Single 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 set out in the offer. 

Payment Information

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

The amount of £ [insert net amount of offer excluding all suspended penalties] should be paid by [insert due date as per contract].

There are several payment methods. There is a full list of all the payment options on our payments website. The address is - https://www.gov.uk/topic/dealing-with-hmrc/paying-hmrc
Whatever payment method you choose you will need to use the following payment reference number.

[insert SAFE Reference]

The payment methods include.

· Debit or credit card. Go to https://www.gov.uk/pay-tax-debit-credit-card
· Cheque. Send your cheque to HM Revenue and Customs, HMRC Direct, BX5 5BD, quoting the payment reference number. You don’t need a street name, city name or PO Box with this address.

· Certificate of Tax Deposit. Send the certificate(s) to HMRC DMB Banking, Cumbernauld, CTD Team Room E1.03, St Mungo’s Rd Cumbernauld G67 1YZ.    
It is your [client's] responsibility to ensure that we receive the payment by the due date.  There is no need to wait for a payslip.  
[Delete the paragraph below if there are no suspended penalties in the offer.] 
Suspended Penalties
We will contact you after 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. 
 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. If an agent is acting, the heading of the letter should include the name of each person who has made the offer, especially in cases where a Joint and Several company offer has been made. If there is no agent, you should address the acceptance letter to all the persons making the offer, with a copy for each signatory.

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

5. If the whole of the gross offer is covered by payments on account or set-offs, so that there is in fact nothing left to pay, the payment information line and everything below it should be omitted.

6. Check that the due date 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 payment date as 3 days + the number of days specified in the offer, see EM6403.
7. Ensure that you include the SAFE charge reference. 
* Delete as appropriate.

