Instalment payment acceptance letter  
It is important that you read the Notes for completion below before drafting your letter of acceptance.

On behalf of the Commissioners for Her Majesty’s Revenue and Customs I accept your [client’s] offer dated [insert date of letter of offer] to pay the sum of £ [insert gross amount of offer] on the basis and in the manner set out in the offer. 

Payment Information

The following details about how to pay are for information purposes only and do not form part of our acceptance of your [client's] offer.

The first instalment of £ [insert amount of first instalment] should be paid by [insert due date as per contract].
[Delete this paragraph if there are no suspended penalties in the offer.]  We will contact you [your client] following the end of [the/each*] suspension period to ask for the information we need to be satisfied that you have [your client has] met the relevant suspension conditions. We will consider that information and let you know whether or not you have [your client has] to pay an amount equal to the suspended penalty. 

There are several payment methods for this payment and future instalments. These include

· direct debit. Please telephone 01274 539665 to set up a payment plan,

· cheque, and

· debit card using our online BillPay service - www.billpayment.co.uk/hmrc.

There is a full list of all the payment options on our payments website. The website address is - www.hmrc.gov.uk/payinghmrc/index.htm

It is your [client's] responsibility to ensure that we receive the first payment by the due date and subsequent payments by each due date.

Setting up a direct debit payment plan is the best way to ensure that payment dates are not missed. Direct debit instructions should be set up no later than 21 days before the first payment covered by the instruction is due. You can make the first payment by cheque or another method and all the subsequent payments by direct debit.    

There is no need to wait for a payslip before making a payment. A cheque can be sent in advance to HMRC Accounts Office Shipley Bradford BD98 1YY quoting the payment reference number [insert SAFE Reference].

This reference will also be required if any of the other payment methods are used. 

Notes for completion

1. Do not delete, amend or add anything above the payment information line. This could invalidate the acceptance. If there is anything additional, other than payment instructions, it should be included in a separate letter.

2. Remove the [brackets] where appropriate and words in italics. Delete [client's] when it is not appropriate. Ensure the result is correct, logical and good English.

3. The acceptance letter should be addressed to the legal person(s) who have made the offer, for example, where ABC Ltd makes an offer (which is signed on behalf of the company by the directors, Mr X and Mrs X) the legal person is ABC Ltd. However if the directors make a joint and several offer with the company, the legal persons are ABC Ltd, Mr X and Mrs X.  
4. A copy of the letter of acceptance should be sent to each person who has made the offer. In a company offer this is the limited company. In a joint and several offer a copy should be sent to the company and each director. In a partnership offer a copy should be sent to each partner who has signed the offer.  

5. If an agent is acting, the heading of the letter should include the name of each legal person who has made the offer, especially in cases where a Joint and Several company offer has been made. 

6. If a letter from an agent has amended the letter of offer, you should include the wording given at EM6325.

7. Check that the due date for the first payment is the same as the date in the letter of offer, normally 30 days from the date of the acceptance letter. The SAFE Stencil should show the first payment date as 3 days + the number of days specified in the offer EM6403. The due dates for the second and subsequent instalments on the SAFE Stencil should be the same as the agreed instalment plan dates EM6252.    
8. If the first instalment has been paid replace the second sentence under the payment information line with 

"The next instalment of £ [insert amount of next instalment] should be paid by [insert due date of this instalment as per contract]."

9. If the offer includes a suspended penalty and the taxpayer has paid all other amounts when you issue the acceptance letter, you should replace the second sentence under the payment information line with 
"If you do not satisfy us on [insert date suspension period expires] that the conditions of suspension have been met, £….. will be due on [insert date suspension period expires].” 
10. Ensure that you include the SAFE charge reference in the penultimate paragraph of the letter. This is required to set up a direct debit payment plan.  

