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.
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Tax year 2007-08 starts
on 6 April 2007 and ends
on 5 April 2008.
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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 Ente: you'r dat

cannot find it, you can complete and employee's aate

send us form C);\6855 and V\F/)e will trace of birth here if

the number for you. The CA6855 is you know it. Enter any works
available on your Employer CD-ROM or number for your
from the Employer Orderline. You will employee here.

find an order form in your New
Employer Pack.

Enter the date
your employee
started working
for you.
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If your employee has ticked
'Box D - Student loans' on
their form P46, or 'Box 5' of
their P45 shows that your
employee makes Student
Loan repayments, tick this
box.



