RLS Flowchart 1: Initial Receipt Of RLS Item
Step 1: Function ACTP (Amend CT Payer Details) - Is there a date next to ‘Date Dissolved/Struck Off’?

	If YES – Destroy RLS item.

	If NO – Please go to Step 2.


Step 2: ACTP – Is the RO on COTAX different to that shown on the RLS item?

	If YES – Re-issue RLS item.

	If NO – Please go to Step 3.


Step 3: ACTP – is there a CRN (Company Registration Number)?

	If YES – Please go to Step 4.

	If NO – Please go to Step 6.


Step 4: Companies House – is the RO different?

	If YES – Re-issue RLS item.

	If NO – Go to Step 5.


Step 5: Companies House – does it say ‘Dissolved’?

	If YES – In ACTP – enter the date it was struck off and then destroy the RLS post.

	If NO – Please go to Step 6.


Step 6: Are there arrears? (please see Note1)

	If YES – Please go to Step 7.

	If NO – Please go to RLS Flowchart 2: ‘Establishing if Objection To Striking Off’


Step 7: Is the LA or PLA signal set in function VPPD (View Payments and Postings Details) on any ‘LIVE WORKING’ AP? (please see Note 2)

	If YES – Please go to Step 8.

	If NO – Please go to Step 9.


Step 8: Please do the following:

	· Use Function Note and make a case note:


Tax o/s on LA - Tracing Unit to pursue new address
	· BF for 4 months with BF code WAA TU

	· Complete the spreadsheet.

	· Retain correspondence that cannot be re-issued via COTAX.

	· That is the end of this flow chart for this type of RLS item.


Step 9: Please do the following:

	· Use Function Note and make a case note:


Tax o/s not on LA - email to Tracing Unit to make LA and pursue new address
	· BF for 4 months with BF code WAA TU

	· Complete the spreadsheet.

	· Retain correspondence that cannot be re-issued via COTAX.

	· That is the end of this flow chart for this type of RLS item.


Note 1

Are there arrears?
	· Set RLS in function ACNA (Amend Company Name / Address) if ACTP does not show RLS signal set.

	· Enter TAXW (Taxpayer Work List)

	· Click View

	· It will show Y or N next to ‘Arrears’


Note 2

Is LA or PLA set?
	· In VPPD go into ‘LIVE WORKING’ APs to see if LA or PLA is shown next to ‘Pursuit Status’.

	· It is not AP specific so as soon as you see this on an AP, you do not need to look at any other APs. 
















































































