checks reveal apparent inaccuracies

	Apparent inaccuracies/ failures


	Action required

	No authority to operate a scheme or scheme not notified to HMRC (Charities)
	· ask the employer where the employees’ donations were sent

· explain to the employer how to make the necessary open year adjustments COG906520
· seek recovery for closed years where appropriate.

	Employer unable to produce a written authority from any of the employees involved
	· explain that an employee cannot take part in the scheme unless written authority is given to the employer

· ask the employer to obtain the relevant authorities immediately

· ensure that the authorities have been obtained.

For any employee in respect of whom an authority has not been obtained

· explain to the employer how to make the necessary open year adjustments COG906520
· seek recovery for closed years where appropriate.

	NIC calculated on ‘net pay’ and not true gross pay
	· Explain the correct procedure

· explain to the employer how to make the necessary open year adjustments COG906520
· seek recovery for closed years where appropriate.

	Employer refunds all or part of a donation to an employee
	· seek the employer’s explanation

· remind the employer that properly deducted sums are not refundable (normally the only exception would be to correct an earlier error)

· check that PAYE has been deducted from the refund (regardless of the reason for the refund)

Where PAYE has not been deducted from the refund

· explain to the employer how to make the necessary open year adjustments COG906520
· seek recovery for closed years where appropriate.

	Refunds from the PGA to the employer
	· seek the employer’s explanation

· find out whether any of the refund has been passed on to any of the employees.

Where the employer has passed a refund on to any of the employees

· take action as above.

Where the refund has not been passed on by the employer

· advise the employer to retain the refund until further instructions are given

· send a report to HMRC (Charities) COG913550.

	The employer has not correctly remitted deductions to the PGA by the 14th of each month
	· seek the employer’s explanation

· remind the employer of the obligation to pay the money over within the statutory limit

· advise the employer that an immediate remittance should be sent to the PGA.


