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Dear 

Employer:  [(1)Insert employer's name]

Income Tax (Pay As You Earn) Regulations 2003 Regulation 81(4) Condition B

*[Social Security (Contributions) Regulations 2001]
I am writing to you about unpaid PAYE Income Tax *[and primary Class 1 National Insurance Contributions (NIC)] which you could be asked to pay.  It is therefore very important that you read the following carefully and let me have a reply by [(2)Insert date].

The above Regulation[s] required [(3)Insert employer's name] to pay all the tax *[and primary Class 1 NIC] deductible from *[a notional payment] *[notional payments] of your employment income to HM Revenue & Customs (HMRC).  Your employer did not do this.  I know that [(4)Amplify what we know].  As a result, in [(5)Insert year(s)] *[(a) your employer *[could] *[could not] have made a tax deduction at the time the notional payment is treated as having been paid] *[but would not have been able to deduct the full amount of tax due] *[and (b) your employer did not recover the primary Class 1 NIC payable by way of deduction].  I have summarised the amount[s] of tax [and NIC] underpaid in the attached sheet.  This summary includes the interest due to [(6)Insert date].

The Regulations allow HMRC to recover the tax *[and primary Class 1 NIC] from you.  This means that you will become personally liable to pay the tax on your employment income *[and primary Class 1 NIC] together with interest to date.

HMRC will make you personally liable unless I receive written representation from you by [(7)Insert date].  Please include evidence that tax [and NIC] was deducted with any letter you send me.

If you prefer to have a meeting please contact me on [(8)Insert telephone number] no later than [(9)Insert date], to agree a mutually convenient date, time and meeting place.

If you do not write to me or arrange a meeting you should pay £[(10)Insert total amount due] by [(11)Insert date].  Please make your cheque payable to 'HM Revenue & Customs' and send it to this office marked for my attention.

Please quote my reference number and provide a daytime telephone number in any correspondence.

I have sent a copy of this letter to [(12)Insert name].

Yours sincerely

*delete as appropriate 
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Information is available in large print, audio tape and Braille formats.

Type Talk service prefix number – 18001 

	Director: Marie-Claire Uhart
	
	[image: image2.png]
	[image: image3.png]

	DIRNS 1A
	
	
	


2

