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If you have a tax adviser,
you may be able to send
your Tax Return
electronically using the new
Electronic Lodgement
Service. Ask your tax

adviser for details.

WHAT YOU HAVE RECEIVED
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Ré¥erwe Tax Return Guide

How to fill in your Tax Return

our new Tax Return asks for details of
Yyour income and capital gains. With it | have
sent two guides; this one to help you fill in your
Tax Return, and another to help you calculate
your tax bill (if you want to).

Everybody gets the first 8 pages of the new Tax
Return and there are other ‘supplementary’ Pages
for some types of income and gains. For example,
there are Pages for employment income, and for
self-employment income. Based on the
information available to me | have included any
Pages | think you need at the back of your

Tax Return.

It is your responsibility to make sure that you

complete the right supplementary Pages.
Ignore any | have sent you that do not apply.

You must send them back to me on time with the
rest of your Tax Return. Otherwise you will be
liable to an initial automatic penalty of £100, and

further penalties for continued delay.

Supplementary Pages for
some types of income and
gains are bound into the

back if they apply to you.

Supplementary Pages are
illustrated on pages
6 and 7 of this Guide.

WHAT YOU SHOULD DO FIRST

‘ EMPLOYMENT YES-
‘ SHARE SCHEMES vss-

Orderline is open from
8am to 10pm every day
(except Christmas day)
on 0645 000 404. Calls
are charged at the local
rate. You can also order
by fax on 0645 000 604,
or by e-mail (saorderline.
ir@gtnet.gov.uk), or in
writing to PO Box 37,

St Austell, PL25 5YN.
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First, fill in page 2 of your
Tax Return. This tells you
which supplementary Pages
you must complete.

Pages 6 and 7 of this Guide
will help.

Next, if you need any
supplementary Pages
phone the Orderline. It can
provide any of the
supplementary Pages,
leaflets or Help Sheets

mentioned in this Guide.

Decide if you want to
calculate your tax or if you
want me to do it for you.

It will save you time and
effort if you leave it to me.
The relevant dates for
completing your Tax Return
are shown on the front of
the form, but you do not
have to wait until then. The
check list on page 3 shows
you how these dates fit into

the tax year.

If you are not sure what to
do, please ask for help
before you start to fill in

your Tax Return.
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When the Tax Office is

closed, phone the Helpline

on 0645 000 444 for

general advice (text phone

is available). It is open
each evening and at
weekends (except

Christmas Day). Calls are
charged at the local rate.

Remember, you are
responsible for the
accuracy of your Tax
Return.

Gather together information
about your financial
circumstances for 1996-97.
For example, if you are an
employee you will need your
P60 or payslips and
information provided by your
employer if you have any
benefits. Also you will need
any building society
statements, dividend
vouchers and other

financial records. Do not
send these with your Tax

Return; keep them safe.

You are now ready to fill in
your Tax Return. Pages 4
and 5 of this Guide tell you
what to do, and the rest of
the Guide will help you fill in
the boxes. If you need more
help ask your Tax Office or

tax adviser.

If after sending me your

Tax Return, you find that you
have made a mistake, let me
know at once. You will only
be penalised if your Tax
Return is incorrect through
fraud or negligence. The
penalties can be up to 100%
of the difference between the
correct tax due and the
amount that would have
been due on the basis of the
figures you returned. You

could also be prosecuted.

WHAT THE INLAND REVENUE DOES
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In its dealings with you,

the Inland Revenue is
governed by the

Taxpayer’s Charter set out
on page 30 of this Guide.
Page 30 also explains how

to complain if you are

dissatisfied with the way

the Inland Revenue

handles your tax affairs.

When | get your completed
Tax Return | will process it
based on your figures, to
work out how much you
owe, or how much the
Inland Revenue owes you. If
| see any obvious mistakes -
for example in the
arithmetic - | will put them
right and tell you what |

have done.

I will send you my
calculation of your tax if
you have asked the Inland
Revenue to do it for you. If
you have calculated your
tax, | will let you know if

it is wrong.

Later, | will send you a
statement of your account
with me. This will explain
how to pay any tax due -
see the notes on page 29 of
this Guide.

Once your Tax Return has
been processed it will be
checked. | have until

31 January 1999 to do this
(later if you send your Tax
Return late). | may make
enquiries about your figures
and ask you to send me the
records from which you
took them. | will also check
your figures against any
details received from other
sources, such as your
employer or bank.

Read page 29 of this Guide if
your Tax Return was issued
after 31 July1997.

KEY DATES AND
SUMMARY

1996

You must, by law,
have kept all
records.

e Failure to do so
could give rise to
penalties.

April 1997

You receive your
Tax Return:

e check to see you
have all the right
Pages

e find your records
e fill in your Return.

30 September
1997

Send back
completed Tax
Return if you want
me to

¢ calculate your tax
in time for the
31)anuary 1998
payment, or

e collect tax due of
less than £1000
through your tax
code.

31 January 1998

This date is
important for
three reasons. This
is the date by
which you must:

¢ let me have your
completed Tax
Return;

* pay the balance
of any tax you
owe (unless it is
to be collected
through your tax
code)

® pay your first
payment on
account for the
1997-98 tax year,
if appropriate.

You must send me
your Tax Return
and pay what you
owe by this date
to avoid automatic
penalties and
interest.
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