Manual process for suspending penalties


Suspended Penalties: Maintain suspension – Action to take in NPPS
When you create a new penalty case in NPPS the ‘suspend box’ will appear in the Maintain Penalty Details Screen if

· the category chosen is Inaccuracy and 
· FTRC is selected as the behaviour type. 
If the penalty is to be suspended you must check the Suspended box. 
Maintain suspension
After you have selected Calculate Penalty amounts you must then select Submit to take you to Maintain Suspensions. This allows you to 

· record  the period of the suspension and 
· select the team to manage the suspension. 
Once this information has been entered NPPS will automatically set alerts for suspension deadlines and reminders. An alert is the term used to describe a bring-forward action. 
Number of months 
This refers to the length of the suspension period. Using the drop down menu, enter the length of suspension. This must be a numerical value between 1 and 24 (inclusive).
A 24 month suspension period will be exceptional.  It should only be considered in very complex cases. 
Team to Manage Suspension(s) 

Use the drop down menu to select the team to manage the suspension. The Central Penalty Team (CPT) will be responsible for managing suspensions unless the caseworker is in LBS, CAR or LC (Large and Complex or Individuals and Public Bodies) where there is a Customer Relationship Manager (CRM). In these cases the caseworker’s team have responsibility for managing the suspended penalties.
Suspension Conditions 

Suspension Condition 1 is a default condition and must always be included. If you are not adding further text here you must remove ‘For example (insert text here)’ or the Notice of Penalty Suspension will not make sense, where exceptionally you are not issuing the NPPS100 and NPPS101.
Enter the suspension conditions 2-6 as required, using free text. Each suspension condition can have a maximum of 500 characters.  You must set at least one specific suspension condition see CH405150.
You should then complete the entries on taxpayer agreement.
You must produce system generated Notices before resolving the case. (CH405300) 

Resolve Case

From the drop down menu you must select the entry

‘No further action required’
The comments box should be noted along the lines of ‘Closed pending suspension alerts’.

