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VCT MAGNETIC MEDIA SPECIFICATION




1.
INTRODUCTION

1.1
This specification describes the format in which Financial Institutions should submit VCT returns of individual information to HMRC
1.2
Financial Institutions are required to make Returns under Regulations 21A Statutory Instrument 1996 No. 1979.

1.3
If an Institution is unable to meet the standard specification then returns on magnetic media will not be accepted.

1.4
The rules for acceptable media for magnetic returns are specified in Appendix A.

1.5
File header formats for submission on magnetic tape are specified in Appendix B.

1.6
The allowable character set for both Headers and Data is defined in Appendix C.
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2.
GLOSSARY

2.1
Returns

Each VCT return will consist of one or more sub-returns.

2.2
Sub-returns



Sub-returns are required because some Financial Institutions cannot 
provide all their information on one return for a number of reasons.

1.
Financial Institutions may be supplying their returns either on different media or from different systems.

2.
Financial Institutions may have a regional system and they cannot collate the information on one return.

N.B.
If part/all the Return is one paper we require the Financial Institutions to collate this information and provide it on one sub‑return.

2.3
Batches

We have a limit of one Gbyte of data which we can read and process at a time.  For this reason where a sub-return exceeds this limit the Financial Institutions are required to divide their sub-return into a number of batches.

Each VCT sub-return consists of one or more batches of up to one Gbyte each.  A sub-return which is greater than one Gbyte is required to be split into batches.  A sub-return which I less than one Gbyte may be submitted in one batch.

2.4
Structured Name

Where a Financial Institution holds its names in a structured format ie the Title, Initials or Forename(s) and Surname are held separately

2.5
Unstructured Names

Where a Financial Institution holds its names in an unstructured format i.e. the full name is held in a free text field.
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3.
RETURN FORMAT

3.1
Three record types are required within the VCT return:

Type 1
record relating to the Financial Institution and which is a batch management record

Type 2
records relating to VCTs operated by the Financial Institution

Type 3
records giving control totals information for the whole return.

3.2
Each VCT sub-return may consist of one or more batches of up to one Gbyte each.  A sub-return which is greater than one Gbyte is required to be divided into batches.  A sub-return which is less than one Gbyte may be submitted in one batch.

3.3
Each VCT batch must start with a Type 1 Record which defines the parameters for the batch, including the details of the Financial Institution submitting the return.

3.4
One or more Type 2 records follow the Type 1 record.  The Type 2 record contains details of the amounts subscribed.

1.
Type 2 records should give details of the beneficial owner of the shares.

2.
Always supply details of all amounts subscribed in the year for each beneficial owner.

3.
The records need not be sorted, for instance, in alphabetical order.

3.5
A single Type 3 record follows the last of the Type 2 records in each batch.  The Type 3 record contains a count of the number of beneficial owners who have subscribed and reported on the VCT return batch (ie a count of Type 2 records).

3.6
Mandatory fields (indicated by a ‘M’ in the Type column) must be completed using one of the values described.

Non-mandatory fields (indicated by a ‘O’ in the Type column) should be completed where possible, otherwise space-filled.

Conditional field (indicated by a ‘C’ in the Type column) must be completed where the conditions stated are met, otherwise pad with spaces.
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VCT MAGNETIC MEDIA RETURN SPECIFICATION

4.
TYPE 1 RECORD STRUCTURE

	Date Item Name
	Format
	Type
	Notes



	RECORD TYPE
	CHAR 1
	M
	Value “1”



	RECORD TYPE
	CHAR 10
	M
	Value “VCT”

Left justify pad with spaces



	VCT REFERENCE
	CHAR 8
	M
	Format is A9999/99

The reference is issued to the VCT for the purpose of submitting the Return.

(Right justify pad with zeros “O”.)



	VCT NAME
	CHAR 50
	M
	The name of the VCT submitting the Return.

Left justify pad with paces.

NB Name only, please do not supply any address.



	TAX YEAR
	CHAR 4
	M
	Format is CCYY.



	BATCH NUMBER
	CHAR 2
	M
	Format is 99.

Batch number within sub-return.

Starting at C1.

Right justify pad with zero (pad with space allowed).



	TOTAL NUMBER OF BATCHES
	CHAR 2
	M
	Format is 99.

Total number of Batches within the sub-return.

Right justify pad with zero (pad with space allowed).



	INVESTOR TITLE LENGTH
	CHAR 2
	M
	Format is 99.

The number of characters to supply an investor’s title.

Right justify pad with zero (pad with space allowed).



	
	
	
	NB Set to “00” zero if UNSTRUCTURED name is always supplied in the INVESTOR NAME field, or investor titles are not held on the VCT’s system.
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4.
TYPE 1 RECORD STRUCTURE (Continued)

	Date Item Name
	Format
	Type
	Notes



	INVESTOR FORENAME(S) LENGTH
	CHAR 2
	M
	Format is 99.

The number of characters used to supply forename(s)/initial(s) in INVESTOR FORENAME(S) field. 

Right justify pad with zero (pad with space allowed).

NB Set to “00” zero if UNSTRUCTURED name is always supplied in INVESTOR Name field.



	INVESTOR NAME LENGTH
	CHAR 3
	M
	Format is 999.

The number of characters used to supply an investor’s surname for STRUCTURED names or numbers of characters used to supply full name for UNSTRUCTURED names, which ever is greater.

Right justify pad with zero (pad with space allowed).



	INVESTOR ADDRESS LINE LENGTH
	CHAR 2
	M
	Format is 99.

The length of address line used for an investor address.

NOTE: this cannot be zero “00”.

Right justify pad with zero (pad with space allowed).



	INVESTOR ADDRESS LINE COUNT
	CHAR 2
	M
	Format is 99.

The number of address lines used for an Investor address.

Right justify pad with zero (pad with space allowed).



	INVSTOR POSTCODE SUPPLIED
	CHAR 1
	M
	“Y” if postcodes are held separately from the address on the VCT’s system.



	
	
	
	“N” if postcodes are only held as part of the address on the VCT’s system.



	SUBMISSION OF VCT RETURN

VCT MAGNETIC MEDIA SPECIFICATION




5.
TYPE 2 RECORD STRUCTURE

	Date Item Name
	Format
	Type
	Notes



	RECORD TYPE
	CHAR 1
	M
	Value “2”.



	VCT INVESTOR REFERENCE NUMBER
	CHAR 20
	M
	The reference by which the investor is known by the VCT.

Left justify pad with spaces.



	STRUCTURED NAME
	CHAR 1
	M
	“Y” if investors name is held in a structured format, i.e. Title(s) are supplied in the INVETOR TITLE field, forename(s)/initial(s) are supplied in the INVESTOR FORENAME(S) field and surname only is supplied in the INVESTOR NAME field



	
	
	
	“N” is investor name is not in a structured format.



	NAMING CONVENTION
	CHAR 2
	M
	“00” if structured name is set to “Y”.



	INVESTOR TITLE
	CHAR X
	O
	Title of the investor, e.g. MR or MRS or MS or DOCTOR etc.

NB Provide a space between titles, if more than one title is provided for the investor.

Left justify pad with spaces.



	INVESTOR FORENAME(S)
	CHAR X
	O
	Forename(s) and/or Initial(s) of the investor.

NB Space initials if provided.

Left justify pad with spaces.



	INVESTOR NAME
	CHAR X
	M
	Surname of the investor if STRUCTURED NAME field is set to “Y”.  Full name of investor if STRUCTURED NAME field is set to “N”.

Left justify pad with spaces.



	INVESTOR NINO
	CHAR 9
	C
	Format AA999999A.

The National Insurance Number (NINO) of the investor must be supplied if it is held by the VCT.  The last character should be A, B, C or D or may be space filled if not known.



	
	
	
	If the NINO is not held by the VCT then space fill (preferred) or supply the following DUMMY NINO XX999999X.
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5.
TYPE 2 RECORD STRUCTURE (Continued)

	Date Item Name
	Format
	Type
	Notes



	INVESTOR ADDRESS
	CHAR X
	M
	The permanent residential address of the investor.

Left justify pad with spaces.



	INVESTOR POSTCODE
	CHAR X
	C
	Postcode for the above address.



	INVESTOR DATE OF BIRTH
	CHAR 8
	C
	Format is DDMMCCYY.

Investor’s date of birth.



	AMOUNTS PAID FOR SHARES
	CHAR 11
	M
	The actual amount paid by the investor for the shares certified for distributions relief.

Right justify pad with zero’s (pad with spaces is allowed).



	DATE PAID
	CHAR 8
	M
	Format is DDMMCCYY.

The date on which the qualifying shares returned above were acquired.
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6.
TYPE 3 RECORD STRUCTURE

	Date Item Name
	Format
	Type
	Notes



	RECORD TYPE
	CHAR 1
	M
	Value “3”.



	INVESTOR COUNT
	CHAR 11
	M
	The count of all the investor Type 2 records submitted in this batch will be used to ensure the integrity of the received batch.

Right justify pad with zero (pad with spaces allowed).
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7.
GUIDANCE NOTES

7.1
VCT Reference Number (Record Type 1)

This is the HMRC reference number supplied to the Financial Institutions for the return of the VCT unit.

The format is A9999/99, it is made up of the following:-

The first character can be any character in the range of “A to “Z”.

The next 2 characters will always be “0” (zero).

The next 2 characters will be in the numeric range “0” to “9”.

The last 2 characters relate to the sub-return number.

7.2
Amounts Paid for Shares (Record Type 2)

The amount entered is in £s, therefore ignore/truncate pence or round down to nearest whole pound.  It is the actual amount paid by the investor.

7.3
Date Paid (Record Type 2)

The date of payment by the investor to the VCT.
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7.4
Naming Convention (Record Type 2)

This only applies if the STRUCTURED NAME field is set to “N”.  The full name will be supplied in the surname field.  This field is used to determine how we will interpret the free format name supplied in that field.

NAMING CONVENTION set to the following, depending on how the names are most commonly supplied:-

“01”
title, forename(s), surname eg Mr John Adam Smith

“02”
surname, forename(s), title eg Smith John Adam Mr

“03”
surname, title, forename(s) eg Smith Mr John Adam

“04”
forename(s), surname eg John Adam Smith

“05”
surname, forename(s) eg Smith John Adam

“06”
surname, title, initials eg Smith Mr J A.

NB Forename(s) may contain initials or may NOT even be present.

This list will be expanded, as we become aware of the different ways Financial Institutions enter the names on their system.  If the Institution uses a name format not listed then contact CAR Audit for advice:

e-mail
savings.audit@hmrc.gsi.gov.uk
Tel:
0151 472 6165 or 6175
Fax:
0151 472 6124

	APPENDIX A

Guidelines for acceptable

Media for Magnetic 

Returns
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Appendix A

GUIDELINES FOR ACCEPTABLE MEDIA FOR MAGNETIC RETURNS

Data will be accepted on :-

· CD

· DVD

· Floppy Disc

· 34/80 or 34/90 Cartridge

· LTO Tape (1,2 or 3)

· USB Sticks 

-   DLT Tapes
according to the following formats:

1.
½” MAGNETIC TAPE

1.1
General

9 track IBM/ICL, or 18 track IBM3480, or 36 track IBM3490 standard in EBCDIC or ASCII, with the data layout as defined in the main body of this return specification and the header layouts as defined in Appendix B.

1.2
Tapes modes and packing densities

The tape should be 0.5” industry compatible magnetic tape of up to 2400 feet.

a.
9, 18 or 36 track tape recorded in Phase Encoded (PE) mode and packed at 1600 cpi


OR

b.
9, 18 or 36 track tape recorded utilising the Group Code Recording (GCR) method and packed at 6250 cpi.

1.3
Parity

Vertical row parity must be ODD for all types of 9 track transfer.  Parity must be constant throughout the entire length of tape including labels.

2.
IBM PC 3.5” (720k/1.44M) OR 5.25” (360k/1.2M) FLOPPY DISK

2.1
General

There must be only one file per disk.

2.2
Format

File must be ASCII/EBCDIC text files.  NOT database or spreadsheet files.
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2.3
Content

The content of the files should be in magnetic return format as defined in the main body of this specification.

2.4
Naming

File should be named with the main name denoting the sub-return reference number excluding the “/” slash and the extension denoting the sequence number of the file in the sub-return eg for reference number A9999/99:

A999999.001, A999999.002 etc…

EXAMPLE:  A Financial Institution whose sub-return 01 is to be provided on floppy disk(s).

HMRC
Reference No

: B1050/01

Media


: Floppy Disk

No. of Disk(s)

: 3

Name Files as follows:

B105001.001
This should contain one TYPE 1 Record followed by a number of TYPE 2 records.

B105001.002
This should contain a number of TYPE 2 records.

B105001.003
This should contain a number of TYPE 2 records then one TYPE 3 record.

3.
OTHER MEDIA

We can only deal with media as specified above.
3.1
General

Financial Institution may wish to submit a test tape prior to submitting their return.  This tape should contain an ASCII or EBCDIC text file of verifiable content (eg Mary had a little lamb).  Test tapes are best submitted at the start of the fiscal year as priority will be given at other times to processing actual returns.
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3.2
Content

Each tape should contain the HMRC Headers (see Appendix B) and one ASCII or EBCDIC text file in the return format defined in the main body of this specification.

3.2
Quarter Inch Cartridge Tape Format

QIC02, QIC120 or QIC150, Text file only, not ‘tar’, cpio’ or archive format of any kind.

3.4
Exabyte Format

Text file only, not ‘tar’, cpio’ or archive format of any kind.

	APPENDIX B

Header

Specification
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APPENDIX B

HEADER SPECIFICATION

1.
GENERAL

This specification defines the acceptable headers required by HMRC.  These should be present on each ½” Magnetic Tape or cartridge tape or exabyte.

2.
STANDARD HEADERS

HMRC will accept standard IBM Headers and ICL 2900 Headers.  These are 3 x 80 Byte Headers corresponding to the following:

-
VOL1

-
HEADER 1

-
HEADER 2.

NB For IBM headers please do not supply any USER headers.

HMRC will be using the following information from these headers.

2.1
VOL1

Position
Field Content

1-3

Label identifier – “VOL”

4

Label Number – “1”.

2.2
HEADER1

Position
Field Content

1-3

Label identifier – “HDR”

4

Label Number – “1”

28-31
Sequence number of media within batch starting at 0001 for first media of batch, 0002 for the second and so on.  The sequence number must be different on each item of media in a batch and the number must correspond to the position of the media within the batch.
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2.2
HEADER2

Position
Field Content

1-3

Label identifier – “HDR”

4

Label Number – “2”

5
Record Format – “F” – Fixed size records or “V” – Variable size records

6-10
Block Length – numeric characters – Maximum block length, including block header (Min. 2048 – Max 19000).

NB HMRC will not look past the TAPE MARK at the end of the data segment.

3.
STANDARD HMRC HEADERS

3.1
Inclusion of Headers

The Headers and data should be separated from the main data file on the tape by TAPE MARK.

NB On UNIX Systems a TAPE MARK is produced when the file is closed.

3.2
Tape Headers

HMRC expect 3 x 80 byte headers.

3.2.1
VOL1

Position
Field Content

1-3

Label identifier – “VOL”

4

Label Number – “1”

5-80

Not Used.
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3.2.1
HEADER1

Position
Field Content

1-3

Label identifier – “HDR”

4

Label Number – “1”

5-27

Not Used

28-31
Sequence number of media within batch, starting at 0001 for first media of batch, 0002 for the second and so on.  The sequence number must be different on each item of media in a batch and the number must correspond to the position of the media within the batch.

32-80
Not Used.

3.2.3
HEADER 2

Position
Field Content

1-3

Label identifier – “HDR”

4

Label Number – “2”

5
Record Format – “F” – Fixed size records or “V” – Variable size records

6-10
Block Length – numeric characters – Maximum block length, including block header (Min. 2048 – Max. 19000)

11-80
Not Used.

NB Please ensure that fields which are Not Used contain either spaces or an acceptable character.

NB HMRC will not look past the TAPE MARK at the end of the data segment.

	APPENDIX C

Allowable

Character Set
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APPENDIX C

ALLOWABLE CHARACTER SET

All Headers and Data must be encoded in ASCII or EBCDIC character sets.

NB  Both the Headers and Data must use the same character set.

Only the following characters are allowable:

Upper Case Alphabet

A to Z

Lower Case Alphabet

a to z

Numbers


0 to 9

Oblique


/

Hyphen


-

Ampersand


&

Full Stop


.

Apostrophe


‘

Comma


,

Left Hand Parenthesis

(

Right Hand Parenthesis
)

Space

NB  Numeric data must be expressed in decimal as printable characters.

NB  It is VITAL that the following characters ARE NOT supplied:

Asterisk


*

Semi-colon


;

Vertical Bar


|

	SECTION 2

VCT Submission Instructions

for Financial Institutions
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1.
INTRODUCTION

If you are not responsible for the production and issue of the VCT sub-return would you please pass this entire package to the correct person so that all sub‑returns received by the Revenue bear the correct labelling, and are accompanied by a submission document.

As stated in the notice which will be issued to you the media which you have agreed to submit should be returned to CRI at the address specified in Appendix B (Contact Information).

You will be issued with labels and submission documents that you should complete in accordance with the instructions below

2.
MEDIA LABELS – QUANTITY SUPPLIED

One sheet of labels will be enclosed for each sub-return known to the Revenue.

If the number of labels supplied is insufficient please contact CRI for additional supplies.  Refer to Appendix B (Contact Information) for details.
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3.
STRUCTURE OF INFORMATION

Each Financial Institution will make one or more sub-return(s).  These are divided into one or more reproducible batches, with each batch being submitted on one or more volume(s) of media.

Many Financial Institutions will only be submitting one sub-return consisting of one batch in any VCT Return.  However, some sub-returns may need to be divided into several batches.  Please refer to VCT Magnetic Media Specification for definition of sub-returns and batches.

Separate items of media – tape, disk, box of paper etc, should be labelled as a volume, with each volume being numbered sequentially within a batch and each batch being numbered sequentially within a sub-return.

An example is shown below of a Financial Institution whose Return comprise three sub-returns, one of which is expanded to show its component parts.
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In the example above the sub-return A1234/02 comprises two batches, the first batch comprises three volumes of media and the second batch comprises one volume of media.  Refer to the sample submission document to show how this is completed.
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Each volume should be uniquely labelled and one submission document should accompany each package.  A package may contain one of the following:-

i.
Complete sub-return

ii.
Re-submission of failed batch(es)

iii.
Additional batch(es) for omitted accounts

iv.
Re-submission of an erroneous sub-return or erroneous batch(es).

The contents of each package should be consistent with the accompanying Submission Document.

4.
PAPER SUBMISSIONS

Paper submissions should be sent to CRI at the address given in Appendix B.

5.
SUBMISSION DATES

Your returns should be submitted no later than 5 October each year.

6.
LABEL COMPLETION INSTRUCTIONS

Please complete the labels in accordance with the following instructions.  You are requested to check the details that have been pre-printed and complete the details where they have been omitted.
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LABEL INFORMATION

Each sheet contains two types of labels:  Type A and Type B.

Type A Label




Type B Label

Pre-printed and specific to a 


General or continuation labels to

sub-return.




be used to identify any additional 





volumes.

	VCT Return 1996/97


	
	See Note
	
	VCT Return 1996/97



	HMRC Bank


	
	1
	
	HMRC Bank



	Sub-Return
:
B1111/01
	
	2
	
	Sub-Return
:
B1111/01

	Description
:
A11
	
	3
	
	Description
:
A11

	Batch No
:
     of
	
	4
	
	Batch No
:
     of

	Volume No
:         of
	
	5
	
	Volume No
:         of


6.1
Explanation of Notes

1.
Financial Institution name which will be pre-printed by HMRC.

2.3
Financial Institution Reference which will be pre-printed by HMRC.  Where specific sub-return details have been agreed the sub-return Reference Number and Description will be printed.  You should ensure that each label is attached to the correct volume.  Where the sub-return Number information is not printed you are asked to complete the label.

4.
Batch number details should be inserted on each volume, followed by the total number of batches making up the sub-return referred to in 3, eg Batch 2 of 5.  These two numbers in combination indicate the sequence of a batch within the sub-return.

5.
Volume number details should be inserted on each item of media followed by the total number of volumes which make up each individual batch, eg Volume 1 of 3.  These two numbers in combination indicate the sequence of a volume within the batch.

Numbers entered at items 4 and 5 enable the operator to check the sequence of each volume of media within the batch and also to conform that they have received complete details of a sub-return.
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7.
SUBMISSION DOCUMENT COMPLETION INSTRUCTIONS

One submission document should accompany each package of media and will provide details of all volumes included in the package.  If the number of submission documents supplied is insufficient please contact CRI for additional supplies, refer to Appendix B (Contact Information).

Where details are known to HMRC they have been pre-printed on the submission document.  Where these details are missing or incorrect the submission document should be amended.  A sample submission document is provided.  Please note that the italic print corresponds to Financial Institution-entered data.  To complete/amend follow the instructions detailed below:-

	Note
	Instructions – (Page 1)



	1
	Sub-return Information



	1.1
	Financial Institution Name will be shown.



	1.2

&

1.3
	Where details of the sub-return are known, the name and reference number of the sub-return have been printed.  If the details are not already shown, please complete with full information.



	2
	Media Return Information



	2.1

&

2.3
	Contact Name and Telephone Number will be completed where known.  Please complete this if it is not shown and make any corrections at item 6.5 and 6.7.



	2.2
	Media Return Address – if the address is incorrect please add the correct address at item 6.6.



	3
	Technical Information



	
	Please provide technical details concerning the type of media to be submitted.  This will assist with the handling of your media.  You are asked to complete as many details as possible.
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3.1
Media Type – please identify the media type as one of the following categories.

· CD

· DVD

· Floppy Disc

· 34/80 or 34/90 Cartridge

· 94/80 Cartridge

· LTO Tape (1,2 or 3)

· USB Sticks 

-   DLT Tapes
3.2
Encoding – please identify the encoding as either ASCII or EBCDIC.

3.3
Block Size – please indicate the block size that you are using for your submission.

3.4
No. of Headers – please indicate the number of headers that you are using.

4
Naming Conventions

Please refer to APPENDIX A.

5.
Additional Information

This section should be used to enter any additional information that may be considered to be relevant and is not entered elsewhere.

6.
Enter Changes

This section should be used to enter the changes to details which have been pre-printed on your form, where the pre-printed details are incorrect.
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7.
Total Items Enclosed in Package

Please enter the total number of items that are enclosed within each package.

Submission Status

Please indicate the submission status of the package.  This could be one of the following options:-

	Initial
	-
The initial submission of the whole sub‑return.



	Retry R
	-
This is for re-submission of failed batch(es) as a result of a 
previous submission being failed by the Revenue.



	Retry FI
	-
This is for re-submission of failed batch(es) as a result of 
the Financial Institutions notifying the Revenue of errors in 
a previous submission.



	Omissions
	-
This is for supplying additional batch(es) which was/were 
accidentally omitted from the initial submission.  Please 
enter the total number of items that are enclosed within 
each package.


Page No.

Please enter the page number and the total number f pages in the submission document.

Note
Instructions – (Page 2 and continuation sheets)

The second and subsequent sheets should be used to enter details of the volumes which have been submitted in the package.  Individual volume numbers and batch numbers should be entered as appropriate.  Please see page 2 of the sample submission document.

Your Reference Number is for use by Financial Institutions who may need to identify a specific volume by their own numbering system.

Sample submission document
This document and accompanying data should be sent to:

HM Revenue & Customs, Centre for National Information, Data Capture Unit, Ground Floor, Government Buildings, Ty Glas Road, Llanishen, Cardiff, CF14 5ZG

Media Report Information



If there are any changes to the above details, please notify:

HMRC, CAR – Audit
Tel - 0151 472 6165 or 6175
   Email – savings.audit@hmrc.gsi.gov.uk

Sub Report Information

   FI / Paying Agent Name



:  

   FI / Paying Agent Sub-Return Reference

:  

   FI / Paying Agent Sub Return Description

:  

Technical Information

   Media Type



:  TAPE: Magnetic Tape (6250 BPI
   Encoding



:  EBCDIC
   Block Size



:  18750
   No of Headers
:  3
If there are any changes to the Technical Information, please enter them below

   Media Type



:

   Encoding



:

   Block Size



:

   No of Headers


:

	
	
	
	
	

	Number of Magnetic Media items enclosed:
	4
	        Submission Status:
	initial
	

	Contact name for audit purposes:


	
	        (Live / Test)
	
	


Please keep a copy of the return submitted in case your return needs to be amended or we need to ask you about the data you have submitted. Please note CD’s, DVD’s and Floppy Disks cannot be returned. Cartridge tapes will be returned on request to HMRC CAR Audit.

When you have completed page 2 send this document and your data to the address at the top of this page.

Media Submission Details  (To be completed in all cases - see guidance notes)

Batch No


Volume No


Your Ref No

	1 of 2
	1 of 3
	G1327



	1 of 2
	2 of 3
	G1328



	1 of 2
	3 of 3
	G1329



	2 of 2
	1 of 1
	G1330
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APPENDIX A

NAMING CONVENTIONS

1.
INTRODUCTION

This section is applicable only to those fields where names are supplied as free format text, ie the Account Title.  We need to determine the order of the elements in the name as they have been entered in the majority of cases.  This should be indicated by the 2 digit numerical code that best suits the data on this VCT Sub-Return.  The following rules apply to the second digit, which shows the order of the elements within the names.

2.
RULES OF THE NAME FORMAT

1.
[Title] [Forename and/or Initials][Surname]


eg Mr John Adam Smith, Mr J A Smith, Mr John A Smith

2.
[Surname] [Forename and/or Initials][Title]


eg Smith John Adam Mr, Smith J A Mr, Smith John A Mr

3.
[Surname] [Title][Forename and/or Initials]


eg Smith Mr John Adam, Smith Mr J A, Smith Mr John A

4.
[Forename and/or Initials][Surname]


eg John Adam Smith, J A Smith, John A Smith

5.
[Surname] [Forename and/or Initials]


eg Smith John Adam, Smith J A, Smith John A

6.
[Surname] [Title][Initials]


eg Smith Mr J A


(See Note Below)

NOTE:
It is helpful to give this code rather than 3 where you know that you 

will be submitting initials only.
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3.
TYPE 2 RECORDS – (ACCOUNT)

These records pertain to a single individual.  Where a Financial Institution always holds its names in a structured format, ie the Title, Initials or Forename(s) and Surname are held separately and are provided as such in the Type 2 record, please supply 00.

If the Financial Institution sometimes or always holds its names in an unstructured format, ie the full name is held in a free text field, please use the number 0 as the first digit to indicate that this is a single individual, and the second digit as in Rules for Name Formats, to indicate the different naming conventions.  The following codes would apply to the examples detailed below:-

01
Mr John A Smith

02
Smith John A Mr

03
Smith Mr John A

04
John A Smith

05
Smith John A

06
Smith Mr J A

	APPENDIX B

Contact

Names




	VCT SUBMISSION INSTRUCTIONS FOR FINANCIAL INSTITUTIONS




APPENDIX B

CONTACT DETAILS

1.
CNI INFORMATION


Postal Address:

	HMRC Centre for National Information

	Data Capture unit

	Ground Floor Government Buildings

	Ty Glas Road

	Llanishen

	Cardiff

	CF14 5ZG

	Telephone 029 2032 7452


2.
CAR AUDIT 

e-mail   savings.audit@hmrc.gsi.gov.uk  
Telephone Numbers:

0151-472-6165 or 6175
Fax Number:

0151-472-6124

	


3.
ASPIRE INFORMATION

ASPIRE Contact:

Financial Institution Liaison Officer

Telephone Number:

Telford (01952) 295189 

Financial


Institution


A1234





Sub-Return
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Sub-Return





01





Sub-Return





02





Batch





1 of 2





Batch





2 of 2





Volume





2 of 3





Volume





1 of 1





Volume





3 of 3





Volume





1 of 3
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Name: John Smith





Address & Postcode: HMRC ITO/C Group 7


			Room 418


			Loddon House


			Basing View


			Basingstoke


			RG21 2JT





Tel	: 01256 848000


Extn.	: 
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