
TAX RETURN: PAGE 2

Check to make sure you have the
right supplementary Pages and

then tick the box below.

INCOME AND CAPITAL GAINS  for the year ended 5 April 1997

Answer Questions 1 to 9 below to find out if you have the right supplementary Pages.  Please
read pages 6 and 7 of your Tax Return Guide if you need help. The Questions are colour coded
to help you identify the supplementary Pages and their guidance notes. If you answer  'No', go
to the next question. If you answer 'Yes', you must complete the relevant supplementary Pages.
Turn to the back of your Tax Return to see if you have the right ones and look at the back of
the Tax Return Guide to see if you have guidance Notes to go with them. Ring the Orderline
on 0645 000 404, or fax on 0645 000 604 for any you need (open 7 days a week
between 8am and 10pm). If I have sent you any Pages you do not need, ignore them.
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Step 3

YESLAND  & PROPERTY

Were you an employee, or office holder, or director,
or agency worker in the year ended 5 April 1997?

Did you have any taxable income from share options
or share related benefits in the year?
(Include dividends from shareholdings in Question 10)

Were you self-employed (but not in partnership)?
(Tick 'Yes' if you were a Name at Lloyd's)

Were you in partnership?

Did you receive any rent or other income from land
and property in the UK?

Did you have any taxable income from overseas
pensions or benefits, or from foreign companies or
savings institutions, offshore funds or trusts abroad,
or from land and property abroad or gains on foreign
life insurance policies?

Do you want to claim tax credit relief for foreign tax
paid on foreign income or gains, or relief from UK tax
under a Double Taxation Agreement?

Did you receive any income from any trust, settlement
or estate of a deceased person?

Capital gains

● Have you disposed of your exempt only or main
residence? If 'Yes', read page 7 of your Tax Return
Guide to see if you need the Capital Gains Pages.

● Did you dispose of other chargeable assets worth
more than £12,600 in total?

● Were your total chargeable gains more than
£6,300?

You may also need to fill in the Capital Gains Pages
if you made a capital loss.

Are you claiming that you were not resident, or not
ordinarily resident, or not domiciled, in the UK, or
dual resident in the UK and another country, for
all or part of the year?

Please use blue or black ink and ignore pence when filling in your Tax Return.
Now fill in any supplementary Pages BEFORE going to Step 3.

Tick this box when you have filled in your supplementary Pages

Now fill in Questions 10 to 23. If you answer 'No' to a question, go straight to
the next one. If you answer 'Yes', fill in the relevant boxes.

Remember
● You do not have to calculate your tax - I will do it for you if you send your Tax Return to me

by 30 September. This will save you time and effort.

● The Tax Calculation Guide I have sent you will help if you decide to calculate the tax yourself.
● You do not have to wait until 30 September 1997, or 31 January 1998, to send me your Tax Return.
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Step 2

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.

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.

WHAT YOU SHOULD DO FIRST

YESSHARE SCHEMES

YESEMPLOYMENT

YESSELF-EMPLOYMENT

 TAX RETURN GUIDE:  PAGE 2

WHAT YOU HAVE RECEIVED

Your new Tax Return asks for details of

your income and capital gains. With it I 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 I have included any

Pages I 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 I 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.

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.

EMPLOYMENT
Income for the year ended 5 April 1997

BMSD 12/96 TAX RETURN  EMPLOYMENT: PAGE E1

Amount

1.12 £

Amount

1.13 £

Amount

1.15 £

Amount

1.16 £

Amount

1.14 £

If you have answered ‘Yes’ to Question 1, fill in Pages E1 and E2. If you want help, look up the box numbers in the Notes on
Employment at the back of your Tax Return Guide. They are colour-coded to match the form. If you are a minister of religion,
fill in the Ministers of Religion Pages.

Fill in a separate copy of these Pages for each employment from which you received any income.

Please turn over

Details of employer

Employer's PAYE reference Employer's  name

Date employment started
(only if between 6 April 1996 and 5 April 1997) Employer's address

Date finished (only if between 6 April 1996 and 5 April 1997)

Tick box 1.6 if you were and, if so, tick box 1.7
a director of the company if it was a close company

Income from employment

Money  - see Notes, page EN3

● Payments from P60 (or P45 or pay slips)

● Payments not on P60 etc - tips

- other payments (excluding expenses shown below and lump sums
and compensation payments or benefits shown overleaf)

● Tax deducted from payments in boxes 1.8 to 1.10

Benefits and expenses  - see Notes, pages EN3 to EN6

● Assets transferred/
payments made for you ● Vans

● Interest-free and
● Vouchers/credit cards low-interest loans

● Living accommodation ● Mobile telephones

● Private medical or dental
● Mileage allowance insurance

● Company cars ● Other benefits

● Expenses payments received
● Fuel for company cars and balancing charges

1.7

1.1 1.2

1.6

1.10 £

1.9 £

Before tax

1.8 £

Tax deducted

1.11 £

Amount

1.23 £

Amount

1.22 £

Amount

1.21 £

Amount

1.20 £

Amount

1.19 £

Amount

1.18 £

Amount

1.17 £

1.5

Postcode

1.3 /           /

1.4 /           /

LAND AND PROPERTY
Income for the year ended 5 April 1997

BMSD 12/96 TAX RETURN  LAND AND PROPERTY: PAGE L1

5.3 £

5.4 £

5.5 £

5.6 £

5.7 £

5.11 £

5.13 £

5.16 £

5.1 £

5.2 £

5.10 £

Please turn over

No Yes

No Yes

5.8 £

total of boxes 5.2 to 5.7

5.9 £

box 5.1 minus box 5.8

5.12 £

box 5.10 + box 5.11

If you have answered ‘Yes’ to Question 5, fill in Pages L1 and L2. If you want help, look up the box number in the Notes on
Land and Property at the back of your Tax Return Guide. They are colour-coded to match  the form.

Answer these two questions to help you decide which parts of Pages L1 and L2  to fill in.

Are you claiming Rent a Room relief for gross rents of £3,250 or less?
(Or £1,625 if the claim is shared?) Read the Notes on page LN2 to find out how to claim

relief for gross rents over £3,250.

Is your income from furnished holiday lettings?
If ‘No’, turn over and fill in Page L2 to give details of your property income

Furnished holiday lettings

● Income from furnished holiday lettings

Expenses (furnished holiday lettings only)

● Rent, rates, insurance, ground rents etc

● Repairs, maintenance and renewals

● Finance charges, including interest

● Legal and professional costs

● Cost of services provided, including wages

● Other expenses

Net profit (put figures in brackets if a loss)

Tax adjustments

● Private use

● Balancing charges

● Capital allowances

Profit for the year (copy to box 5.19). If loss, enter ‘0’ in box 5.14 and put the loss in box 5.15

Loss for the year (if you have entered ‘0’ in box 5.14)

● Loss offset against 1996-97 total income

● Loss carried back

● Loss offset against other income from property (copy to box 5.38)

If 'Yes', and this is your only
income from UK property, you
have finished these Pages

If 'Yes', fill in boxes 5.1 to 5.18
before completing Page L2

5.14 £

boxes 5.9 + 5.12 minus  box 5.13

5.15 £

boxes 5.9 + 5.12 minus  box 5.13

5.17 £

see Notes, page LN4

5.18 £

see Notes, page LN4

EMPLOYMENT
Income for the year ended 5 April 1997

BMSD 12/96

TAX RETURN  EMPLOYMENT: PAGE E1

Amount

1.12 £

Amount

1.13 £

Amount

1.15 £

Amount

1.16 £

Amount

1.14 £

If you have answered ‘Yes’ to Question 1, fill in
 Pages E1 and E2. If you want help, look up the box numbers in the Notes on

Employment at the back of your Tax Return Guide. They are colour-coded to match the form. If you are a minister of religion,

fill in the Ministers of Religion Pages.

Fill in
 a separate copy of these Pages for each employment fro

m which you received any income.

Please turn over

Details of employer

Employer's PAYE reference

Employer's  name

Date employment started

(only if between 6 April 1996 and 5 April 1997)

Employer's address

Date finished (only if between 6 April 1996 and 5 April 1997)

Tick box 1.6 if you were

and, if so
, tick box 1.7

a director of the company

if it w
as a close company

Income from employment

Money  - see Notes, page EN3

●
Payments fro

m P60 (or P45 or pay slips)

●
Payments not on P60 etc

- tips

- other payments (excluding expenses shown below and lump sums

and compensation payments or benefits sh
own overleaf)

●
Tax deducted from payments in boxes 1.8 to 1.10

Benefits and expenses  - see Notes, pages EN3 to EN6

●
Assets transferred/

payments made for you

●
Vans

●
Interest-fre

e and

●
Vouchers/credit cards

low-interest loans

●
Living accommodation

●
Mobile telephones

●
Private medical or dental

●
Mileage allowance

insurance

●
Company cars

●
Other benefits

●
Expenses payments received

●
Fuel for company cars

and balancing charges

1.7

1.1

1.2

1.6
1.10 £

1.9 £

Before tax

1.8 £

Tax deducted

1.11 £

Amount

1.23 £

Amount

1.22 £

Amount

1.21 £

Amount

1.20 £

Amount

1.19 £

Amount

1.18 £

Amount

1.17 £

1.5

Postcode

1.3
/        

   /

1.4
/        

   /

Please turn over

Tax Return
for the year ended5 April 1997

Your new Tax Return
I have sent you pages 1 to 8 of your Tax Return:

● page 2 tells you about supplementary Pages

for some types of income and gains. For

example, there are Pages for employment,

and for self-employment income

● pages 3 and 4 are for details of other

income, for example, pensions and savings

● page 5 is for claiming reliefs

● page 6 is for claiming allowances

● pages 7 and 8 are for other information.

I have included any supplementary Pages I think

you need after page 8. You are responsible for

making sure you have the right ones. Use page 2

to check.
I have also sent you:
● a Tax Return Guide to help you fill in your

Tax Return (read pages 2 to 5 of the

Guide before you start), and

● a Tax Calculation Guide to help you

calculate your tax if you want to.

If you need help:● refer to your Tax Return Guide, OR

● ring the number above - most questions can

be answered by telephone, OR

● when the office is closed, phone our

Helpline on 0645 000 444 for general advice.

It is open each evening and at weekends, OR

● if you do not want to explain your question

on the phone, call in at a Tax Enquiry

Centre  - look under 'Inland Revenue' in

the phone book.

Please read this page first

The green arrows and instructions will guide

you through your Tax Return.T his Notice requires you by law to send me

a Tax Return for the year from 6 April 1996

to 5 April 1997. Give details of all your income

and capital gains using:
● this form and any supplementary Pages

you need; OR● other Inland Revenue approved forms; OR

● the Electronic Lodgement Service (ELS).

Make sure your Tax Return, and any documents

asked for, reaches me by:
● 30 September 1997 if you want me to

- calculate your tax, OR

- collect any tax you owe (less than £1,000)

through your PAYE code for 1998-99, OR

● 31 January 1998 if you want to calculate

your tax and do not want any tax you owe

included in next year's tax code.

You will be liable to automatic penalties if your

Tax Return does not reach me by 31 January

1998. You will have to pay interest on any tax

you pay late, and you may have to pay a

surcharge.
All Tax Returns will be checked. Please remember

that there are penalties for supplying false

information.

+
£

W26  x  20%

Tax Calculation Guide

Also see the Tax Return Guide

Calculating your tax is
optional. Ignore this Guide
if you want the Inland
Revenue to calculate your
tax. Remember to send your
Tax Return back by
30 September.

from box W21

=

How to calculate your Tax

for the year ended 5 April 1997

TAX CALCULATION  GUIDE: PAGE 1

SA
15

1

This Guide has step by step
instructions and a Working
Sheet to help you calculate
your tax.

There are different guides
for different circumstances.
Read page 2 to make sure
you have the right one
for you.

Keep your Guide in case
you want to check any
calculations I send you.

Relating to special rates for Farmers and Market Gardeners

help and

advice

?

30 Sept

Tax Return Guide
for the year ended 5 April 1997

TAX RETURN GUIDE: PAGE 1

Q1How to fill in your Tax Return

box 10.4

Yes

SA
15

0

This Guide has step by step

instructions to help you fill in

your Tax Return.

The notes are numbered to

match the boxes in your

Tax Return.

Most of your questions will be

answered here. If you need

more help, please telephone

your Tax Office - or (evenings

and weekends) the Helpline.

Contact the Orderline for any

supplementary Pages, leaflets

or Help Sheets mentioned in

this Guide (see page 2).

Please turn over

Tax Return

for the year ended

5 April 1997

Your new Tax Return

I have sent you pages 1 to 8 of your Tax Return:

●
page 2 tells you about supplementary Pages

for some types of income and gains. For

example, there are Pages for employment,

and for self-employment income

●
pages 3 and 4 are for details of other

income, for example, pensions and savings

●
page 5 is for claiming reliefs

●
page 6 is for claiming allowances

●
pages 7 and 8 are for other information.

I have included any supplementary Pages I think

you need after page 8. You are responsible for

making sure you have the right ones. Use page 2

to check.

I have also sent you:

●
a Tax Return Guide to help you fill in your

Tax Return (read pages 2 to 5 of the

Guide before you start), and

●
a Tax Calculation Guide to help you

calculate your tax if you want to.

If you need help:

●
refer to your Tax Return Guide, OR

●
ring the number above - most questions can

be answered by telephone, OR

●
when the office is closed, phone our

Helpline on 0645 000 444 for general advice.

It is open each evening and at weekends, OR

●
if you do not want to explain your question

on the phone, call in at a Tax Enquiry

Centre  - look under 'Inland Revenue' in

the phone book.

Please read this page first

The green arrows and instructions will guide

you through your Tax Return.

This Notice requires you by law to send me

a Tax Return for the year from 6 April 1996

to 5 April 1997. Give details of all your income

and capital gains using:

● this form and any supplementary Pages

you need; OR

● other Inland Revenue approved forms; OR

● the Electronic Lodgement Service (ELS).

Make sure your Tax Return, and any documents

asked for, reaches me by:

● 30 September 1997 if you want me to

- calculate your tax, OR

- collect any tax you owe (less than £1,000)

through your PAYE code for 1998-99, OR

● 31 January 1998 if you want to calculate

your tax and do not want any tax you owe

included in next year's tax code.

You will be liable to automatic penalties if your

Tax Return does not reach me by 31 January

1998. You will have to pay interest on any tax

you pay late, and you may have to pay a

surcharge.

All Tax Returns will be checked. Please remember

that there are penalties for supplying false

information.

SA
15

0 
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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.

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.

WHAT THE INLAND REVENUE DOESWHAT NEXT

When I get your completed

Tax Return I will process it

based on your figures, to

work out how much you

owe, or how much the

Inland Revenue owes you. If

I see any obvious mistakes -

for example in the

arithmetic - I will put them

right and tell you what I

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, I will let you know if

it is wrong.

Later, I 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. I have until

31 January 1999 to do this

(later if you send your Tax

Return late). I may make

enquiries about your figures

and ask you to send me the

records from which you

took them. I will also check

your figures against any

details received from other

sources, such as your

employer or bank.

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.

National Insurance contributions in this employment

Contribution
table letter

Earnings on which
employee's
contributions
payable
whole £s only

A

£

£

£

£

Employee's
contributions payable

B

£

£

£

£

Earnings on which
employee's contributions
at contracted-out rate
payable, included in
column A whole £s only

C

£

£

£

£

Employee's contributions
at contracted-out rate
included in column B

D

£

£

£

£

............................

............................

Certificate of Pay, Income Tax and
National Insurance contributions

P60 Do not destroy

This certificate shows the total amount of pay for income tax purposes that I/we have paid to you
in the year.  Any overtime, bonus, commission etc, is included. It also gives details of the total tax
and National Insurance contributions deducted by me/us (less any refunds) in the year.

Employer's full name

Full address

Postcode

To the employee:  Please keep this certificate in a safe place as you will not be able to get a
duplicate.  It will help you check any Notice of Assessment that the Tax Office may send you. You
can also use it to check that your employer is deducting the right type of National Insurance
contributions for you and using your correct National Insurance number.  If this is not the case,
please tell your employer.

By law you are required to tell the Tax Office of any income that is not fully taxed, even if
you are not sent a Tax Return.

P60 CCO9/95

Employee's National Insurance no Final tax code Year to 5 April

19
Employer's PAYE reference

Employee's surname Forenames or initials

1.  Previous employment
Pay Tax

£ £

2.  This employment
Pay Tax if refund mark 'R'

£ £

......

......

......

......

BUILDING
SOCIETY
Statement
..........................................................................................................................................................................................................

KEY DATES AND
SUMMARY

1996

You must, by law,
have kept all
records.

• Failure to do so
could give rise to
penalties.

April 1997

You receive your
Tax Return:

• check to see you
have all the right
Pages

• find your records

• fill in your Return.

30 September
1997

Send back
completed Tax
Return if you want
me to

• calculate your tax
in time for the
31January 1998
payment, or

• 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.

Issued by

Self Assessment - Tax Calculation for 1996-97

SA
30

2

Tax Return for the year ended 5 April 1997

Thank you for your Tax Return.

I enclose my calculation of your tax liability for 1996-97 based on the entries on your Tax Return, except for the
corrections which are listed on the reverse of this page. These corrections have been reflected in the attached
calculation.

Your Self Assessment tax bill for 1996-97 is £10,500.00.
Any payments you have already made towards this amount will be taken off when I work out if you need to pay
any more.

The amount of tax due as a result of this calculation will form the basis of amounts you will be asked to pay.

I also calculate that you need to make the following payments towards next year's tax bill.
£5,250.00 by 31 January 1998
£5,250.00 by 31 July 1998.

Your claim to reduce payments on account will be dealt with as soon as possible.

I will write to you again if I have any questions about your Tax Return.

In summary
• please check the contents of this letter
• let me know if there is anything you do not agree with or do not understand

my telephone number is shown at the top of this page
• make any payments that may be due when you receive a Statement of Account requesting you to do so.

345544 176658 AA 000349  815

J Costos
94 Rawlings Road
Swingford
Leicester
LE1 2ED

Tax Reference 5467890456

Date 28 February 1998

Officer in Charge
HMIT LEICESTER1
Saxon House
1 Causeway Lane
Leicester
LE1 4AA

Telephone 0116 2651400

SA
30
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f Please detach payment slip here when making payment direct to the Accounts Office or by Girobank f

Payslip

Cashier's stamp
and initials

TO-
TAL

CHEQUES

CASH

Ä Please do not fold this payslip or write or mark below this line Ä

For official use only

£

Signature . . . . . . . . . . . . . . . . . . . . . . . . . . Date . . . . . . . . . . . . . . . . . . . .

bank giro credit

Reference Credit account number
By transfer from Alliance & Leicester
Giro account number

Amount due
(no fee payable at PO counter)

CHEQUE ACCEPTABLE

£

Girobank
Girobank plc Bootle Merseyside GIR 0AA

ransT
cash

Issued by

SA300(Cumb)

12345 67890 NE 123456   123

Mr PA Upontime

38 Lincoln Close
Cheadle
Cheshire
SK8 7RD

Tax Reference 1212121212
Employer Reference

M R Taxman
Telford
Matheson House
Telford
M1 1AA

Telephone 01952 292000

Self Assessment - Statement of Account

This statement shows the position of your account

Date Transaction Amount Balance

Balance of account at 05 JUL 97 0.00
--------------------------------------------------------------------------------------------------------------------------------------------------------------------

Becoming due
31 JUL 97 2nd Payment on account due for year 96-97 2000.00 2000.00

This statement reminds you that an amount becomes due shortly.
Please make sure that payment reaches us by the date it is due.
You will be charged interest if you pay late.

12121 21212 2000.00

Mr PA Upontime

Statement no. 3

Date 05 July 1997

 TAX RETURN GUIDE: PAGE 3

Read page 29 of this Guide if

your Tax Return was issued

after 31 July1997.
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