Summary for each employee for whom
you have been required to complete a P11 Deduction
Working Sheet. Use these to record your employees'
end of year details and then send them to

HM Revenue & Customs.

You must complete a P60(2008-09) and give this to
your employee. If you are using a paper form P14
this is the last part of the P14 End of Year Summary.

It is very important that you use the right forms for
the year. We will tell you when the forms are
available from the Employer Orderline.

If you have fewer than 50 employees you may
receive money back tax-free from us if you file your
Employer Annual Return (P14s and P35) online.
For more information about our online services see
'Do it Online' on page 64.

0845 60 70 143
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How long to
keep records

0845 60 70 143

Other things you may need to know

We will send you more detailed information about
End of Year procedures in your Employer Pack

for 2009, issued before the end of the 2008-09
tax year.

You must keep the following forms for at least
three years after the end of the tax year to which
they relate:

e forms P11 and any pay records. This applies even
if an employee does not pay any PAYE or NICs in
the tax year, but you have completed a form P11
to keep records of earnings

e forms P38(s) including those relating to students
for whom a form P14 has been prepared

e forms SL1 and SL2, Start and Stop notices in
respect of Student Loan deductions.

67



These notes are for guidance only and reflect the position
at the time of writing. They do not affect any right of appeal.

Issued by
Customer Information Delivery
July 2008 © Crown Copyright 2008

HM Revenue
& Customs



