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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).



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 me to

calculate your tax for you.

If so, make sure your

completed Tax Return

reaches me by

30 September 1999. It will

save you time and effort if

you leave it to me.

If you miss the deadline of

30 September you need to

calculate your own tax and

make sure your completed

Tax Return reaches me by

31 January 2000.

Do not delay doing your

Tax Return. You do not

have to wait for the

deadline shown on the

front of the Tax Return.

Tackling it earlier means

you will have more time to

get help if you need it.

Sending it earlier does not

mean you have to pay tax

any sooner.

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.

If you live or work

abroad, order using

International Access

code followed by

44541 555664

(fax 44541 555778)

WHAT YOU SHOULD DO FIRST
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WHAT YOU HAVE RECEIVED

Your 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 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 the ones you need to complete

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

Electronic Lodgement

Service. Ask your tax

adviser for details.

TAX RETURN: PAGE 212/98

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 1999

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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N0 YES

N0 YES

N0 YESN0 YES
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N0 YESN0 YES
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N0 YES YESEMPLOYMENT

YESSELF-EMPLOYMENT

YESFOREIGN

YESCAPITAL GAINS

N0 YES YESPARTNERSHIP

Q 1

Step 1

Q 2

Q 4

Q 3

Q 5

Q 6

Q 7

Q 8

Step 3

YESLAND  & PROPERTY

YESNON-RESIDENCE ETC

Q 9

Step 2

N0 YESN0 YES

N0 YESN0 YES

Were you an employee, or office holder, or director,
or agency worker or did you receive payments or
benefits from a former employer (excluding a pension)
in the year ended 5 April 1999?

Did you have any taxable income from share options,
shares (but this does not include dividends - they go
in Question 10) or share related benefits in the year?

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
insurance policies?

Have you or could you have received, or enjoyed
directly or indirectly, or benefited in any way from,
income of a foreign entity as a result of a transfer of
assets made in this or earlier years?

Do you want to claim tax credit relief for foreign tax
paid on foreign income or gains?

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 £13,600 in total?

● Were your total chargeable gains more than
£6,800?

You must also fill in the Capital Gains Pages if you wish
to claim 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 to fill in your Tax Return and please do not include pence. Round down, to the
nearest pound, your income and capital gains and round up your tax credits and tax deductions.
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 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 1999, or 31 January 2000, to send me your Tax Return.

YESSHARE SCHEMES

YESEMPLOYMENT

YESSELF-EMPLOYMENT

YESPARTNERSHIP

+
£

W26  x  20%

Tax Calculation Guide

from box W21

=

for the year ended 5 April 1999
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Also see the Tax Return Guide

You do not have to calculate your
tax if your completed Tax Return
reaches me by 30 September.
If I receive your Tax Return after
30 September and you have not
done the tax calculation, I will do
it for you, but you may not receive
it in time to know what to pay by
31 January. If you do not pay
enough, you will also have to pay
interest and perhaps a surcharge.
As with any other part of the Tax
Return, you can ask your Tax
Office or the Helpline for help if
you have difficulty with particular
parts of the calculation. But we
can do the calculation for you
only when you have sent your Tax
Return.

How to calculate your Tax

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.
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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

Your 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 if you are

calculating your own tax.

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 1998

to 5 April 1999. 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 1999 if you want me to

- calculate your tax, OR

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

through your PAYE code for 2000-2001, OR

● 31 January 2000 at the latest, or you will be

liable to an automatic penalty of £100.

Make sure your payment of any tax you owe

reaches me by 31 January, or you will have to pay

interest and perhaps a surcharge.

All Tax Returns will be checked. Please remember

that there are penalties for supplying false

information.

for the year ended

5 April 1999

EMPLOYMENT
Income for the year ended 5 April 1999
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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 1998 and 5 April 1999) Employer's address

Date finished (only if between 6 April 1998 and 5 April 1999)

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)

● UK tax deducted from payments in boxes 1.8 to 1.10

Benefits and expenses  - see Notes, pages EN3 to EN6. If any benefits connected with terminatiion of employment were
received, or enjoyed, after that termination and were from a former employer you need to complete Help Sheet IR204, available
from the Orderline. Do not enter such benefits here.

● 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 1999
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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 £4,250 or less?
(Or £2,125 if the claim is shared?)

Read the Notes on page LN2 to find out
- whether you can claim Rent a Room relief; and
- how to claim relief for gross rents over £4,250

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 1998-99 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

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 1998 and 5 April 1999)

Employer's address

Date finished (only if between 6 April 1998 and 5 April 1999)

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)

●
UK tax deducted from payments in boxes 1.8 to 1.10

Benefits and expenses  - see Notes, pages EN3 to EN6. If any benefits connected with terminatiion of employment were

received, or enjoyed, after that termination and were from a former employer you need to complete Help Sheet IR204, available

from the Orderline. Do not enter such benefits here.

●
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
/        

   /

EMPLOYMENT
Income for the year ended 5 April 1999
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Please turn over

Tax Return

Your Tax ReturnI 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 if you are

calculating your own tax.

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 1998

to 5 April 1999. 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 1999 if you want me to

- calculate your tax, OR

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

through your PAYE code for 2000-2001, OR

● 31 January 2000 at the latest, or you will be

liable to an automatic penalty of £100.

Make sure your payment of any tax you owe

reaches me by 31 January, or you will have to pay

interest and perhaps a surcharge.

All Tax Returns will be checked. Please remember

that there are penalties for supplying false

information.

for the year ended5 April 1999



Tax Return for the year ended 5 April 1999

Thank you for your Tax Return.

I enclose my calculation of your tax liability for 1997-98 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 1997-98 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 1999
£5,250.00 by 31 July 1999.

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 Bloggs
94 Ring Road
Swingford
Leicester
LE1 49A

Tax Reference 5467890456

Date 28 February 1999

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

Telephone 0116 2651400
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 QUESTIONS Q1 TO Q9HOW TO FILL IN THE BOXES

To use the software you

will need an

 IBM compatible 386

or higher PC which is

running on Windows 3.1,

or later, and with:

        •    4Mb of RAM

  •    a 3.5 inch disk drive

     •     5Mb of free space

    •    a printer

Filling in your Tax Return

Answer all the questions. If you tick 'No', go to

the next question. If you tick 'Yes', fill in the

Pages and boxes that apply to you.

• Write clearly using blue or black ink and only in

the spaces provided.

• Use numbers only, when you are asked for

amounts.

• Please do not include pence - round down your

income and gains, to the nearest pound, and

round up your tax credits and tax deductions -

for example, if your National Savings interest is

£3,500.87, enter £3,500 in box 10.8.

• Do not delay sending your Tax Return just

because you do not have all the information you

need - see the notes for box 22.3 on page 27 of

this Guide.

If you need help, look up the question or box

number in the Notes. The first part of each number

shows which Question it relates to, for example,

box 10.8 is the eighth box of Question 10.

You may find that in some parts of the Tax Return

you are asked to put a loss in brackets. Remember

that when you are asked to add a number to a

loss, you should deduct one from the other

(for example 60 + (40) = 20).

You can ask for a free software package to help you

complete your Tax Return if all your income is

covered by pages 3 to 8 of the Tax Return and the

Employment Pages. It will not work if you have

other income or gains.

The package will help you complete the Tax Return

in electronic form and print the completed Return

ready to sign and send to me. I cannot accept your

Tax Return on disk.

The package will include notes to help you use the

software. It will also calculate your tax bill if

you wish.

Telephone 0645 000 404 if you would like me to

send you the free software. 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.

If you tick the ‘Yes’ box:

• check you have the

right supplementary

Pages at the back of

your Tax Return

• phone the Orderline for

any supplementary

Pages you need, or

photocopy the ones you

have if you need extra

copies.

Then tick the second

‘Yes’ box

Page 2 of the Tax Return

Step 1 Answer Questions Q1

to Q9 on page 2 of your

Tax Return

Page 8 of the Tax Return and Page E1 of the

Employment Pages

N0 YES

ker or did you receive payments or
a former employer (excluding a pension)
ded 5 April 1999?

u

YES YESEMPLOYMENTu u

TAX RETURN: PAGE 212/98

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 1999

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.

N0 YES YESSHARE SCHEMES

N0 YES

N0 YES

N0 YESN0 YES

N0 YES YESTRUSTS ETCN0 YES

N0 YESN0 YES

N0 YESN0 YES

N0 YESN0 YES

N0 YESN0 YES

N0 YES YESEMPLOYMENT

YESSELF-EMPLOYMENT

YESFOREIGN

YESCAPITAL GAINS

N0 YES YESPARTNERSHIP

Q 1

Step 1

Q 2

Q 4

Q 3

Q 5

Q 6

Q 7

Q 8

Step 3

YESLAND  & PROPERTY

YESNON-RESIDENCE ETC

Q 9

Step 2

N0 YESN0 YES

N0 YESN0 YES

Were you an employee, or office holder, or director,
or agency worker or did you receive payments or
benefits from a former employer (excluding a pension)
in the year ended 5 April 1999?

Did you have any taxable income from share options,
shares (but this does not include dividends - they go
in Question 10) or share related benefits in the year?

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
insurance policies?

Have you or could you have received, or enjoyed
directly or indirectly, or benefited in any way from,
income of a foreign entity as a result of a transfer of
assets made in this or earlier years?

Do you want to claim tax credit relief for foreign tax
paid on foreign income or gains?

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 £13,600 in total?

● Were your total chargeable gains more than
£6,800?

You must also fill in the Capital Gains Pages if you wish
to claim 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 to fill in your Tax Return and please do not include pence. Round down, to the
nearest pound, your income and capital gains and round up your tax credits and tax deductions.
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 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 1999, or 31 January 2000, to send me your Tax Return.

EMPLOYMENT
Income for the year ended 5 April 1999
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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 1998 and 5 April 1999) Employer's address

Date finished (only if between 6 April 1998 and 5 April 1999)

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)

● UK tax deducted from payments in boxes 1.8 to 1.10

Benefits and expenses  - see Notes, pages EN3 to EN6. If any benefits connected with terminatiion of employment were
received, or enjoyed, after that termination and were from a former employer you need to complete Help Sheet IR204, available
from the Orderline. Do not enter such benefits here.

● 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 /           /
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  23.1

 22.1

OTHER INFORMATION for the year ended 5 April 1999, continued

 23.2

Declaration

I have filled in and am sending back to you the following pages:

Tick

Tick Tick

Before you send your completed Tax Return back to your Tax Office, you must sign the statement below.
If you give false information or conceal any part of your income or chargeable gains, you may be liable to financial penalties
and/or you may be prosecuted .

The information I have given in this Tax Return is correct If you have signed for someone else, please also:

and complete to the best of my knowledge and belief. ● state the capacity in which you are signing
(for example, as executor or receiver)

● give the name of the person you are signing for
and your name and address in the 'Additional

Signature Date information' box above.

Please tick boxes 22.1 to 22.5 if they apply and provide any additional information in the box below.

Tick box 22.1 if you expect to receive a new pension or Social Security benefit in 1999-2000.

Tick box 22.2 if you do not want any tax you owe for 1998-99 collected through your tax code.

Tick box 22.3 if this Tax Return contains figures that are provisional because you do not yet have final figures.
Give details below. Page 27 of your Tax Return Guide explains the circumstances in which Tax Returns
containing provisional figures may be accepted.

box number 22.4 is not used

Tick box 22.5 if you want to claim:

● relief now for 1999-2000 trading or certain capital losses. Enter the amount and year in the 'Additional information' box below

● to have post-cessation or other business receipts taxed as income of an earlier year. Enter the amount and year in the
'Additional information' box below

● backwards or forwards spreading of literary or artistic income. Enter in the 'Additional information' box details of any
amounts spread back to last year and, if appropriate, the year before.

● for a payment to your employer's compulsory widow's, widower's or orphan's benefit scheme (available in some
circumstances – read the notes on page 27 of your Tax Return Guide before you tick the box). Enter the amount,
in terms of tax, in the 'Additional information' box below.

 Additional information

 22.2

 22.3

 22.5

1 TO 8 OF THIS FORM

LAND & PROPERTY

EMPLOYMENT

FOREIGN

SHARE SCHEMES

TRUSTS ETC

SELF-EMPLOYMENT

CAPITAL GAINS

PARTNERSHIP

NON-RESIDENCE ETC

Q 22

Q 23

 10.8    £

Taxable amount

Gross amount before tax

3500
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How to fill in pages 3 to 8 of your Tax Return - continued
● Scrip dividends from UK companies

boxes 10.21 to 10.23    If you took up an offer of shares in
place of a cash dividend, this is a 'scrip' or 'stock' dividend.

Your dividend statement should have 'the appropriate amount in
cash' on it - this is the amount you should enter in the dividend
box. Ask your company for a statement if you have not already got
one. If you have any doubts about what to include, ask your
Tax Office or tax adviser.

Enter in box 10.21 the appropriate amount in cash. Enter in
box 10.22 the notional tax (this is 25% of the appropriate amount
in cash). Add together the figures in boxes 10.21 and 10.22 and
enter the total in box 10.23.

● Foreign income dividends from UK companies

boxes 10.24 to 10.26    Foreign income dividends are
dividends paid by a company under the foreign income dividend
scheme, or qualifying distributions which are treated as foreign
income dividends. Your dividend voucher should show the
dividend and notional tax.

● Foreign income dividend distributions from UK authorised
unit trusts and open-ended investment companies

boxes 10.27 to 10.29   ␣ Your dividend voucher shows the
amount of the foreign income dividend distribution and the tax
treated as paid (notional tax).
If you have accumulation units or shares, the foreign income
dividend distribution is automatically reinvested in the unit
trust or open-ended investment company. You must still show
the amount of the foreign income dividend distribution and the
notional tax.
If you do not have a dividend voucher, ask your unit trust or
open-ended investment company manager for one.
Do not enter here any amount shown on your dividend
voucher as 'equalisation'. This amount, if shown, is a repayment
of capital paid to you and is not taxable. In calculating your capital
gains, the amount of equalisation should be deducted from the
cost of the units or shares purchased during the year.

● Non-qualifying distributions and loans written off

boxes 10.30 to 10.32     A non-qualifying distribution is:
• a bonus issue by a company of securities or redeemable shares

(except a bonus issue giving rise to a qualifying distribution), or
• the paying-on of such a bonus issue by a company which has

itself received it.
If you receive such a bonus issue of securities or redeemable
shares, the amount of the distribution is:
• for redeemable shares, their nominal value plus any premium

paid
• for securities, the amount of the principal secured plus any

premium payable
minus any new consideration given for that issue.
If you pay tax only at the lower or basic rate, there is no more
tax to pay on the distribution.
If you pay tax at the higher rate, an amount of lower rate tax is
treated as already paid by you and is set against your tax bill.
Enter the amount of the distribution in box 10.32. Multiply
box 10.32 by 20% to arrive at the lower rate tax which is treated
as paid by you. Enter that amount in box 10.31. Leave box 10.30
blank.
The subsequent redemption of the bonus securities or shares is a
qualifying distribution and is paid with a tax credit. If you are liable
at the higher rate of tax (40%) you will have to pay further tax on
this income but you are entitled to an allowance, in terms of tax,
for the higher rate tax paid (or payable) on the issue of those
bonus securities or shares. This ensures the income is not taxed
twice.
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If you are liable to higher rate tax and have included income in
box 10.17 that relates to an amount received on the redemption
of bonus securities or redeemable shares, enter in the 'Additional
information' box on page 8 of your Tax Return the higher rate tax
paid on the non-qualifying distribution; this will be the figure in
box 10.32 x 40% minus the lower rate tax (20%) (or basic rate tax
if the distribution was before 1993-94). If you are calculating your
tax copy this figure into box W45 (or box G62, L67 or F67 if you
are using one of the other Tax Calculation Guides) of the Working
Sheet in your Tax Calculation Guide.

A loan or advance made by a company which is subsequently
wholly or partly released or written off, may be taxable. If so, the
amount released or written off is treated as a net amount of
income received after deduction of tax at the lower rate. If the loan
or advance was made to a person who has since died, the income
is treated as that of the person from whom the debt is due at the
time of release or writing off. (If it is due from the person as
personal representative, the amount treated as received by them is
included in the income of the estate.)

Enter in box 10.30 the amount of the loan released or written off.
Multiply this figure by 25% and enter the result in box 10.31. Add
together the figures in boxes 10.30 and 10.31 and put the result in
box 10.32.

Where a loan made to a participator, or an associate of a
participator, who is also an employee (or a relative of an employee)
is subsequently written off (wholly or in part) - do not include it in
the Employment Pages, enter it in boxes 10.30 to 10.32.

If you do not know what to include, ask your Tax Office or
tax adviser.

Did you receive a UK pension, retirement
annuity or Social Security benefit?

If you tick the 'No' box, go to Question 12.

Otherwise, check the following lists to see whether your
pension, or retirement annuity, or benefit should be entered
in your Tax Return.
Exclude:
• additions to your State pension or Social Security benefits that

you get because you have a dependent child. These are not
taxable.  But additions for adult dependants are taxable and
should be included

• Jobfinder's grant
• Maternity Allowance, which is not taxable. (Statutory Maternity

Pay is taxable. Include Statutory Maternity Pay paid by the
Department of Social Security in box 11.7 and Statutory
Maternity Pay paid by your employer in boxes 1.8 to 1.10 on
the Employment Pages)

• War widow's pension and some pensions paid to other
dependants of deceased Forces and Merchant Navy personnel
are not taxable. Sometimes these are not paid, or are reduced,
because you get another State pension or benefit such as a
pension from overseas. Where this happens, it reduces the
taxable amount of the other pension or benefit you receive.
Ask the Orderline for Help Sheet IR310: War Widow's and
Dependant’s pensions, which tells you how to work out the
taxable amount

• pensions for wounds or disability in military service or for other
war injuries

• pensions or benefits you get under the rules of another country
(even if they are paid to you by the Employment Service or the
Department of Social Security on behalf of that other country).
These overseas pensions go on the Foreign Pages, available
from the Orderline

• refunds of surplus funds from additional voluntary
contributions. These go in boxes 12.10 to 12.12

• purchased life annuities. These go in boxes 10.12 to 10.14.
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How to fill in pages 3 to 8 of your Tax Return - continued
Include:
• State Retirement Pension
• Widow's Pension
• Widowed Mother's Allowance
• Industrial Death Benefit Pension (but not Child Allowance)
• Jobseeker's Allowance
• Invalid Care Allowance
• Statutory Sick Pay and Statutory Maternity Pay paid by the

Department of Social Security
• Taxable Incapacity Benefit
• other pensions or retirement annuities paid by someone in the

UK. These include pensions or annuities
- from a former employer
- from your late husband's or wife's employer
- from personal pension plans
- from Free Standing Additional Voluntary Contributions schemes
- for injuries at work or for work-related illnesses
- from service in the armed forces
- from retirement annuity contracts or trust schemes (but not

purchased life annuities)
- income withdrawals from personal pension plans where

the purchase of an annuity has been deferred.
If your pension or benefit is one that should be included, tick the
'Yes' box and fill in boxes 11.1 to 11.12, as appropriate.
Otherwise, tick the 'No' box.

Filling in boxes 11.1 to 11.12

First, collect the information you need, for example:

• details of your State pension for the year

• your P60, which the payer of your pension may have given
you after the end of the tax year, and any other certificate of
pension paid and tax deducted

• the details given to you by the Department of Social Security
of your total Jobseeker's Allowance and the taxable portion
of that amount

• if you get Incapacity Benefit, details of your taxable
Incapacity Benefit and the tax deducted

• details of any other taxable State benefits.

Then, use the following notes to help you fill in the boxes.

State pensions and benefits

Enter the amount of pension or benefit you were entitled to for the
year from 6 April 1998 to 5 April 1999, whether or not you
actually received that amount in the year. Even if you chose to
receive your pension or benefit monthly or quarterly, you should
enter the total for the year of your weekly entitlements, rather than
the total of the monthly or quarterly payments you received.

● State Retirement Pension

box 11.1   Enter the full amount you were entitled to
in 1998-99 except for any increase for a dependent child. Include:

• the basic (or old age) pension, State earnings related pensions
(SERPS)

• graduated pension (graduated retirement benefit)

• the age addition if you are over 80

• any incapacity addition or addition for a dependent adult

• any increases paid by the Department of Social Security to
uprate a guaranteed minimum pension.

If you receive extra pension either because you deferred retirement
beyond normal retirement age, or because you temporarily gave
up your pension, the extra pension is taxable.

If you are a married woman, you should enter the pension payable
to you, even if it was paid to you as a result of your husband's
contributions.
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The Christmas bonus is not taxable and nor is the Winter Fuel
payment. You should exclude both from the amount you put on
your Tax Return.

When you work out the correct amount to include, remember to
take account of any changes in the amount of pension you
received because of a change in your circumstances, for example,
the amount of pension you received might have been reduced
because you had a stay in hospital.

You can ask your local Benefit Office for a form which tells you
how much pension you received and the weeks for which it was
paid. Ask the Benefit Office for form BR 735 and tell them you
want it to cover the tax year from 6 April 1998 to 5 April 1999.

● Widow's Pension

box 11.2    Enter the full amount you were entitled to in
1998-99 including any earnings related additional pension. You
can ask your local Benefit Office for a form which tells you how
much pension you received and the weeks for which it was paid.
Ask your Benefit Office for form BR 735 and tell them you want it
to cover the tax year from 6 April 1998 to 5 April 1999.

● Widowed Mother's Allowance

box 11.3    Include the flat rate basic allowance and any
earnings related increase.  Exclude any child dependency
increase.

● Industrial Death Benefit Pension

box 11.4    Enter the annual pension you are entitled to
under the Industrial Death Benefit scheme.  But do not include
Industrial Death Benefit Child Allowance which is not taxable.

● Jobseeker's Allowance

box 11.5    If you were claiming Jobseeker's Allowance on
5 April 1999 the Department of Social Security will give you a form
P60U by 31 May 1999 which will tell you the total Jobseeker's
Allowance paid to you and the taxable portion of that amount.
Enter the taxable amount in box 11.5. If you do not receive a
form P60U by 31 May 1999 contact your Benefit Office.

If you stopped claiming Jobseeker's Allowance before 6 April 1999
you will have received a form P45U (Part 1A) which will tell you
the total Jobseeker's Allowance paid to you and the taxable portion
of that amount. Enter the taxable amount in box 11.5.

If you did not receive a form P45U (Part 1A) contact your Tax Office.

● Invalid Care Allowance

box 11.6    Enter the amount you were entitled to for the tax
year, including any addition for a dependent adult. Exclude any
addition for a dependent child, which is not taxable.

● Statutory Sick Pay and Statutory Maternity Pay

box 11.7    Usually these will have been paid to you by your
employer and included in the figures on your P60 or P45. If so, put
these figures in the Employment Pages, not box 11.7.

However, if your employer has not paid these benefits, the
Department of Social Security may have paid them to you. If so,
enter in box 11.7 the total you received in the tax year.

Maternity Allowance is a different benefit from Statutory Maternity
Pay.  It is not taxable and you do not need to include it in your
Tax Return.
continued overE: PAGE 13



How to fill in pages 3 to 8 of your Tax Return - continued
● Taxable Incapacity Benefit

boxes 11.8 and 11.9     Incapacity Benefit is not always
taxable. It is not taxable when:
• it is benefit paid in the first 28 weeks of incapacity, or
• it is benefit payable for a period of incapacity which began

before 13 April 1995, and for which Invalidity Benefit used to
be payable.

The Department of Social Security will give you a form showing
whether your Incapacity Benefit is taxable or not. If you were
claiming Incapacity Benefit on 5 April 1999 and your benefit is
taxable the Department of Social Security will give you a form
P60 (IB) by 31 May 1999 which will tell you the amount of taxable
Incapacity Benefit paid to you. Enter the taxable amount in
box 11.9 and any tax that has been deducted in box 11.8.

If you stopped claiming Incapacity Benefit before 6 April 1999 and
your benefit was taxable, you will have received either a form
P45 (IB) (Part 1A) or a form P45 (IB) O (Part 1A) which will tell you
the amount of taxable Incapacity Benefit paid to you. Enter the
taxable amount in box 11.9 and any tax that has been
deducted in box 11.8.

Other pensions and retirement annuities

● Pensions (other than State pensions) and retirement annuities

boxes 11.10 to 11.12    Enter in these boxes the total of all
pension(s) and retirement annuities you received (other than State
pensions) where the payer is in the UK and is not paying the
pension on behalf of someone outside the UK.

Include here annuity payments from personal pension schemes or,
where the annuity has been deferred, any income withdrawals
received during the period of deferral, and any annuity payments
from a free standing additional voluntary contributions scheme or
a retirement contract or trust scheme.

Keep separate records of each pension - I may ask to see them.

Put the total amount of UK tax deducted from the pension(s)
received in the year from 6 April 1998 to 5 April 1999 in  box 11.11.

You should find the information on the P60, which the payer
should have given you by 31 May 1999, or any other certificates
of pension paid and tax deducted.

If you started to receive an occupational pension during the year
ended 5 April 1999 please enter in box 11.11 the tax deducted or
refunded (put any refund in brackets) by the pension payer; use
the figure from the 'in this employment' section of your P60.

If you received non-cash benefits in addition to cash from a
retirement benefits scheme contact your Tax Office or tax adviser
for advice on what to include in box 11.12.

Exemption
If you are a former employee who has been awarded a pension on
retirement because you were disabled by injury on duty or by a
work-related illness, and if that pension is more than you would
have been given if you had retired at the same time on ordinary
ill-health grounds, then the extra is exempt from Income Tax and
should not be included in boxes 11.10 to 11.12.

Pensions relief under a Double Taxation Agreement (DTA)

If you are claiming that a pension is wholly or partially relieved
under a Double Taxation Agreement, read pages NRN6 and NRN7
of the Notes on Non-residence etc. and, as appropriate, complete
Help Sheet IR302 or IR304, available from the Orderline. No entry
should be made in box 11.13 if you make such a claim.
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● Deduction

box 11.13    The taxable amount of your pension may be
reduced if it qualifies for 'deduction'.

There is a 10% deduction from some UK pensions for service to an
overseas government so that only 90% of the pension is liable to
UK Income Tax. To qualify for this deduction, these UK pensions
have to be paid by or through any public department, officer or
agent of the government of the overseas territory and be paid to:

• a person who has been employed in the service of the Crown or
in service under the government of the territory concerned, or

• his widow, child, relative or dependants.

The territories concerned are:

• any country forming part of Her Majesty's dominions

• any other Commonwealth country (other than the UK)

• any territory under Her Majesty's protection.

If this deduction applies to your pension, in box 11.13 enter 10%
of the amount in box 11.12.

Did you receive taxable maintenance or
alimony, gains on UK life insurance policies,
life annuities or capital redemption policies
or refunds of surplus additional voluntary
contributions?

If you tick the 'No' box, go to Question 13.

Otherwise, tick the 'Yes' box and fill in boxes 12.1 to 12.12,
as appropriate.

● Taxable maintenance or alimony received

You may have to pay tax on maintenance or alimony payments
received under certain legally binding agreements. These can be:

• a court order, or

• a Child Support Agency (CSA) assessment, or

• a  written agreement, or

• (in some cases only - see below) a verbal agreement.

Whether you have to pay tax depends on the arrangements and
when they were made. The rules changed for agreements made on
or after 15 March 1988.

You do not have to pay tax if:

• you received maintenance payments under a court order, Child
Support Agency (CSA) assessment, or legally binding written
agreement, first made on, or after, 15 March 1988, or

• you received maintenance payments from your parents and you
are over 21, or

• you have received a letter from the person making the
payments stating that they have made an election for the
'New rules' to apply for any year up to and including 1998-99
(6 April 1998 to 5 April 1999).

box 12.1    You do have to pay tax on maintenance payments
under the 'Old rules' only if they are made under:

• a court order made before 15 March 1988 (or by 30 June 1988
if the application to the Court was made before
16 March 1988), or

• a written agreement made before 15 March 1988 and received
by the Tax Inspector by 30 June 1988, or

• a verbal agreement made before 15 March 1988, written details
of which were received by the Tax Inspector by 30 June 1988,
or

• a court order, CSA assessment or written agreement made on
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How to fill in pages 3 to 8 of your Tax Return - continued
or after 15 March 1988 that replaces, varies or adds to any of
the above, but does not change the person entitled to receive
the payments.

You have to pay tax on the lower of:
• the amount you were due to receive and did receive in 1988-89

(6 April 1988 to 5 April 1989), or
• the amount you were due to receive and did receive in 1998-99

(6 April 1998 to 5 April 1999).

Enter in box 12.1 the lower of these two amounts.

If you have received maintenance payments from more than one
person under the above arrangements, follow the instruction
above but treat the maintenance payments you received from each
of them separately. Then, add the amounts together and enter the
total in box 12.1.

box 12.2    You do not have to pay tax on the first £1,900 of
any amount you have entered in box 12.1 if:
• the payments are from your separated or former husband

or wife, and
• they are for you or for the support of a child aged under 21 of

whom you are both the parents, or whom you have treated as
part of your family, and

• you have not remarried, and
• you did not, during 1998-99, live again with your separated

husband or wife who pays the maintenance.

If you satisfied all the above conditions in 1998-99, enter in
box 12.2 whichever is the lower of:
• the figure in box 12.1, or
• £1,900.

box 12.3    Now deduct the figure in box 12.2 from the figure
in box 12.1 and enter the result in box 12.3. If there is no figure in
box 12.2, simply copy the figure from box 12.1 to box 12.3.

If you want more detailed information, ask the Orderline for
leaflet IR93: Separation, divorce and maintenance payments.

● Gains on UK life insurance policies, life annuities
or capital redemption policies

Boxes 12.4 to 12.8 are for gains on UK life insurance policies, life
annuities or capital redemption policies. Gains from foreign
policies and life annuities go in box 6.8 on the Foreign Pages,
available from the Orderline.

The gains arise on chargeable events and are sometimes called
'chargeable event gains'. The chargeable events that may give rise
to a gain include:
• death, giving rise to the payment of benefits, or
• a part surrender giving rise to a partial withdrawal of benefits, or
• payment of a cash bonus, or
• a sale or gift of part of a policy or life annuity, or
• a policy or life annuity coming to an end, or
• an insurance company making a loan to you or, at your

direction, to someone else, or
• the sale or assignment of a policy or life annuity.

Help Sheet IR320: Gains on UK life insurance policies, available from
the Orderline, contains more information.

Not all life insurance policies give rise to gains. Most 'qualifying'
life insurance policies do not do so. Pension annuities do not give
rise to gains.

Insurance companies sell a variety of products labelled 'guaranteed
income bonds', 'income bonds' and so on, a feature of which is
that they provide regular payments annually, monthly etc. These
may comprise one or more life insurance policies and gains on
them should be included in this section. The gains will not equal
the amount of the regular payments. There may be no gains in
some years in which regular payments are received.
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A policy or life annuity which is part of the 'Overseas Life Assurance
Business' of a UK insurer is a foreign policy. Any gain should be
entered in box 6.8 on the Foreign Pages, available from the
Orderline. Overseas Life Assurance Business includes most business
effected at a foreign branch of a UK insurer and some business sold
out of the UK on what is known as a 'services basis', to individuals
residing outside the UK when the policy is effected.

Gains on certain life annuities and on friendly societies' tax exempt
life insurance policies are not treated as having been taxed at the
basic rate. These gains do not have any 'notional' tax. Gains on all
other life insurance policies and all capital redemption policies
are treated as having been taxed at the basic rate. This is
notional tax and is never repayable.

Your insurance company should be able to tell you:

• if you have a life insurance policy, a qualifying life insurance
policy, a guarateed income bond etc., a life annuity, a pension
annuity, a capital redemption policy, or a policy which is part of
'Overseas Life Assurance Business',

• what the gains are and whether or not they are treated as
having been taxed at the basic rate.

If your insurance company knows that something has happened to
give rise to a chargeable event (this will usually be the case unless,
perhaps, the company has not been told that a policy or life
annuity has been sold), then it will generally have sent to the
Inland Revenue a 'chargeable event certificate' giving the relevant
details. You may have been sent a copy.

boxes 12.4 to 12.8    Include gains from UK policies and life
annuities in boxes 12.4 to 12.8.

The way you fill in these boxes depends on the number and
type of gains in the year and whether or not they are treated as
having been taxed.

The number of years to be entered in boxes 12.4, 12.6 or in the
'Additional information' box is the number of complete years
between when the policy or life annuity was made and the
chargeable event, except where the gain is as a result of a second
or subsequent chargeable event as a result of a partial withdrawal,
payment of a cash bonus, sale or gift of part of a policy or life
annuity or loan. There is a special rule that for each policy or life
annuity these transactions give rise to only one chargeable event a
year. Help Sheet IR320: Gains on UK life insurance policies explains
when. Enter the number of years since the last preceding
chargeable event as result of a partial withdrawal, payment of a
cash bonus, sale or gift of part of a policy or life annuity, or loan.
Note, if partial withdrawals etc. are made every year enter '1'. If
the period from when the policy or life annuity was made to when
it ended is less than a complete year also enter '1'.

If you made one gain which is not treated as having been
taxed, enter the amount of the gain in box 12.5, and the number
of complete years in box 12.4.

If you made one gain which is treated as having been taxed,
enter the amount of the gain in box 12.8 and the notional tax in
box 12.7.  This is 23% of the amount in box 12.8. Also put the
number of complete years in box 12.6.

Many insurance packages involve a cluster of identical policies of
life insurance. If you have gains from more than one policy, and
they are all identical gains from identical policies within a
cluster, include total gains in box 12.5 or 12.8, as appropriate,
and the notional tax in box 12.7 if appropriate (23% of the
amount in box 12.8), and the number of complete years in
box 12.4 or 12.6 as appropriate.
continued overE: PAGE 15



How to fill in pages 3 to 8 of your Tax Return - continued
Q 13

Otherwise you will need to enter details in the 'Additional
information' box on page 8 of your Tax Return. Describe each
policy, life annuity or cluster of identical policies and state the
amount of the gains, the number of complete years and the
amount of any notional tax. Then transfer totals to boxes 12.5,
12.7 and 12.8 but make no entry in boxes 12.4 or 12.6.

If the rights under a policy or life annuity are held on trusts which you
created, any gain made on the policy or life annuity is usually treated
as your income. If you are a beneficiary of a bare trust any gain is
usually treated as your income. If you need more help ask the
Orderline for Help Sheet IR320: Gains on UK life insurance policies.

Deficiencies arising from policies of life insurance, life annuities

and capital redemption policies

box 12.9    A relief may be due very occasionally when a policy
of life insurance, life annuity or capital redemption policy comes to
an end. If benefits have been withdrawn during its term, relief may
be due but not otherwise. This is not a relief for a 'loss' but a relief
to ensure that the total amount treated as investment income is
never more than the total gain made under the policy or contract.
It is known as 'corresponding deficiency relief'.

If you think this relief applies to you, ask the Orderline for Help
Sheet IR320: Gains on UK life insurance policies.

● Refunds of surplus funds from additional voluntary
contributions

boxes 12.10 to 12.12     Your certificate from your pension
scheme provider will show the amount of surplus funds from
additional voluntary contributions plus tax refunded to you on
leaving pensionable employment or on retirement. Enter the total
amount in box 12.12, the amount actually repaid to you in box
12.10 and the tax deducted in box 12.11.

Do not include amounts of any contributions refunded to you
because of completion of less than two years qualifying service in
your employer's pension scheme.

Did you receive any other income which
you have not already entered elsewhere
in your Tax Return?

If you tick the 'No' box, go to Question 14.

There are many types of transaction which produce taxable
income. Examples include:

• all casual earnings not declared elsewhere on the Tax Return,
including 'one off' freelance income and underwriting or
sub-underwriting commissions

• receipts under covenants entered into for genuine
commercial reasons which are in connection with the payer's
trade, profession or vocation

• profits from isolated literary or artistic activities

• rental from leasing equipment you own

• income received after your interest in a business has ceased, or
received following a change in the basis on which the profits of
that business are calculated. This applies only if the income
would not otherwise have been taken into account for tax
purposes during the life of the business - for examples see
'Post-cessation and similar business receipts' on page 17

• any recoveries of expenses or debts for which you claimed relief
as a post-cessation expense

• sale of patent rights if you received a capital sum
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• annual payments received in the year, including annual
payments received from UK unauthorised unit trusts and
annual payments paid by former employers which do not
constitute the payment of a pension.

If you did receive income that is taxable and you have not
included it elsewhere in your Tax Return, tick the 'Yes' box and
fill in boxes 13.1 to 13.6 using the notes below. If you are in
doubt about what to include, ask your Tax Office or tax
adviser.

How to fill in boxes 13.1 to 13.6

The income or losses from transactions relating to an
activity which amounts to a trade should be included in the
Self-employment Pages, Partnership Pages, or Land and
Property Pages (furnished holiday lettings), as appropriate. If
this income does not arise in the course of a trade, profession or
vocation, it should be entered in boxes 13.1 to 13.6. If you are in
any doubt about this, ask your Tax Office or tax adviser.

● Other Income

Keep a record of the separate items of income, and any relevant
expenses relating to each item (see the notes below), in case you
are asked for details later.

If you only had one type of 'other income' during the year, follow
the instructions below.

If you had more than one type of 'other income’, Help Sheet IR325:
Other income has a Working Sheet you can use to calculate
aggregate figures to put in the boxes.

Remember that you can only set losses of the year against certain
types of 'other income' - see the note on losses on page 17 and
Help Sheet IR325: Other income if you need it.

box 13.1    Enter the amount of income after any tax deducted,
and after any allowable expenses or capital allowances for this tax
year. If overall you made a loss for the year, enter '0'. There are
notes that follow about expenses, losses and some types of
income.

box 13.2    Enter the amount of any tax deducted from the
payments you received.

box 13.3    Enter the amount of income before any tax
deducted, but after any allowable expenses or capital allowances
for the year (box 13.1 plus box 13.2). If the result is a loss, it can
be set against income in a future year - see the notes below - and
should be entered in box 13.6.

box 13.4    Enter any unused allowable losses brought forward
from earlier years.

box  13.5   You cannot set losses against all categories of other
income, for example, you cannot set losses against annual
payments - see the notes below. Enter in box 13.5 the amount of
any loss brought forward which can be set against the income in
box 13.3 up to the amount of that income.

box  13.6   Enter the amount of any loss for the year that you
are claiming to carry forward to a later year.

Expenses

The amount of taxable income is the gross income you are entitled
to (whether or not you received it) in the tax year minus allowable
expenses incurred in that year. Allowable expenses are those
which:

• had to be spent solely to earn the income, and

• were not spent for private or personal reasons, and
E: PAGE 16



How to fill in pages 3 to 8 of your Tax Return - continued
• were not spent to buy something which you intend to keep
for a while (such as a computer). But you may be able to claim
capital allowances for this expense. Ask your Tax Office or tax
adviser for advice.

You cannot set expenses against annual payments.

For guidance on expenses which are allowable in arriving at the
taxable amount of receipts from a discontinued business, or arising
from a change in the basis on which business profits are
calculated, please read the notes on 'Post-cessation and similar
business receipts' below.

Losses

If your allowable expenses are more than your receipts, you made
a loss. Some, but not all, losses can be set against some types of
income from other transactions in the 'other income' category.

If you have no such income this year, losses can be carried forward
and set against similar income in future years.

You cannot set losses against annual payments.

If any receipts from a discontinued business, or arising from a
change in the basis on which business profits are calculated and
which would not otherwise be taken into account for tax purposes
during the life of the business, are exceeded by your allowable
expenses, see the note for box 15.11on page 22.

(If you are in any doubt about which losses you can claim or how
to claim them, ask the Orderline for Help Sheet IR325: Other
income, or ask your Tax Office or tax adviser.)

Post-cessation and similar business receipts

Include any income you receive from a business in which your
involvement has ceased, for example, if you have disposed of it, if
it has been discontinued, or, if it was run in partnership, you
ceased to be a partner. If the basis on which the profits of a
business are calculated is changed, include here any receipts
which, as a result of that change, would not otherwise be taken
into account for tax purposes during the life of the business.
Examples include:

• money you have recovered from a bad debt which you had
written off in your business accounts

• royalties arising after the business ceased from contracts made
before it ceased

• receipts relating to work completed before you changed
the basis on which profits are calculated from a cash to an
earnings basis.

There are two ways of dealing with this. Either you enter the total
in box 13.3 or, alternatively, you can claim to have the income
taxed as income of the year in which the business ceased. If you
wish to do this, do not use box 13.3. Instead, tick box 22.5 on
page 8 of your Tax Return. Please enter the amount and the year
in which the business ceased in the 'Additional information' box.

Where the income relates to a discontinued business, the amount
to be included in your Tax Return is after:

• losses and expenses, not arising from the discontinuance itself,
which would have been allowable had the business continued,
and

• any unused losses and unused capital allowances of the
discontinued business, and

• any such expenses brought forward from earlier years which
have not previously been relieved against post-cessation
receipts.

Where the receipts arise from a change in the basis on which the
profits of a business are calculated, the amount to be included is
after any expenses not otherwise allowed and which would have
been allowed but for the change.
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If the allowable expenses you have paid exceed receipts, read the
note for box 15.11 on page 22.

Cashbacks

box 13.3    You may have to pay tax if you have, as an
incentive, to take out a mortgage or to purchase an asset (such as
a car):

• received cash, or

• received an asset (such as a car or a holiday), or

• had any personal liabilities waived or paid on your behalf.

You may be taxable on the amount or value of what you have
received, or had waived or paid on your behalf.

The person from whom you received the incentive may be able to
tell you whether there is any tax liability.  If not, you should ask
your Tax Office or tax adviser.

If the amount is liable to Income Tax (which is likely only where
the cashback consists of payments receivable in more than one
year), enter it in box 13.3. (If you are not sure whether the amount
is liable to Income Tax, enter it in box 13.3 and tick box 22.3 on
page 8 of your Tax Return. Please give full details of the cashback
in the 'Additional information' box.)

Sickness and unemployment insurance

Benefits for sickness or disability paid by an employer must be
included in the Employment Pages.

If you have left employment but continue to receive benefits for
sickness or disability under a personal insurance policy because you
are covered by your former employer's permanent health insurance
scheme, enter the amount received in box 13.3.

However, if you contributed to the premiums paid by your
employer or former employer, the benefits received by you that
arise from that employer's scheme will be exempt to the extent
that they relate to your contributions. Do not include the exempt
amount. Check with your Tax Office if you need help in calculating
the exempt amount.

Income of a trade or vocation which is received as benefits for
sickness or disability must go in the Self-employment Pages, or the
Partnership Pages if the business was carried on in partnership.

Do not include in your Tax Return any other benefits for sickness,
injury or disability paid under insurance policies. If you are unsure
whether or not your sickness or unemployment benefits are
taxable, ask the Orderline or your Tax Office for leaflet IR153: Tax
exemption for sickness or unemployment insurance payments. Copies
of the leaflet may also be available at your library or Citizens
Advice Bureau.

Lump sums from unapproved retirement benefits schemes

An unapproved retirement benefits scheme is a scheme set up by
your (ex) employer to provide retirement or death benefits. It does
not include a scheme approved by the Inland Revenue. A lump
sum from an unapproved scheme is taxable unless  you can show
that it is:

• attributable either to your own contributions to the scheme, or

• attributable to contributions by your (ex) employer which have
been taxed on you, or

• for accidental disablement or death, or

• the only such benefit you received and you are not also a
member of an approved scheme. If so it may be free of tax - ask
your Tax Office about Statement of Practice 13/91.

(No losses may be set against this income.)
continued overE: PAGE 17



How to fill in pages 3 to 8 of your Tax Return - continued
Q 14 Do you want to claim relief for pension
contributions made from your income?

If you tick the 'No' box, go to Question 15.

Tax relief is given at source for contributions to your employer's
pension scheme (that is, not a personal pension scheme) deducted
from your pay. If this is your only pension provision, tick the 'No'
box and go to Question 15.

Otherwise, tick the 'Yes' box and fill in boxes 14.1 to 14.17, as
appropriate.

Personal pensions and retirement annuities

You can claim tax relief as a deduction from your earned income
for payments to a personal pension plan or to a retirement annuity
contract taken out to provide you with benefits on your
retirement. Where the contract (or policy) was taken out before
1 July 1988, payments are retirement annuity premiums. Payments
to plans (or policies) taken out on or after 1 July 1988 are personal
pension contributions. Keep your payment certificates or receipts.

How relief is given

How relief is obtained varies according to whether you are
employed or self-employed.

If you are self-employed:

• the amount of your payments that qualify for relief is limited to
a percentage of your 'net relevant earnings' (see below)

• payments to personal pension plans and to retirement annuity
contracts are made 'gross', without tax being deducted

• relief is given by reducing the level of your taxable profits.

If you are an employee:

• the amount of your payments that qualify for relief is limited to
a percentage of your 'net relevant earnings' (see below)

• payments to retirement annuities are made gross and relief is
given by deduction from your taxable pay

• payments to personal pension plans are made by you to the
pension provider with the tax having already been deducted at the
basic rate, and no further relief will be due unless you are liable to
tax at the higher rate. This always applies even if your
contributions are collected by your employer. The basic rate tax
relief is reclaimed direct from the Inland Revenue by your pension
scheme administrator and added to your plan. But you still have to
show the gross payments (that is before tax has been deducted)
on your Tax Return. Ask your pension scheme administrator for
these amounts if they are not shown on your annual statement.

Net relevant earnings

Net relevant earnings are:

• earnings from non-pensionable employment

• your self-employed profits as a sole trader (box 3.88 on the
Self-employment Pages)

• your share of partnership profits (box 4.22 on the Partnership
Pages)

• any furnished holiday letting profit (box 5.14 on the Land and
Property Pages and the figure from your Partnership Statement
if you are in a partnership that has furnished holiday letting
profits).

Limits to relief

The table in the next column shows the maximum payments
qualifying for relief for both personal pensions and retirement
annuities. For personal pensions the percentage limits apply to
earnings (up to a maximum of £87,600). Any personal payments
made by your employer count towards your percentage limit. But
you do not get tax relief on your employer's contributions.
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If you pay into a retirement annuity contract only, there is no limit
on the amount of earnings to which the percentage applies.

Age at Personal Retirement
6 April 1998 pensions limit annuities limit
35 or less 17.5% 17.5%
36-45 20.0% 17.5%
46-50 25.0% 17.5%
51-55 30.0% 20.0%
56-60 35.0% 22.5%
61-74 40.0% 27.5%

Ask the Orderline for Help Sheet IR330: Pension payments which
includes Working Sheets and explains the limits to tax relief when
you make payments to both a personal pension scheme and a
retirement annuity contract.

Any personal pension payments which do not qualify for relief
must be returned to you or your employer, if appropriate, by your
pension scheme administrator.

Doctors and dentists

If you are claiming relief for payments to the NHS Superannuation
Scheme (see box 14.16) and you are also paying personal pension
contributions or retirement annuity premiums, you must deduct
your NHS earnings from your net relevant earnings. Ask the
Orderline for booklet IR1: Extra Statutory Concessions, which
explains how to do this.

Carry back

You can in some circumstances allocate to an earlier year all or part
of a payment made in 1998-99 to a personal pension plan or a
retirement annuity contract. Payments made in 1998-99 may be
allocated to:

• 1997-98, or

• 1996-97, but only if you had no net relevant earnings in 1997-98.

You can make your election to carry back payments either by
including it in your Tax Return or sending a separate election to
your Tax Office before 31 January 2000. Special forms are available
for this purpose - form PP43 for personal pension payments and
form 43 for retirement annuity payments. If you are an employee,
your personal pension administrator will give you the form PP43
which you should complete and return to your scheme
administrator. You need only send the form (always copy to your
scheme administrator) to your Tax Ofiice where you make your
claim outside your Tax Return and you are claiming tax relief at the
higher rate. The forms are also available from the Orderline.

Ask the Orderline for Help Sheet IR330: Pension payments. This
includes a Working Sheet to help you work out the payments you
can carry back.

Payments brought back

Under a carry back election you can also bring back payments
already made in 1999-2000 (that is, paid after 5 April 1999 but
before you send your Tax Return). The relief will give rise to a tax
credit which will be set against the tax due or repaid as appropriate.

Payments made between the date of filing your Tax Return and
5 April 2000 can be carried back in the usual way. There is no need
to wait for your 1999-2000 Tax Return.

If you prefer to make your election earlier, send it to your Tax
Office after you have made your payments.

Carry forward of unused relief

In certain circumstances unused relief from earlier years may be
carried forward and given for payments which exceed the
percentage limit in the year for which the relief is claimed. Ask the
Orderline for Help Sheet IR330: Pension payments, which explains
more about carry forward and includes Working Sheets to help you.

If you are an employee your scheme administrator will give you a
special form PP42 which you should complete and return to your
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How to fill in pages 3 to 8 of your Tax Return - continued
scheme administrator. You need only send the form (always copy
to your scheme administrator) to your Tax Office if you make the
claim outside your Tax Return.

Help Sheet IR330: Pension payments

Ask the Orderline for Help Sheet IR330: Pension payments if:

• you pay into both a retirement annuity contract and a
personal pension plan, or

• you bring back payments made after 5 April 1999, or

• you carry back payments to a previous year, or

• the figure in box 14.5, or 14.10 or 14.15 is more than the
appropriate percentage limit of your earnings.

It includes Working Sheets to help you complete the boxes.

Qualifying payments

The payments you make to your personal pension plan or
retirement annuity contract which qualify for tax relief are normally
subject to limits.

These qualifying payments are made up of one or more of the
following, each of which is subject to its own limits:

• the payment for relief in this tax year up to the percentage limit
of your net relevant earnings for the year (see the note on 'limits
to relief' on page 18)

• the payment you make in excess of your percentage limit for
this tax year to take up unused relief from earlier years (see the
note beginning on page 18 on 'carry forward of unused relief')

• the payment you wish to carry back (including the amount you
have already taken back) is limited to the relief still available in
the earlier year (see the notes on page 18 on 'carry back' and
'payments brought back').

If you are an employee who makes payments to a personal pension
plan, your scheme administrator will check that your payments are
within the permissible limits.

● Retirement annuities

box 14.1    Enter the gross amount of qualifying retirement
annuity payments made in 1998-99.

box 14.2    Enter the amount of your 1998-99 qualifying
payments for which you have already claimed relief in an earlier
year. See Help Sheet IR330: Pension payments, available from the
Orderline.

box 14.3    Enter the amount of your 1998-99 qualifying
payments you now want to carry back to an earlier year. See
Help Sheet IR330: Pension payments, available from the Orderline.

box 14.4    Enter the amount of qualifying payments you have
made after 5 April 1999, but before the date you send your Tax
Return, for which you want to claim relief now. The relief will give
rise to a tax credit which will be set against the tax due or repaid,
as appropriate. I will work it out for you, but if you want to do it
yourself, the Tax Calculation Guide will tell you what to do. You
must remember to enter the payments in box 14.2 of next year's
(1999-2000) Tax Return. See Help Sheet IR330: Pension payments,
available from the Orderline.

box 14.5    This is the amount of relief you are claiming against
your 1998-99 income. You get this figure by subtracting 1998-99
payments you have already used (box 14.2) or are now going to
use in an earlier year (box 14.3) from your total 1998-99 qualifying
payments (box 14.1).
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● Personal pensions (self-employed)

box 14.6    Enter the gross amount of qualifying personal
pension payments made as a self-employed person in 1998-99.

box 14.7    Enter the gross amount of your 1998-99 qualifying
payments for which you have already claimed relief in an earlier
year. See Help Sheet IR330: Pension payments, available from the
Orderline.

box 14.8  Enter the gross amount of your 1998-99 qualifying
payments you now want to carry back to an earlier year. See
Help Sheet IR330: Pension payments, available from the Orderline.

box 14.9    Enter the gross amount of qualifying payments you
have made after 5 April 1999, but before the date you send
your Tax Return, for which you want to claim relief. The relief will
give rise to a tax credit which will be set against the tax due or
repaid as appropriate. I will work it out for you, but if you want to
do it yourself, the Tax Calculation Guide will tell you what to do.
You must remember to enter the payments in box 14.7 of next
year's (1999-2000) Tax Return. See Help Sheet IR330: Pension
payments, available from the Orderline.

box 14.10   This is the amount of relief you are claiming against
your 1998-99 income. You get this figure by subtracting 1998-99
qualifying payments you have already used (box 14.7) or are now
going to use in an earlier year (box 14.8) from your total 1998-99
qualifying payments (box 14.6).

● Personal pensions (employees)

box 14.11    Enter the gross amount of qualifying personal
pension payments made as an employee. This is the amount of the
payment you made in 1998-99 with the basic rate tax on it added
to your plan. Ask your pension administrator for the amounts if
they are not shown on your annual statement, or you can work out
your gross payment by dividing the amount you paid by 77 and
multiplying the answer by 100. So, for example, if you paid £770
you should enter:

770  x 
100   

 =  £1,000 in box 14.11.  
        77

This is your net payment of £770 plus basic rate tax of £230.

box 14.12  Enter the gross amount of your 1998-99 qualifying
payments for which you have already claimed relief in an earlier
year. See Help Sheet IR330: Pension payments, available from the
Orderline.

box 14.13    Enter the gross amount of your 1998-99 qualifying
payments you now want to carry back to an earlier year. See Help
Sheet IR330: Pension payments, available from the Orderline.

box 14.14    Enter the gross amount of qualifying payments you
have made after 5 April 1999, but before the date you send
your Tax Return, for which you want to claim relief now. The
relief will give rise to a tax credit which will be set against the tax
due or repaid as appropriate. I will work it out for you, but if you
want to do it yourself, the Tax Calculation Guide will tell you what
to do. You must remember to enter the payments in box 14.12 of
next year's (1999-2000) Tax Return. See Help Sheet IR330: Pension
payments, available from the Orderline.

box 14.15 This is the amount of relief you are claiming against
your 1998-99 income. You get this figure by subtracting 1998-99
qualifying payments you have already used (box 14.12) or are now
going to use in an earlier year (box 14.13) from your total 1998-99
qualifying payments (box 14.11).
continued overE: PAGE 19
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Q 15

● Employer's retirement benefits schemes

box 14.16    Contributions to your employer's scheme are
deducted at source from your pay by your employer, before tax is
charged on the remainder of your pay. Do not enter these
contributions in box 14.16.

Enter the amount of contributions made to the scheme (within the
15% earnings limit) which exceptionally has not been deducted at
source from your pay before tax has been charged. Such payments
are exceptional. An example would be additional voluntary
contributions paid by way of a lump sum at or near 5 April 1999.

If you are a medical or dental practitioner whose income from the
National Health Service is taxable as self-employed profits, and you
want to claim relief for the contributions paid to the National
Health Service Superannuation Scheme, enter in box 14.16 the
contributions paid for 1998-99. Ask the Orderline for Help Sheet
IR231: Doctors' expenses for more information.

● Free-Standing Additional Voluntary Contributions

box 14.17    If you are an employee, you can pay up to 15% of
your earnings (up to an earnings limit of £87,600 in some cases)
minus what you pay to your employer's scheme, to a Free-
Standing Additional Voluntary Contributions (FSAVC) scheme.  Ask
your scheme administrator for details.

If you are a medical or dental practitioner claiming tax relief on
your contributions to the NHS Superannuation Scheme, you may
pay contributions to a Free-Standing Additional Voluntary
Contributions (FSAVC) scheme. Ask your administrator for details.

Payments to FSAVC schemes are made net of tax at basic rate. You
get further relief if you are taxable at the higher rate.

Enter the gross amount of FSAVC payments in box 14.17. This is
the amount you actually paid to your FSAVC provider plus the tax
relief you deducted from the payment. For example, if you paid
£770 enter £1,000 in box 14.17 (see the example on page 19).
Ask your scheme administrator for these amounts if they are not
shown on your annual statement.

Do you want to claim any other reliefs?

If you tick the 'No' box, go to Question 16.
Otherwise, tick the 'Yes' box and fill in boxes 15.1 to 15.12, as
appropriate, using the notes below.

● Payments you made for vocational training

box 15.1    There is a tax relief for training that counts towards a
National or Scottish Vocational Qualification. If you are aged 16,
17 or 18 and not in full time education at a school, or if you are
aged 19 or over, you can get relief if you paid for your own
training, provided:

• you are resident in the UK for tax purposes, and

• you are not receiving, or entitled to receive, financial assistance
(that is, a loan or grant) for a course under a Government
Scheme, and

• you are not undertaking the training wholly or mainly for
recreational or leisure purposes.

Since 6 May 1997 you can get relief for payments for any
full time vocational course that lasts at least four weeks but no
longer than a year, provided you are aged 30 or over.

You get basic rate relief at source by paying the net amount. You
will get additional relief if you are taxable at the higher rate. Enter
in box 15.1 the amount paid to your training provider. Do not
include the tax relief given at source to your training provider. If
you want more information about the scheme, ask the Orderline
for leaflet IR119: Tax Relief for Vocational Training.
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● Interest eligible for relief on loans to buy your main home

box 15.2    In most cases loans to buy your home are eligible
for mortgage interest relief at source (MIRAS). You get relief by
paying only the net amount of interest to the lender. If your loan is
in MIRAS I do not need any more information and you should not
complete box 15.2. Your lender will be able to tell you if your loan
is in MIRAS.

If you want to claim relief for a home loan not in MIRAS, ask the
Orderline for Help Sheet IR340: Relief on loans not in MIRAS. Work
through the Help Sheet and enter the amount you want to claim
in box 15.2. All of the interest you pay will not necessarily qualify
for relief, so use Help Sheet IR340 to calculate the correct figure.

Whether your loan is in MIRAS or not you may be able to claim
some additional relief for any benefit taxable on you, if you receive a
low-interest or interest-free loan from your employer (beneficial loan
interest). Ask the Orderline for leaflet IR145: Low-interest loans
provided by employers - a guide for employees.

If you are not resident and not ordinarily resident in the UK you
may not qualify for mortgage interest relief. Ask your Tax Office or
tax adviser for further information if you think you may be
affected.

Remember to notify your lender of any changes in your
circumstances.

Life annuities for the over 65s / Home income plans

Interest paid on a loan to buy a life annuity may be eligible for
relief. The loan must be secured on your only or main home and
the borrower, or the person who receives the annuity, must be 65
or over when the loan is made. If the loan is in MIRAS, you have
already received the full amount of relief due, and I do not need
any more information. You should not complete box 15.2.
However if the loan is not in MIRAS, ask the Orderline for Help
Sheet IR340: Relief on loans not in MIRAS. Work through the Help
Sheet and enter the amount you want to claim in box 15.2. All of
the interest you pay will not necessarily qualify for relief, so use
Help Sheet IR340 to calculate the correct figure.

● Interest eligible for relief on other qualifying loans

box 15.3     You may be entitled to claim relief for interest on
loans used to buy:

• shares in a 'close company' (see below), or

• an interest in (or to fund) a partnership, or

• plant or machinery for your work.

Information about other qualifying loans is included in Help Sheet
IR340: Relief on loans not in MIRAS. Work through the Help Sheet
and enter the amount you want to claim in box 15.3.

You may also be able to claim relief for any benefit taxable on you
if you receive a low-interest or interest-free loan from your
employer (beneficial loan interest). Ask the Orderline for leaflet
IR145: Low-interest loans provided by employers.

A close company is, broadly, one controlled by:

• five or fewer 'participators', or

• any number of participators who are directors.

'Participators' are persons who have a share or interest in the
income or capital of the company, such as the shareholders and
certain loan creditors.

If you are in any doubt about whether you have shares in a close
company, ask your Tax Office or tax adviser for help.

● Maintenance or alimony payments

boxes 15.4 to 15.6     You are entitled to relief if your
payments to maintain your child or former wife or husband are
made under certain legally binding arrangements. These can be:
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• a court order, or

• a Child Support Agency (CSA) assessment, or

• a written agreement, or

• a verbal agreement (in some cases only - see below).

You cannot get tax relief for other payments, such as voluntary
payments or payments made to, or for, your children if they are
aged 21 or over.

The amount of relief you get depends on when your arrangements
were made. The rules changed for agreements made on or after
15 March 1988.

If your maintenance is paid under a court order, CSA
assessment or legally-binding written agreement which is not
included in the following list, go directly to the 'New rules'
section below:

• a court order made before 15 March 1988 (or by 30 June 1988
if the application to the Court was made before 16 March
1988), or

• a written agreement made before 15 March 1988 and received
by the Tax Inspector by 30 June 1988, or

• a verbal agreement made before 15 March 1988, written details
of which were received by the Inspector by 30 June 1988, or

• a court order, CSA assessment or legally-binding written
agreement made on or after 15 March 1988, which replaces,
varies or adds to any of the above arrangements but does not
change the person to whom the payments are made.

If your maintenance is paid under one of the arrangements
listed above, go to the 'Old rules' section in the column
opposite. If you have separate arrangements under New rules and
Old rules, read the notes at the foot of the next column.

The amount of relief you get depends on when your arrangements
were made. The rules changed for agreements made on or after
15 March 1988.

If your maintenance is paid under a court order, CSA
assessment or legally-binding written agreement which is not
included in the following list, go directly to the 'New rules'
section below:

• a court order made before 15 March 1988 (or by 30 June 1988
if the application to the Court was made before 16 March
1988), or

• a written agreement made before 15 March 1988 and received
by the Tax Inspector by 30 June 1988, or

• a verbal agreement made before 15 March 1988, written details
of which were received by the Inspector by 30 June 1988, or

• a court order, CSA assessment or legally-binding written
agreement made on or after 15 March 1988, which replaces,
varies or adds to any of the above arrangements but does not
change the person to whom the payments are made.

If your maintenance is paid under one of the arrangements
listed above, go to the 'Old rules' section below. If you have
separate arrangements under New rules and Old rules, read the
notes at the foot of the next column.

New rules

box 15.4     You can get relief on your payments if all of the
following four conditions are met:

• the court order, CSA assessment or written agreement is made
under the laws of one of the following countries - United
Kingdom, Austria, Belgium, Denmark, Finland, France,
Germany, Greece, Iceland, Ireland, Italy, Liechtenstein,
Luxembourg, Netherlands, Norway, Portugal, Spain or Sweden,
and
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• the payments are made to your separated or former husband or
wife or, although paid to the DSS (or DHSS in Northern Ireland)
are treated as if made to him or her, and

• your separated or former husband or wife has not remarried,
and

• the payments are for his or her own maintenance, or for the
maintenance of a child aged under 21 of whom you are both
the parents, or who you have treated as part of your family.

You can get tax relief on the payments you make only up to a total
of £1,900, even if you pay more. The limit is the same even if you
make payments to more than one separated or former husband
or wife.

Enter in box 15.4 the lower of:

• £1,900, or

• the amount you paid in the year ended 5 April 1999.

If your former husband or wife has remarried in 1998-99, you can
get relief on the payments you made only up to the date of the
marriage. You should enter in box 15.4 the lower of £1,900 or the
payments made.

Please enter the dates of the court orders etc. in the 'Additional
information' box on page 8 of your Tax Return. Tax relief will be
given at 15% of the amount you have entered in box 15.4.

Old rules

boxes 15.5 and 15.6     You can get tax relief for your
payments only on the lower of:
• the amount on which you got tax relief in 1988-89

(6 April 1988 to 5 April 1989), or
• the amount which was due and which you actually paid in

1998-99 (6 April 1998 to 5 April 1999).

If the lower of these two amounts is less than, or equal to, £1,900,
enter it in box 15.5. But if it is more than £1,900, enter £1,900 in
box 15.5 and the remainder in box 15.6.

If you paid maintenance under more than one Old rules
arrangement, you must consider each separately and then add
together the lower of the two amounts for each arrangement.

If the total is less than, or equal to, £1,900, enter it in box 15.5. If
it is more than £1,900, enter £1,900 in box 15.5 and the
remainder in box 15.6.

If the figure in box 15.5 is less than £1,900 and you actually paid
more than £1,900, it may be beneficial for you to elect for the
New rules to apply. For detailed guidance ask the Orderline for
leaflet IR93: Separation, divorce and maintenance payments. If you
do make this election, you must follow the New rules guidance
above. Do not enter anything in box 15.5.

Please enter in the 'Additional information' box on page 8 of your
Tax Return the date of the original court order or agreement, and
the dates of any court order, CSA assessment or written agreement
which replaced, varied or added to the original court order
or agreement.

Tax relief for the amount in box 15.5 is at 15%. Relief for the
amount in box 15.6 is given as a deduction from your income.

 Separate arrangements under both New rules and Old rules

boxes 15.5 and 15.6    You are entitled to relief for payments
under arrangements to which Old rules apply. To work this out,
follow the instructions for boxes 15.5 and 15.6 above for
payments under your Old rules arrangements.
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How to fill in pages 3 to 8 of your Tax Return - continued
If the figure in box 15.5 is less than £1,900 you are also entitled to
some New rules relief. Subtract the figure in box 15.5 from
£1,900 and enter in box 15.4 the lower of:
• that figure, or
• the amount you paid in 1998-99 (6 April 1998 to 5 April 1999)
under your New rules arrangements.

For more details on maintenance and alimony, ask the Orderline
for leaflet IR93: Separation, divorce and maintenance payments.

● Venture Capital Trust shares

box 15.7    If you have subscribed for shares in Venture Capital
Trusts, you may be entitled to claim tax relief on subscriptions up
to £100,000. To qualify for tax relief you must have been aged 18
or over when the shares were issued.

The amount of relief you are entitled to is the smaller of:
• the amount you subscribed (up to a maximum of £100,000)

multiplied by 20%, or
• the amount that reduces your tax bill to zero for the year (I will

work this out for you, or, if you are calculating your tax, the
Tax Calculation Guide explains what to do).

Enter in box 15.7 the amount you subscribed, up to a maximum
of £100,000.

Keep certificates provided by Venture Capital Trusts - I might ask
to see them later.

For further details ask the Orderline for the leaflet Venture Capital
Trusts (VCTs), a brief guide.

● Enterprise Investment Scheme (EIS)

box 15.8    You can claim Income Tax relief under the EIS for
any investment in shares issued during the year (or during the
following six months - see form EIS3(1998) for details), provided:

• you have received a form EIS3(1998) from the company you
invested in, certifying that the company qualifies for the scheme
(or form EIS5 from the fund manager, where the investment
was made through an investment fund), and

• you are eligible for relief (the conditions for eligibility are set out
on forms EIS3(1998) and EIS5).

Enter in box 15.8 the total subscriptions for which you are
claiming relief. Exclude any part for which you are claiming relief
for the previous year but include any investment for which you
have already received relief in your tax code or by repayment of a
payment on account.

Then enter details of each investment in the 'Additional
information' box on page 8 of the Tax Return, as instructed on
form EIS3(1998) or EIS5.

Remember, I might ask to see form EIS3(1998) (or form EIS5) to
support your claim, so keep it safe.

If you have made an investment for which you have not
yet received a form EIS3(1998) or form EIS5, do not put it on
the Tax Return. When you eventually receive the form,
complete the claim form which it incorporates and send it to
your Tax Office.

● Charitable covenants or annuities

box 15.9 You can claim higher rate tax relief for:

• charitable covenants

• annuities and covenants entered into for full value for genuine
commercial reasons in connection with the payer's trade or
profession.

These payments are treated as made after basic rate tax has been
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deducted. No further relief will be due unless you are taxable at
the higher rate.

Enter the total annuities and charitable covenanted donations you
paid in the year ended 5 April 1999. Do not include the tax
treated as deducted.

● Gift Aid and Millennium Gift Aid

box 15.10 Gift Aid is a tax relief for single cash gifts made by
individuals to charities on or after 1 October 1990. The gifts are
treated as having had basic rate tax deducted.

The main conditions of Gift Aid are that you must be resident in
the UK and each gift must be £250 or more.

Ask the Orderline for leaflet IR113 Gift Aid: A guide for donors and
charities, which gives information about the conditions for relief.

Millennium Gift Aid is a tax relief for cash gifts made by individuals
to participating charities on or after 31 July 1998. The gifts are
treated as having had basic rate tax deducted.

The main conditions of Millennium Gift Aid are that you must be
resident in the UK, and that either each single gift must be £100 or
more, or that a number of successive gifts to the same charity must
total £100 or more.

Ask the Orderline for leaflet IR163 Millennium Gift Aid: A guide for
donors, which gives information about the conditions for relief.

Enter the total payments made under Gift Aid and Millennium Gift
Aid during the year ended 5 April 1999. Do not include the tax
treated as deducted.

Millennium Gift Aid is also available for a trader who makes gifts in
kind, of stock or plant used in the business, to participating
charities. Do not enter the value of any such gifts in box 15.10.
Instead you should make a claim by detailing the articles given and
the name of the receiving charity in the 'Additional information'
box on Page SE4 of the Self-employment Pages.

● Post-cessation expenses etc.

box 15.11 You may be able to get relief for expenses you pay
after you cease in business if those expenses are closely related to
that business.

The payments must be made within seven years of the business
ceasing, and must be amounts spent:

• in remedying, or as damages for, defective work done, goods
supplied, or services rendered in the course of the former
business activity, or

• for legal or other professional services in connection with any
claim that the work, goods or services were defective, or

• for insurance against any expenses described above, or

• in recovering debts which have been taken into account in
calculating the business profits before it ceased.

Additionally, relief is available for debts owed to the business
which have been taken into account in calculating the profits or
gains of the business before it ceased but which, within seven
years of the business ceasing:

• are shown to be bad , or

• are released under a formal voluntary arrangement.

A claim must be made by 31 January 2001.

Relief is given against income and capital gains of the year in
which the expense is paid. Enter the amount of relief you are
claiming against 1998-99 income in box 15.11, and the amount of
relief you are claiming against 1998-99 capital gains in box 8.5 of
the Capital Gains Pages - but see the notes on unpaid expenses on
page 23.
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How to fill in pages 3 to 8 of your Tax Return - continued
Unrelieved expenses can only be set against any post-cessation
receipts which may arise in the future and not any other future
income or gains (see page 17).

Unpaid expenses

If:

• a deduction was given against taxable profits of the former
business for expenses which had not actually been paid before
cessation, and

• those expenses remain unpaid at 5 April 1999,

the amount of the relief you can claim must be reduced by the
amount of the unpaid expense. Deduct it to arrive at the figure to
enter in box 15.11.

Reimbursements

You must remember to enter in box 13.3:

• any insurance proceeds or premium refunds, or other sums
received in connection with an insurance policy taken out to
cover the expenses listed above, or

• expenses recovered from any other person or any recovery of
debts for which relief has been allowed.

If you are in any doubt about the correct treatment of
post-cessation expenses, ask your Tax Office or tax adviser.

● Losses on relevant discounted securities

If you have incurred a loss in the year ended 5 April 1999 on the
disposal of any relevant discounted security (see page 10), you can
claim tax relief for that loss by entering it in box 15.11. You cannot
set the loss against the income of an earlier or later year.

Industrial Buildings Allowance from investment in Enterprise
Zone Trusts

If you invest in an enterprise zone property unit trust you can claim
relief against your total income for your share of the trust's
industrial buildings allowance for the year. The trustees will notify
you of the amount. Use the Land and Property Pages, available
from the Orderline, to claim the relief (and to enter your share of
any balancing charge).

● Payments to a trade union or friendly society
for death benefits

box  15.12 You can claim tax relief for:

• the part of your trade union subscription that entitles
you to superannuation (that is, pension), life assurance or
funeral benefits, or

• part of any premiums that you pay to a friendly society under a
policy that combines sickness and death benefits, where the
total premium is no more than £25 per month, and no more
than 40% of the premium is charged for the death benefit. This
type of policy is now unusual and the great majority of friendly
society policies do not meet the conditions for  the relief.

The relief is calculated as one half of that part of your subscription
or premium which went to provide the superannuation, life
assurance, funeral or death benefit. Your union representative or
friendly society will be able to tell you how much, if any, of your
subscription or premium was for these benefits.

Enter in box 15.12, one half of that part of your union
subscriptions or premiums paid under a friendly society sickness
and death benefit policy which relates to the superannuation, life
assurance, funeral or death benefits.
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Q 16 Do you want to claim any allowances?

Everyone gets the personal allowance of £4,195 automatically
(except for non-residents, who should check the Non-residence etc
Pages and Notes for entitlement to any allowances).

If you were born before 6 April 1934 you may get a higher amount
of personal allowance. Fill in box 21.4. If your income was over
£16,200 in the year ended 5 April 1999, you may not get the
higher amount or it may be restricted.

Other allowances available are:

• blind person's allowance

• transitional allowance (this allowance is only available for
some wives with husbands on low income. To get it in 1998-99
it must have been given in 1997-98)

•   married couple's allowance

•   additional personal allowance - available in some
circumstances, if you have a child living with you

•   widow's bereavement allowance

• unused married couple's allowance and blind person's
allowance (if due) from your husband or wife.

If you are married and you did not have enough income to use up
all your married couple's allowance (or, if you are blind, blind
person's allowance), you can transfer the unused part to your
spouse - see the notes on page 26. If you are a married man, and
you do not use all your personal allowance, these notes also tell
you how you can give your wife transitional allowance in some
circumstances.

If you want to claim one or more of these other allowances, tick
the 'Yes' box and fill in boxes 16.1 to 16.28, as appropriate, in your
Tax Return, using the notes below. You should still fill in any
relevant boxes even if you contacted your Tax Office during the
year to claim the allowances. Otherwise tick the 'No' box and go
to Question 17.

Blind person's allowance

boxes 16.1 and 16.2 You can claim the allowance if you
were registered blind with a local authority:

• enter the date you were registered blind in box 16.1 if this is
the first year you are claiming, and

• enter the name of the local authority in box 16.2.

If 1999-2000 is the first year you are on the register, you can still
get the allowance for the year ended 5 April 1999, if you already
had evidence of blindness at that date. This will usually be
an ophthalmologist's certificate, upon which the local authority
subsequently based your registration.

Also, if you live in Scotland or Northern Ireland, you can claim
blind person's allowance if you are so blind you are unable to
perform any work for which eyesight is essential. To claim, write
'Scotland claim' or 'Northern Ireland claim' in box 16.2.

Transitional allowance

box  16.3    Transitional allowance is for some wives with
husbands on low income. You can only get it in 1998-99 if:

• you are a married woman, and

• you had transitional allowance in the 1997-98 tax year, and

• you lived with the same husband in 1998-99 as you were
living with for the whole of 1997-98, and

• your husband was resident in the UK for 1998-99, and

• your husband has written to his Tax Office asking for the
allowance to be given to you.
continued overE: PAGE 23



How to fill in pages 3 to 8 of your Tax Return - continued
Claim it by ticking box 16.3 and giving your husband's name,
address, tax reference, National Insurance number and Tax Office
in the 'Additional information' box on page 8 of your Tax Return.

If you are unsure whether you can get this allowance, ask your Tax
Office for help .

box  16.4   If you are calculating your tax, you will need to fill
in box 16.4. If your husband has given you a figure, and you agree
with it, enter that. Otherwise, ask your Tax Office for the figure to
put in the box.

Married couple's allowance

boxes 16.5 to 16.10
    If you are a married woman, leave these

boxes blank. Fill in boxes 16.11 to 16.15 instead. If you are a
married man, you can only claim married couple's allowance if:

• you were married and living with your wife for all or part of the
year ended 5 April 1999, or

• you were separated from your wife before 6 April 1990, but you
were
- still married to her on 6 April 1998, and
- you have wholly maintained her since separation until at

least 6 April 1998, with voluntary payments for which you
were not entitled to tax relief.

You and your wife can still be regarded as 'living together' even if
you were not living under the same roof, as long as:

• you are still married, and

• neither of you intends to make the separation permanent.

If you married in the year ended 5 April 1999, read the section
'Special rules if you are a man who married in the year ended
5 April 1999' below for details of what to claim. Otherwise claim
married couple's allowance by entering:

• your wife's full name in box 16.5, and

• her date of birth (if before 6 April 1934) in box 16.7.

That is all you have to do unless you and your wife have decided:

• to have half the allowance each (if you have done this and your
Tax Office has agreed, tick box 16.8), or

• that the whole of the allowance should go to her (if you have
done this and your Tax Office has agreed, tick box 16.10).

Read the section 'Who gets married couple's allowance - you or
your spouse?' below.

boxes 16.11 to 16.15    If you are a married man, leave these
boxes blank. Fill in boxes 16.5 to 16.10 instead. If you are a
married woman, you can only claim married couple's allowance if
you were married and living with your husband for all or part of
the year ended 5 April 1999 and you, and your husband, have
decided:

• to have half the allowance each (if you have done this and your
Tax Office has agreed, tick box 16.13), or

• that the whole allowance should go to you (if you have done
this and your Tax Office has agreed, tick box 16.15).

Read the section 'Who gets married couple's allowance - you or
your spouse?' below for further details.

Claim married couple's allowance by entering:

• the date of marriage, if after 5 April 1998, in box 16.11 (unless
you can continue to get half or all of the married couple's
allowance you are entitled to from a previous marriage, in
which case, do not enter anything in box 16.11), and

• your husband's full name in box 16.12.
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Who gets married couple's allowance - you or your spouse?

The allowance goes automatically to the husband unless:

• either spouse has asked for half the allowance to be given
to each, or

• both spouses have asked for the whole allowance to be given to
the wife.

You can only change the way married couple's allowance is given
to you if your Tax Office agreed to the change before 6 April 1998
(or 6 April 1999 if you got married after 5 April 1998). Otherwise it
is too late to make a change to apply to your 1998-99 Tax Return.
Write to your Tax Office as soon as possible if you want to make a
change to apply to your 2000-2001 Tax Return (it is already too
late for 1999-2000).

If your Tax Office has agreed to your choice for married couple's
allowance, remember to tick one of the boxes 16.8, 16.10, 16.13
or 16.15. If you have changed your married couple's allowance
arrangement, it stays that way each year until you decide to
change again.

A married couple entitled to a higher age-related married couple's
allowance can only transfer an amount equal to all or half of the
basic (under 65's) married couple's allowance of £1,900.

These rules are separate from those which allow the married
couple's allowance to be transferred from one spouse to the other,
where the person getting the married couple's allowance does not
have enough income to use it. See 'Transferring unused allowances'
and 'Using unused allowances' on page 26 for more details.

If your husband died in 1998-99

If you are a married woman filling in a Tax Return, and your
husband died during the year ended 5 April 1999, you can only
have that part of the married couple's allowance which cannot be
used against your deceased husband's income for that year.

This applies whether or not you had previously agreed to share, or
for you to have the whole of, the allowance. Leave boxes 16.13
and 16.15 blank and tick box 16.26 (if appropriate).

If you are filling in a Tax Return for a husband who died in the year
ended 5 April 1999, then please note that the married couple's
allowance should be used against his income for the year, even if
some or all of it had previously been allocated to his wife. Leave
boxes 16.8 and 16.10 blank.

Special rules if you are a man who married in the year ended
5 April 1999

You have three choices. You can:

• claim 1⁄12 of the married couple's allowance for each tax month
(or part of a tax month) of your marriage (the tax month runs
from the 6th of one month to the 5th of the next). If you
choose this, enter your date of marriage in box 16.6 and follow
the guidance in the previous column for filling in boxes 16.5
and 16.7 to 16.10, or

• continue to get any married couple's allowance you are entitled
to for 1998-99 from a previous marriage. If you choose this,
do not enter anything in box 16.6. Fill in boxes 16.5 and 16.7
to 16.10 as appropriate, with details of your previous wife,
following the guidance in the previous column, or

• choose to claim additional personal allowance for a child living
with you, instead of married couple's allowance. If you choose
this, do not enter anything in boxes 16.5 to 16.10. Fill in
boxes 16.16 to 16.23, as appropriate, by following the
guidance on page 25.
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How to fill in pages 3 to 8 of your Tax Return - continued
Higher allowance if one spouse was born before 6 April 1934

If you are a husband, you may get a higher amount of married
couple's allowance if either you or your wife were born before
6 April 1934 (and even more if born before 6 April 1924).  If your
wife was born before 6 April 1934, fill in box 16.7.

If your income was over £16,200 in the year ended 5 April 1999,
you may not get the higher amount or it may be restricted.

● Additional personal allowance

boxes 16.16A to 16.19    If you are a woman, you can claim
additional personal allowance if you had a child living with you for
at least part of the year ended 5 April 1999, and:

• you were a married woman whose husband was unable to look
after himself at all for the whole of the year ended 5 April 1999
because of illness or disablement, in which case tick
box 16.16A, or

• you were single, separated, divorced or widowed at
5 April 1999, or

• you got married or reconciled with your husband in the year
ended 5 April 1999.

Unless you are claiming under the first of the three headings above
the child must live with you for part of the period in the year when
you were single, separated, divorced or widowed.

If you are a man, you can claim additional personal allowance if
you had a child living with you for at least part of the year ended
5 April 1999, and:

• you were single, separated, divorced or widowed throughout
the year ended 5 April 1999, or

• you separated permanently from your wife in the year ended
5 April 1999, and you are not getting all the married couple's
allowance for that year, or

• you got married in the year ended 5 April 1999 (when you can
claim the allowance instead of married couple's allowance), or

• you were a married man whose wife was unable to look after
herself at all for the whole of the year ended 5 April 1999
because of illness or disablement (in which case please tick
box 16.16A).

The child can have lived with you for part of the year ended
5 April 1999 only. But if you separated during that year, the child
must have lived with you after you separated.

The child must have been either:

• your own child, stepchild, or a child you legally adopted before
he or she was 18 (there is no age limit for this type of child), or

• a child under 18 on 6 April 1998 who you look after at your
own expense.

But you cannot claim for a child who was 16 or over on
6 April 1998 unless the child was:

• receiving full-time education at school, college or university, or

• training full-time for at least two years for a trade or profession.

You can only get one allowance even if more than one child lives
with you.

To claim, give:

• the name of the child you are claiming for (claim for the
youngest one unless someone else is claiming for that child) in
box 16.16, and

• the child's date of birth in box 16.17, and

• tick box 16.18 if the child lives with you, and

• fill in box 16.19 if you are claiming for a child over 16 years old.
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The effect of married couple's allowance on additional
personal allowance

If you are a married man and you separated from your wife
before 6 April 1990 and you are still entitled to married couple's
allowance from that marriage, you cannot get any additional
personal allowance.

If you separated during the year ended 5 April 1999, the
maximum amount of additional personal allowance you can get is
the lower of:

• the share of additional personal allowance you are entitled to
when the full amount has to be shared with someone else, or

• the full amount of the additional personal allowance after
deducting any share of the married couple's allowance you may
be entitled to. There are two circumstances when you do not
deduct any married couple’s allowance. These are:
- if you are claiming additional personal allowance because

your spouse was unable to look after him or herself for the
whole of the year ended 5 April 1999 because of illness or
disablement, or

- you received married couple’s allowance from your spouse
which was transferred 'unused' allowance (see the note for
box 16.26 on page 26).

Sharing a claim for additional personal allowance

You and someone else may both be entitled to claim additional
personal allowance for the same child.

If the two of you are not living together as husband and wife,
one of you may be able to claim for a different child instead, in
which case you each get the full amount.

If you are claiming for the same child, you are only entitled to one
allowance between you. Either:

• one of you can give up your claim, or

• you can share the allowance.

If you cannot agree how the allowance should be shared, it will be
split according to how much time the child lived with each of you
in 1998-99.

If the two of you are not married but are living together as
husband and wife, you can only claim one allowance between
you, no matter how many children you have. The allowance will
be given for the youngest qualifying child. Either:

• one of you can give up your claim, or

• you can share the allowance.

If you cannot agree how the allowance should be shared, it will be
split according to how much time the youngest child lived with
each of you in 1998-99. For example, if you lived together for the
whole year, you will have half each.

boxes 16.20 to 16.23     If the allowance is to be shared, fill in
boxes 16.20 and 16.21. If you cannot agree how the allowance
should be split, fill in boxes 16.22 and 16.23 to show how many
days in the year ended 5 April 1999 the child lived with you and
the other person.

This information will be used to split the allowance.

● Widow's bereavement allowance

box 16.24    You can claim the allowance if:

• your husband died in the year ended 5 April 1999, or

• he died in the year ended 5 April 1998 (provided you did not
remarry in that year).

To claim, enter the date your husband died in box 16.24.
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Q 17

● Transferring or using unused allowances

boxes 16.25 and 16.26

Transferring unused allowances

You can transfer any 'unused' amount of married couple's
allowance or blind person's allowance.

You are entitled to do this if:

• you did not have enough income in the year ended
5 April 1999 to use up the allowance, and

• you lived with your spouse for at least part of that year.

Also, if you are a husband whose income does not use all of your
personal allowance then, in certain circumstances, your wife can
receive a transitional allowance. The main requirement is that your
wife got a transitional allowance in 1997-98.

If you want your spouse to have married couple's surplus allowance
or blind person's surplus allowance or transitional allowance, tick
box 16.25. Please give details of your spouse's name, address, tax
reference, National Insurance number and Tax Office in the
'Additional information' box on page 8 of your Tax Return.

Using unused allowances

If your spouse did not have enough income in the year ended
5 April 1999 to use any or all of their married couple's allowance or
blind person's allowance (if due), you can ask for the surplus to be
transferred to you. You can use this surplus to reduce the Income
Tax you have to pay.

To claim the unused allowance, tick  box 16.26 and please give
details of your spouse's name, address, tax reference, National
Insurance number and Tax Office in the 'Additional information'
box on page 8 of your Tax Return.

If you are unsure whether you can get surplus allowances from
your spouse, ask your Tax Office or tax adviser for help.

boxes 16.27 and 16.28    You need to complete these boxes
if you are calculating your tax. If your spouse has given you a
figure and you agree with it, enter that amount.

Enter in box 16.27 the amount of the blind person's surplus
allowance you can have.

Enter in box 16.28 the amount of the married couple's surplus
allowance you can have.

If you are not sure of the figure you should use, ask your Tax Office
or tax adviser.

Have you already had any 1998-99 tax
refunded or set off by your Tax Office or
the DSS Benefits Agency?

 If you tick the 'No' box, go to Question 18.

Otherwise, tick the 'Yes' box and fill in box 17.1.

box  17.1  Enter in box 17.1 the amount of any repayment of
1998-99 tax you have already received. You should include
repayments of any:
• SC60 deductions
• PAYE tax
• tax credits or tax paid on investment income,
which have been repaid to you directly by your Tax Office or the
DSS Benefits Agency.

You should also include in box 17.1 similar amounts which have not
been refunded to you but have been reallocated to other liabilities,
including SC60 deductions set against other liabilities.
BMSD 12/98    TAX RETURN GUID
Q 21

Q 20

Q 19

Q 18 Do you want to calculate your tax?

 If you tick the 'No' box, go to Question 19.

Calculating your tax is optional, but if you tick the 'Yes' box,
please do your calculation and fill in boxes 18.1 to 18.9.

I need this information so that I can check that you have got it right.

Your Tax Calculation Guide explains what to put in the boxes.

Do you want to claim a repayment if you
have paid too much tax?

 If you tick the 'No' box, go to Question 20.

Otherwise, tick the 'Yes' box to claim a repayment. Fill in
boxes 19.1 to 19.12, as appropriate. We would prefer not to
make repayments of small amounts, because of administrative
costs. So if the overpaid tax is below £10 we will normally set it
against your next tax bill. But if you do not agree with this
set-off, please contact your Tax Office.

If you do not claim a repayment, then any amount you are owed
will be set against your next tax bill.

boxes  19.1 to 19.12     Tick box 19.1 if you want the
repayment sent to you. You'll receive the repayment sooner if we
make it direct to your bank or building society, and you won't have
to take a cheque to the bank yourself.

Tick box 19.2 if you want the repayment sent direct to your bank
or building society account or to someone else. Fill in boxes 19.3
to 19.7 to give details of your account or, if you want the
repayment to go to a nominee, of that nominee's account. Fill in
boxes 19.8 to 19.11 to give details of your nominee. You must
sign box 19.12.

Please note that the Inland Revenue reserves the right not to
make a repayment to your nominee, and will not normally make a
repayment to an overseas nominee.

Are your details on the front of the Tax
Return wrong?

 If you tick the 'No' box, go to Question 21.

Otherwise, tick the 'Yes' box and make the corrections on the
front of your Tax Return.

Please give other personal details

boxes  21.1 and 21.2    If convenient, enter your, or your
agent's, telephone number in the appropriate box. (If you give your
agent's number, please also give your agent's name and reference in
the 'Additional information' box on page 8 of your Tax Return.)

boxes  21.3 and 21.4    It would be helpful if you enter your
marital status in box 21.3. This information does not affect your
tax bill but is useful for statistical purposes.

Enter your date of birth in box 21.4 if:

• you are self-employed, or

• you were born before 6 April 1934 or

• you have ticked the 'Yes' box in Question 14, or

• you are claiming relief for Venture Capital Trust subscriptions.
E: PAGE 26



How to fill in pages 3 to 8 of your Tax Return - continued
Q 22

boxes  21.5 and 21.6    If you are self-employed enter:

• in box 21.5 up to your first two forenames, and

• in box 21.6 your National Insurance number, if known. Leave
blank if you do not know your number.

 Tick boxes and give additional
 information as appropriate

box 22.1    Tick box 22.1 if you expect to get a new pension or
Social Security benefit in 1999-2000. This will help me get your tax
code right.

box 22.2    If you pay tax through PAYE and the amount you
owe for 1998-99 is less than £1,000, I will, if possible, collect
it through your tax code.

Tick box 22.2 if you do not want any tax you owe for 1998-99
collected through your tax code.

Provisional figures

box 22.3    Do not delay sending your Tax Return just
because you do not have all the information you need. You
must do your best to obtain the information, but if you cannot
provide final figures by the time you need to send your Tax Return,
then estimate the amount.

Tick box 22.3 and describe in the space provided:

• which figures are provisional (refer to appropriate box numbers
in your Tax Return), and

• why you could not give final figures, and

• when you expect to give me your final figures.

I will not normally regard a Tax Return as incomplete simply because
it contains provisional figures, provided you have taken all reasonable
steps to get the final figures, and you ensure that they are sent as
soon as they are available. I would not, however, regard pressure of
work either on you or your tax adviser, or the complexity of your
affairs, as reasons for accepting a provisional figure.

You must ensure that any provisional figures you do include
are reasonable and take account of all the information available
to you.

If you negligently submit a provisional figure which is either
inaccurate, or unnecessary, you may be liable to a penalty.

Other estimates (including valuations)

In some situations you may need to provide an estimated figure or
valuation which you do not intend to amend at a later date.
Broadly, this will be the case when:

• a valuation is required (for example, of an asset at a certain date
for the purposes of calculating Capital Gains Tax liability), or

• there is inadequate information to enable you to arrive at a
reliable figure (for example, where the records concerned have
been lost or destroyed), or

• while there is inadequate information to arrive at a precise
figure, a reliable estimate can be made (for example, where the
private proportion of an expense, such as motoring expenses,
has been calculated on the basis of the detailed records of a
representative sample period).

You should identify any valuations you have used, either by ticking
the appropriate box, in the Tax Return, (where there is one) and
providing the details that the notes ask for, or by identifying the
figure in the 'Additional information' box on page 8 of your
Tax Return, and giving details of the valuation.
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You should also identify any figures in your Tax Return which may not
be very reliable; where appropriate, explain how the figure has been
arrived at. But if you are including an estimate which, while not a
precise figure is sufficiently reliable to enable you to make an accurate
Tax Return, there is no need to make specific reference to it.

box  22.5    Tick box 22.5 if you are claiming:

• relief now for 1999-2000 trading or certain capital losses. Enter
the amount of the loss and year for which you are claiming
relief in the 'Additional information' box, or

• to have post-cessation or other business receipts taxed as
income of an earlier year. Enter the amount and year in the
'Additional information' box, or

• to spread literary or artistic income to earlier or later years. Enter
details of any amounts spread back to last year and, if appropriate
the year before, in the 'Additional information' box, or

• relief for a contribution that you are required to make, either by
the terms of your employment or by Act of Parliament, to a
scheme to provide a pension for your spouse or financial
support for your children in the event of your death. Normally
you will be given relief for your payments through the PAYE
system and no claim is necessary. However in some situations,
particularly if you have to make a lump sum contribution on
retirement, the relief available through PAYE may not cover the
whole of the payment. You can claim relief on up to £100 of
any payment not relieved under PAYE. Calculate the relief at the
basic rate of tax (23%) on the lesser of £100 or the amount of
the payment not relieved through PAYE. Enter the amount
claimed in the 'Additional information' box, and if you are
calculating your tax, copy that figure into box W45 (or
box G62, L67 or F67 if you are using one of the other Tax
Calculation  Guides) on the Working Sheet in your Tax
Calculation Guide.

Declaration

Tick the boxes to show which Pages of your Tax Return you have
filled in. (Remember to send back any loose supplementary Pages.)

If you have filled in your Tax Return

Sign and date the form in box 23.1.

If you have had your Tax Return filled in for you by someone else

If you have had your Tax Return filled in for you by someone else,
acting on your behalf, you must still sign the Return yourself to
confirm to us that, to the best of your knowledge, it is correct and
complete. This applies whether you have paid for the services of an
accountant or other tax practitioner, or have simply had help from
a friend or relative.

You should always allow sufficient time for checking and signing
your Tax Return if it has been completed  by someone on your
behalf (particularly if you are likely to be abroad near the deadline
for sending the Return back to me). Failure to make appropriate
arrangements could mean that you miss the deadline and are
charged penalties and interest.

Exceptional circumstances in which someone other than the
taxpayer can sign a Tax Return

After someone dies, an executor may complete and sign a Tax
Return for the period from 6 April up to the date of their death.

If a Receiver has been appointed to look after someone's affairs,
they may complete the Tax Return addressed to the taxpayer.
continued overE: PAGE 27



How to fill in pages 3 to 8 of your Tax Return - continued
Where an attorney has been formally appointed I may accept a
declaration signed by that person, on behalf of the taxpayer, but
only in certain circumstances. These are if you are signing for a
person who is physically incapable of signing the Tax Return or
mentally incapable of understanding its significance. If someone is
physically incapable, we will accept your signature if you are an
attorney acting under a general or enduring power. If someone is
merely unavailable to sign the Return, for example because of
absence abroad, your signature will not suffice. You may sign the
Return for someone who is mentally incapacitated if you are an
attorney appointed under an enduring power registered with the
Court of Protection. In Scotland, if you are an attorney appointed
under a power granted on or after 1 November 1990 or you are a
curator bonis, you may sign the Tax Return.

If you are signing for someone else:

• state the capacity in which you are signing in box 23.2, and

• enter the name of the person you are signing for, and your
name and address in the 'Additional information' box.

Notes on Paying your tax begin on page 30.
BMSD 12/98    TAX RETURN GUIDE: PAGE 28



Notes

continued overBMSD 12/98  TAX RETURN GUIDE: PAGE 29

Totals

Description



Paying your tax
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  Your Statement of Account

If you send me your completed Tax Return by 30 September
1999, I will send you a statement showing how much tax you owe
us, or we owe you, before any final payment is due on
31 January 2000. It will also explain how to pay.

If you send me your completed Tax Return after 30 September
1999, I cannot guarantee to process it in time to let you know how
much to pay on 31 January 2000, although I will let you have a
statement or instruction on how to pay your tax.

This might mean that you have to estimate how much to pay. If you
pay too little, you will have to pay interest (and perhaps a
surcharge). If you pay too much and have claimed a repayment, I
will repay it with any interest due. If you do not claim a repayment I
will set the amount due, plus any interest, against your next tax bill.

  If you pay tax through PAYE

If you send your Tax Return to me by 30 September 1999, I will, if
possible, collect any tax you owe less than £1,000 through your
tax code for 2000-2001 (unless you tick box 22.2 in your Tax
Return). If for any reason I cannot arrange this, I will let you know
in time for you to pay the tax due by 31 January 2000.

If I receive your Tax Return after 30 September, there may not be
time for me to provide this service. If your Tax Return is received
before the end of November, I will tell you whether I shall be able
to collect the tax due through PAYE or whether you need to make
a payment on 31 January. In any event no tax bills will be collected
through PAYE codes for people whose Tax Returns are received
after the end of November.

If you send me your Tax Return after the end of November, you
will need to pay any tax due on 31 January and you might have to
pay interest (and perhaps a surcharge). If you pay too much and
have claimed a repayment, I will repay it with any interest due. If
you do not claim a repayment, then I will set the amount due, and
any interest, against your next tax bill.

  If you make payments on account

Some people may have to make 'payments on account', each
normally equal to one half of the previous year's tax liability (net of
tax deducted at source and tax credits on dividends). The
payments are due on 31 January in the tax year and 31 July
following the tax year.

If you needed to make payments on account for the year to
5 April 1999, I will already have sent you a statement of the first
payment on account due by 31 January 1999. I will send you
another statement in July with details of the second payment on
account.

If the payments on account add up to less than you owe for
1998-99, you must pay the difference by 31 January 2000.

If the payments on account add up to more than the tax bill for
1998-99, I will repay the difference if you have claimed a
repayment in Question 19 on your Tax Return, or set it against
your next tax bill.

When you settle your tax bill for 1998-99 by 31 January 2000 you
may also need to make your first payment on account for 1999-2000.

If you have asked me to calculate your tax, I will tell you how
much to pay on account.

If you are calculating your tax, the Tax Calculation Guide
explains how to calculate your payments on account.

Any Capital Gains Tax included in your 1998-99 tax bill will be
excluded from the calculation of your 1999-2000 payments on
account. If you have asked me to calculate your tax, I will exclude
it from the amount I tell you to pay on account. If you are
calculating your tax, the Tax Calculation Guide excludes Capital

Gains Tax when you work through the boxes to calculate your
payment on account.

You can make a claim to reduce this payment if you expect your
tax bill (net of tax deducted at source and tax credits on dividends)
to be lower in 1999-2000 than in 1998-99 - see page 10 of your
Tax Calculation Guide for further details.

  How to pay

Pay to the Accounts Office by one of the following methods:
• Bank Giro
• Girobank
• at a Post Office with cash, or a cheque made payable to 'Post

Office Counters Ltd'
• telephone or PC banking. Ask the Accounts Office for the details

you need to give your bank or building society
• post.

The address of the Accounts Office and further details of how
to pay are given on the back of the Statement of Account I will
send you.

  If you do not pay your tax on time?

Interest will be charged on all late payments from the date the tax
becomes due until it is paid. A surcharge will also be made on any
tax for the year ending 5 April 1999, which is due by 31 January
2000, but is still unpaid at 28 February 2000. This surcharge will be:
• 5% of the tax paid late, and will rise to
• 10% if the tax is paid later than 31 July 2000.

  If you pay too much tax

If you do not claim a repayment, then the amount you are owed,
plus any interest due, will be set against your next tax bill.

If you do claim a repayment by ticking the 'Yes' box in
Question 19, I will repay it, plus any interest due on the amount
overpaid.

  If your Tax Return is incorrect

If your Tax Return is incorrect and you have:
• paid too much tax, then I will repay it, plus any interest due on

the amount overpaid, if you have claimed a repayment
(otherwise I will set it against your next tax bill), or

• not paid enough tax, then I will ask for further tax. I may
require you to pay interest from the original due date, penalties
and a surcharge.

  If the notice requiring you to make your Tax Return
was given after 31 July 1999

If the notice requiring you to make your Tax Return was given after
31 July 1999, you must send it back to me:
• within two months of the date the notice was given if you want

me to calculate your tax, or
• by the later of 31 January 2000 and three months after the date

the notice was given if you want to calculate your tax.

If the notice requiring you to make your Tax Return was given after
31 October 1999 and you had notified me by 5 October 1999 of
income and gains taxable for the year 1998-99, then the tax is due
three months after the date the notice was given. In all other
cases, the tax is due on 31 January 2000. You will be charged
interest on any tax paid after the due date. A surcharge of 5% will
also be made on any tax still unpaid more than 28 days after the
due date.

The notice requiring you to make your Tax Return is 'given' on the
day it is delivered to you. I will normally assume, for example, for
the purpose of charging automatic penalties for the late submission
of your Tax Return, that delivery will have taken place not more
than seven days after the date of issue shown on the front of it.
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If you have a complaint that the Officer in Charge of your Tax
Office cannot settle, you should contact the Inland Revenue
Regional Director responsible for the area dealing with your tax
affairs. Leaflet IR120: You and the Inland Revenue tells you how to
do that. It is available from the Orderline or any Tax Enquiry
Centre or Tax Office.

If the Regional Director does not settle your complaint to your
satisfaction, you can ask the Adjudicator to look into it and
recommend appropriate action.

The Adjudicator, whose services are free and who is an impartial
referee whose recommendations are independent, can be
contacted at:

Adjudicator's Office
Haymarket House
28 Haymarket
London SW1Y 4SP

Telephone 0171 930 2292

At any time you can ask a Member of Parliament to refer a
complaint to the Independent Parliamentary Ombudsman
(officially the Parliamentary Commissioner for Administration).
Further details can be obtained from the Ombudsman's office at:

Church House
Great Smith Street
London SW1P 3BW

Telephone 0171 276 2130/3000

The Adjudicator will not look at complaints which have been taken
up by the Ombudsman, but the Ombudsman can look at
complaints that the Adjudicator has investigated.

These notes are for guidance only, and reflect the position at the time of writing. They do not affect any rights of appeal.

The Taxpayer’s Charter

You are entitled to expect the Inland Revenue

To be fair

• by settling your tax affairs impartially

• by expecting you to pay only what is due under the law

• by treating everyone with equal fairness

To help you

• to get your tax affairs right

• to understand your rights and obligations

• by providing clear leaflets and forms

• by giving you information and assistance at our enquiry
offices

• by being courteous at all times

To provide an efficient service

• by settling your tax affairs promptly and accurately

• by keeping your private affairs strictly confidential

• by using the information you give us only as allowed by
the law

• by keeping to a minimum your costs of complying with
the law

• by keeping our costs down

To be accountable for what we do

• by setting standards for ourselves and publishing how well we
live up to them

If you are not satisfied

• we will tell you exactly how to complain

• you can ask for your tax affairs to be looked at again

• you can appeal to an independant tribunal

• your MP can refer your complaint to the Ombudsman

In return, we need you

• to be honest

• to give us accurate information

• to pay your tax on time

The Inland Revenue is a Data Controller under the Data
Protection Act. We hold information for the purposes specified in
our notification made to the Data Protection Commissioner, and
may use this information for any of them.

We may get information about you from others, or we may give
information to them. If we do, it will only be as the law permits,
to

• check accuracy of information

• prevent or detect crime

• protect public funds.

We may check information we receive about you with what is
already in our records. This can include information provided by
you as well as by others such as other government departments
and agencies and overseas tax authorities. We will not give
information about you to anyone outside the Inland Revenue
unless the law permits us to do so.


