Review request acknowledgement
You asked for the decision [give brief details] sent to you on [date] to be reviewed.  Your case has been passed to me to carry out the review.

If you have any further information that you want me to take into account as part of my review please send it to me straightaway.

I expect to complete the review by [45 days from date HMRC received review request]. [I think that it will take ‘x’ days to finalise the review and will assume that you agree to this time limit unless you tell me otherwise.] When I have completed my review I will write and tell you my conclusion.

If I cannot complete the review by [date] I will get in touch with you.

If you want to discuss the matter you can write to me at the above address or phone me on the above number. 

You can find further information on reviews on the HMRC website http://www.hmrc.gov.uk/dealingwith/appeals.htm
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