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Summary of completion instructions                          Refer to the report completion guidance notes
• Please complete the fields of boxes below in black ink using capital letters. Do not use punctuation marks.
• Begin entries in the left hand box below, leaving a space between words or groups of figures. 
• You may complete the whole form either in manuscript or by using a typeface - use ARIAL, or another plain type.

– If completing by hand or manuscript, ensure that each letter or digit is wholly within the white area of a box.
– If completing in type, ignore the vertical box lines but keep strictly within the upper and lower box lines.

You should only use this form if your institution reference number begins with an A, B or L. For guidance notes on how 
to complete this form, including the codes to use, go to www.hmrc.gov.uk/esd-guidance/s17-s18-si-reporting.htm 
If you need more help, please phone us on 0151 472 6129. We cannot accept forms that have been photocopied or 
downloaded from the internet, so if you need more copies please phone the Orderline on 01726 201 037. 
Please return your completed form to HMRC, CRI Data Capture Unit, Ty Glas Road, Llanishen, Cardiff, CF14 5ZG.
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