EDI / FBI Incorrect Employer Reference Stencil

This stencil is for use for years up to 2003/04.  A new stencil will be added for years 2004/05 onwards

	EMPLOYER REFERENCE EXCEPTION



	To……………………………………………………………….Office



	Name of Employer……………………………………………….….



	An employer annual return has been submitted via EDI / Internet for the above employer

The reference shown on the submission ……../………………. is invalid

Date of submission ……/……/20….

A copy of the return is attached



	You must take the following action

· Use Function RECORD RETURN RECEIPT to record receipt of the return using the date of submission


· Monitor the BROCS record using Function View BROCS Format 9 (Designatory Data for ASN) to ensure the return receipt date is shown

Then


· Use Function Capture EOY Return Details to process this return



	THIS STENCIL AND A COPY OF THE RETURN MUST BE RETAINED WITH THE EMPLOYER FILE

A copy of this return is also held in the e-services Filestore




