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Paying your PAYE etectronica[[y

Amount:

Account name:
Account number:
Sort code:
HMRC Accounts office reference: 08-32-10

073PK00148300

Ptease turn over for guidance on how and when to format your Accounts Office reference and detaits of dates for payment.

Late payment penalties, interest and help with paying on time
Ptease remember that you should pay PAYE in fu[[ and on time. We may charge penalties if we do not receive payment
in futt and on time. We charge interest on PAYE paid [ater than 22 Aprilfollowing the tax year end (for payments made
by approved electronic methodsJ or 19 April foltowing the tax year end (for payments made through the postJ.

To hetp you remember to pay on time and avoid a penalty o1 interest, you might want to visit the Business Link
website. Go to www.businesstink,gov.uk/bdotg/action/keydates where you can create your own catendar of key
tax deadlines for the coming I 2 months,

For more information and help with arranging etectronic payment
Go to wwwhmrc.gov.uk and under Auick links select Paying HMRC to get information on paying electronicatty.

On you can contact HMRC at:

HM Revenue & Customs

Victoria Street
Shipley, West Yorkshire
BD98 8AA

Phone number 0845 366 7816

Please turn over

HMRC 06/t i

Paying PAYE electronicalty
lncome tax year 2012113
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lssueC lry

HMRC
Accourrrs Cffir:e Srripley
Bradford
BD98 8A/r

Phone nunrlrer OB{5 366 78 16

-,1 Date 0ll January 2012

CLOUDSOFT LTD

Make one payment for the combined total of tax and NlCs due.

HMRC SHIPLEY

12001020

We are sending you this letter in ptace of the Employer Payment Booktet. Ptease use this guidance when making your
payment each month or quarter to make sure it reaches the correct PAYE scheme and tax month/year that you intend it for.

Due dates for payment
Ptease make sure that your electronic payment is received and has cleared our bank account no later than the 22nd of the
month (or quarter), Where the 22nd fatts on a weekend, or is a bank holiday, we must receive c[eared funds no later than
the last bank working day before the 22nd. Your banking provider can te[[ you how long any particutar payment witl take as

it may vary according to the amount of the payment, and may take [onger if the 22nd is on a weekend or a bank hotiday.

You witl. need to provide your bank or buitding society with the fottowing bank account detail.s.
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Accounts Office reference formatting and dates for electronic payment
When you pay your PAYE deductions electronicatty it is important that you use your Accounts Office

reference with no spaces between the characters. lf you don't there may be a delay in updating

your record to show that we have received your payment. You can find your I 3-character Accounts Office

reference on the front of this letter.

The tabte betow wi[[ hetp you to decide if you need to add numbers to your reference to make sure your payment is

atlocated correctly.

lf you make just one payment between the dates shown in column 4 for the period ended shown in

column 1 then you don't need to add anything to the l3-character Accounts Office reference.

lf you pay earlier or later than the dates shown, or send more than one Payment for the same period, you

need to add the relevant four numbers from cotumn 5 to the end of your Accounts Office reference to tetl us

what tax year ending and tax month your payment is for. Your reference shoutd then be 17 characters long

with no spaces between.
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Note l
The Bacs system does not operate on weekends or bank hotidays. 5o, if you are paying by Bacs, you shoutd check with your banking

provider about the cut-off times for making payments to reach HMRC by the dates shown in the table above. You may atso be able to
make a payment using Faster Payments but you should check with your banking provider in advance to see if this option is available

and to check any cut-off times for each payment.

Note 2
Any additionaL payments received in this period without the extra four numbers witl be incorrectly a[tocated to the

fotlowing month.

Note 3
To make a payment for a previous tax year add the relevant year and number 13, for example for year 2O11-'12 add I213 (for a

BitlPay payment add the year and number 1 2, for example for year 20.l I -l 2 add I 2l 2J.

When no payment is due for a month or quarter
Please tetl us if you have no payment to make for a month or quarter to avoid us unnecessarity contacting you or

sending you a payment reminder. The easiest way to te[[ us is by:
. goinq to www.hmrc.gov.uk/nilpayedue and completing the online form Online notification of no payment due

(this is the most convenient and cost effective way to te[[ us that no payment is due), or
. phoning 0845 366 7816 to te[[ us you have no PAYE/N|Cs payment to make for a particutar month or quartet,

quoting your Accounts Office reference.


