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Tellyouremployerofyourcircumstancessothatyoudonotpaytoomuchortoolittletax

DonotsendthisformtoHMRevenueandCustoms(HMRC)

Instructionsforemployer
UsethisstarterchecklisttogatherinformationaboutyournewemployeeiftheydonothaveaP45.Youcanalso
usethisformiftheyhaveastudentloan(whetherornottheyhaveaP45).UsetheinformationtohelpfillinyourfirstFullPaymentSubmission(FPS)forthisemployee.IfyouhavealreadysubmittedyourfirstFPS,keepusingthetaxcodeinthatFPSuntilHMRCsendsyouanewtaxcode.IftheemployeegivesyoutheirP45afterthefirstFPSsubmission,usethetaxcode shown in parts 2 and 3 of the P45. You must keep the information recorded on the starter checklist for the currentandnext3taxyears.Thisformisforyouruseonly.
Instructionsforemployee
FillinthisformifyoudonothaveaP45(adocumentyougetfromyouremployerwhenyoustopworkingforthem).
You should also fill in this form if you have a student loan (whether or not you’ve a P45). Give the completed form to youremployer as soon as possible. They need this information to tell HMRC about you and help them to use the right tax code.Makesureyouanswerthequestionscorrectly.Ifyoudonot,youmaypaythewrongamountoftaxorstudentloandeductions.

Employee’spersonaldetails


[bookmark: _GoBack] (
1
)Lastname



 (
2
)Firstnames
Donotenterinitialsorshortenednamesforexample,JimforJamesorLizforElizabeth



Homeaddress

	

	

	

	Postcode

	Country



 (
6
) (
5
)NationalInsurancenumber(if known)



 (
3
)Whatisyoursex?
Asshownonyourbirthcertificateorgenderrecognitioncertificate



 (
7
)Employmentstartdate



DD MM YYYY


Male	Female

 (
4
)DateofbirthDDMMYYYY
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Employeestatement
Thesequestionswillhelpyoutochoosethestatementthatmatchesyourcircumstances.Thestatementyouchoosehelpsyouremployer to apply the correcttax code.



 (
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)
 (
8
)Doyouhaveanotherjob?

Yes	Putan‘X’inthestatementCboxbelowNo	Gotoquestion9
 (
9
)DoyoureceivepaymentsfromaState,workplaceorprivatepension?

Since6Aprilhaveyoureceivedpaymentsfrom:
·  (
10
)anotherjobwhichhasended
oranyofthefollowingtaxablebenefits
· Jobseeker’s Allowance (JSA)
· EmploymentandSupportAllowance(ESA)
· IncapacityBenefit

Yes	Putan‘X’inthestatementBboxbelow



YesNo

Putan‘X’inthestatementCboxbelowGotoquestion10



No	Putan‘X’inthestatementAboxbelow

 (
StatementA
Currentpersonalallowance
StatementB
Currentpersonalallowance
onaWeek1/Month1basis
StatementC
TaxCodeBR
Key
This is my first job since 6 April andsince the 6 April I have not receivedpaymentsfromanyofthefollowing:
Jobseeker’sAllowance
EmploymentandSupportAllowance
IncapacityBenefit
Key
Since6AprilIhavehadanotherjobbutIdonothaveaP45.And/orsincethe6AprilIhavereceivedpaymentsfromanyofthefollowing:
Jobseeker’sAllowance
EmploymentandSupportAllowance
IncapacityBenefit
Key
Ihaveanotherjoband/orIaminreceiptofaState,workplaceorprivatepension.
Key
Jobseeker’sAllowance(JSA)isanunemploymentbenefitwhichcanbeclaimedwhilelookingforwork.
EmploymentandSupportAllowance(ESA)isabenefitwhichcanbeclaimedifyouhaveadisability
orhealthconditionthataffectshowmuchyoucanwork.
IncapacityBenefitishelpifyoucouldnotworkbecauseofanillnessordisabilitybefore31January2011.StatePensionisapensionpaidwhenyoureachStatePensionage.
Workplacepensionisapensionwhichwasarrangedbyyouremployerandisbeingpaidtoyou.Privatepensionisapensionarrangedbyyouandisbeingpaidtoyou.
PleasenotethatnootherGovernmentorHMRCpaidbenefitsneedtobeconsideredwhencompletingthisform.
)Formoreinformationabouttaxcodes,gotowww.gov.uk/tax-codes
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Studentloans
 (
11
)Doyouhaveastudentorpostgraduateloan?

Yes	Gotoquestion12

No	GostraighttotheDeclaration

 (
12
)Do any ofthe followingstatements apply:
· you’restillstudyingonacoursethatyourstudentloanrelatesto
· youcompletedorleftyourcourseafterthestartofthecurrenttaxyear,whichstartedon6April
· you’vealreadyrepaidyourloaninfull
· you’re paying the Student Loans CompanybyDirectDebitfromyourbanktomanageyourendofloanrepayments



Employees,formoreinformationaboutthetypeofloanyouhaveortocheckyourbalance,goto
www.gov.uk/sign-in-to-manage-your-student-loan-balance
Employers,forguidanceonstudentloansandwhichplanorloantypetouseifyouremployeehasselectedmorethanone,
 (
YouhavePlan1ifanyofthefollowingapply:
youlivedinNorthernIrelandwhenyoustartedyourcourse
youlivedinEnglandorWalesandstartedyourcoursebefore1September2012
YouhavePlan2if:
YoulivedinEngland
orWalesandstartedyourcourseonorafter1September2012.
YouhavePlan4if:
YoulivedinScotlandandappliedthroughthe
StudentsAwardAgencyScotland(SAAS)whenyoustartedyourcourse.
You haveapostgraduateloanifanyofthe
followingapply:
youlivedinEnglandandstartedyourpostgraduatemaster’scourseonorafter1August2016
youlivedin
Walesandstartedyourpostgraduatemaster’scourseonorafter1August2017
you lived in England or Wales and started yourpostgraduatedoctoralcourseonorafter1August2018
)gotowww.gov.uk/guidance/special-rules-for-student-loans



 (
13
)YesNo

GostraighttotheDeclarationGotoquestion13

To avoid repaying more than you needto, tick the
correctstudentloanorloansthatyouhave–usetheguidanceontherighttohelpyou.
PleasetickallthatapplyPlan1
Plan2

Plan4

Postgraduateloan(EnglandandWalesonly)
Declaration
IconfirmthattheinformationI’vegivenonthisformiscorrect.

FullnameUsecapital letters	Signature


DateDDMMYYYY

Givethisformtoyouremployer
Youremployerwillusetheinformationtomakesureyoupaytherightamountoftax.DonotsendthisformtoHMRC.
Employerguidance
Forinformationonhowtoworkoutyournewemployee’staxcode,gotowww.gov.uk/new-employee-tax-code
UseStatementA,BorCthatyouremployeehaschosenintheemployeestatementsectionandapplythetaxcodebelow:
· StatementA–usethecurrentpersonalallowance
· StatementB–usethecurrentpersonalallowanceona‘week1/month1’basis
· StatementC – use tax code BR
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