Finding your PAYE references

And registering to e-file
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What you will need for registration

“ou hawve chosen to register for the services shown below. To change these select 'Back’. @ Back | Next @

Male sure vou have the required information shown below to complete registration
and then select 'Next'.

Find your PAYE

PAYE Online for Employers rou will need your
= Employers PAYE Reference

« Accounts Dffice Reference reference numbers

Employers PATE Reference and Accounts Office Reference - where to find these

If none of the above apply to your circurnstances please
contact our Online Services Helpdesk

Tt ' PAYE reference
and
Accounts office ref
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Enter your detalls
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To reagister far PAYE Online, please complete the details below.

Enter your PAYE
/ © reference numbers

e.g. 1237 AZ46
Show me where to find this

Employers PAYE reference: *

Your Accounts Office Reference: ®

e, 123PX12345
Show me where to findythis

PAYE reference
autorhatically receive statutory notices (such an d

tices wia EDI, magnetic media or by 1
ation about how to do this is available CCO u n S O ICe re

) Back | MNext @

Important note

By registering for the PAYE Online Service your organisation
as Tax Code changes, Collection of Student Loans) and remin

If vour organisation {or agent) would prefer to continue receivin
paper, you will need to tell us after you have activated the servide. Infar
later in the registration process on the successful activation page

erms & Conditions

These links provide advice on where to find these references

Crown Copyright | Privacy Statemgent

&] Done l_Ela Internet



Employer Reference

The employer reference or EMP-REF is made from

— the 3 character tax district or tax office number
and

— the employer number
Together they make the EMP-REF

If HMRC change the office that deals with the
employer the 3 character tax district or tax office
number will change

581 / WZ55804 becomes 931 / WZ55804



Where will you find your PAYE
reference numbers ?

Payslip Booklet ( yellow) shows EMP-REF and AO
Paper P35 shows EMP-REF and AO
Overpayment review shows AO

Payment reminder shows EMP-REF

Coding notice shows EMP-REF



Payslip Booklet ( yellow) both refs

RévVenue

Florist Central
High Street
London
WC2N 7RH

* income Tax - Pay As You Eamn

» Deductions from Subcontractors
» Student Loan Deductlons

= Mational Insurance conlributons

Accounts Office reference
931PC00226616
Income tax yesr  Bomths

?U[Is—uil B3-12 Towt Sehminie

Employer’s PAYE reference
931/WZ51258 fate boatist prnge 31 JUL 05

You can we e eicossd payslips which shew the perod covened, 16 pay

necene Tax (including any subcontracbor deduction), abudenl loans amd

“dational |r|5||r.\l_||'r-!' canifituliong. .
intmrest will be changed on smoants not received by the dus daie
feliansing the end of the tax year to which they relate. For
Informaticn on papment datey please see page 2 of this boakla.

 Welore making o payment pleave nead e noles on pages §and 7.

fccounts Dffice Shipley
ERADFDED

Hast Yorkshire BDYE BAA
Telephone: DlZ2746 539321

Pag

Employer’s

\

Accounts office

PAYE reference reference

(EMP-REF)

(AO)



Paper P35 shows both refs

Pleaze return to

DFS04E 00200& AA 0D200E
HH ITnspectar of Taxes

E HAMFSHIRE & WIGHT ARER
ERFLOYERS TEAM, &TH FLODE
HINGFIELD HODUSE

A1s CDHMERCIAL ROAD
PORTSHOUTH HANTS

FO1l &TF

931 /WZz51258
02392 858101

PAYE reference

kand Reverns offece Iehphons no

P35 = Employer’s Annual Retwrn

fmur & APR 2004 TO 5 APE 2005

Florist Central
High Street
London

W

Tour relerence

Arcorts Otice referenee . 931 PC 226616 0501

PAYE Income Tax, Mational Insurance contributions (NICs) and related payments

You are required by lan to
= complete and sign this return or send it electromically
= & send the ‘Mational Insurance cogy’ and Tax copy’ of

farm F14 End of Year Jummany (or electronic equivalent),
lar each employee for whorm you were required to
complete a form F11 Deductions Working Sheet (or
eqquivalent recond) duri.—u; the year

= sand, where applicable, P35S(CS) Continuation Sheets
and form PI8A fmpdopers Supplementiony Rerwen.
(Farms PRES]) Studenf emplowees should naol be senl wath
this return, but must be retasmsed for at least three years.)

= send it in time to reach the abowve Inland Revenue
affice hy 19 Ma}l fnllnwing the encd of the tax weEar,

" You may be charged a penalty if vour return is received late,

Help

For f,tep-hrsrep guldancq o cnrnplmim] akuis retuarm

= see the Employer's Help Book E10 Faishing the fox
wear, ar the Ermplopery COROM

& yigil our webnite

wwewlinlandrevenue.gov.uk/employers

ring ocur Employer’s Helpline on 0845 7 143 143

= contact your Inland Revenae office at the address
shown above.

¥ou can getl copies of all the forms and booklets

mentioned on this return from cur Employer’s Crderline,

= Oircher onliwe at

wiwew inlandrevenve.govuk/employers,’
gmp-furm.hlm

= Ring 0E4%5 7 645 646
= Fax 0870 2 406 406

Other key dates following the end of the tax year
You alu have legal obligations on other dates

By 19 April - if you are not sulbject Lo the mandatony
electronic payment rules and you post
wour paymant (or pay cash), please pay
all outstanding tax and MICs to avoid
being charged interest.

il you pay by an approved electronic
payment method, please pay all
ocutstanding tax and MNICs 5o your
payment reaches us no later than

22 April to avoid being charged interest
fand surcharge in the case of employers
wiho are subject to the mandatory
electronic payrment rules]

give a Pe0 End of Vear Centificate
to each relevant ermphoyes.

By 22 April -

By 31 May -

subwnit forms
= PFHD Expenses papmenis and noome from
wiwch Tox cannad be deducted,
= P11D Exgenzes and Benefits, and
* P110¢k) Renwr of Class T4 MNotional
insurance coniributions due, Refurn of
experes o benefils — Emploiers
decimration
give a copy of forms P10 or FFD (or
equivalent information} to each relevant
employee.
if you posl your payment {or pay cash],
please pay amy Class 14 NICs.
if you pay by an approved electhonic
payment method, please pay any
Chass 1A MICs 50 your payment reackes
wi na later than 22 |uly.

By & July

By 19 July -

By 22 July

Do not include payment with this form. If & payment & due, please use one of our recommendesd methods to pay
direct to our Accounts Office, There i How 1o pay' guidance in your P308C Popsiip Bookier notes of in the letter we issue
in place of wour booklet, and on our website a1 waacinlandrevenue. govuk/howbopay  oace now 6l in Poges 2 and 3 e

PAS(2004) (2} Page 1 LS

Employer’s
PAYE reference
EMP-REF

T Accounts office

reference

(AO)

Ignore last 4 digits
these are only

a correspondence
ref.



Payment reminder shows Accounts Office (AO)

Rlenladenue Payment reminder

ZG5041 00Z403 AA 002351 201

Florist Central

High Street

Collector of Taxes
HNocounts Office Shiploy

London NEADI ORD

W, 1 Yorkshire BIXEE Han
¥ i pdone
WC2N 7RH Bradford (012743 530321

Oaxfe: 24 JUL Z005

Income Tax Year 200506

Income Tax PAYE and Natioenal TInsurance Contributions

| have nat received yvour payment for the period ended 5 JuL Zzoos

Unless you have deall wilhy 1he malter walbin he lasl lew days please eithar
arrangc paymont of the amount owing
or
sond moe confirmation that no amount ls duc using the declaration bolow.

Please ensure that you make future payments an time.

You will find information atbout how and when to pay in your payslip boolklet

PR1

Latach and raturn this declaration in a payslip envelope alroady isswed fo you

Declaration .

Reference

MNAameae

| declare that no payment 1= due fram me far the periad ended LoJUL ooy

Signature Date

Plaasa da ot write o mark below this lina

Accounts office
reference

(AO)

ignore last 4 digits
these are only

a correspondence
ref.



P35D, Overpayment review shows EMP-REF

Querpayment review

PEPLEY MR L EIETTILE E PUM SR AT OO

Tt wild el b gveodd delog

Florist Central

drsued by

High Street B -

London
WC2N 7RH

PAYE Income Tax, Mational Insurance contributions and related payments for Year Ended 5 April <=t £y E m p | Oye r refe re n Ce

My records show that you have paid more for the above year than the total shown as due on your
Employer's Annual Return (form P25 and Return of Class 1A Mational Insurance contributions geem. P1#8(5)).

Any amounts deductible from payments to subcontractors in the Construction Industry are included in the P - R E F
Income Tax figure. [ have calculated the apparent overpayment as follows:

A. Total paid -f e ey !l'-l—cl

P — | ignore last 2 digits

Total Incowmes Tax £ - sl ||q| | I
Taotal Mational Insurance B . t h e S e are O n y
Contributions {MICs) _r_ 1=, :‘_‘jgl

after odjustments

o g5 a correspondence

Dreductions
Tax Credit funding N - I
from Inland Revenue f OO0 ref
L]
Suls Tastal . - |
LT 4alal £ 5_5 _”-+ i | i;.

Totad Tax Credits pasd T 1 ]
to employees ni < |00 Total due £ =74 ik
€. amount duz per form P11D(B) i appiicalie Total Class 1A NIC's n,:__ o lco

D, Apparent overpayment

Ta enable me to consider this matter further, please follow the guidance given overteal and complete
part E of the form. If you need further help, please contact me on the telephone number given below.

Néme ol issuing officer Tclcphqnc ruembicr

FISD(2002) Pricted by P Airoe Group D001 BESATE  ROSDOS



Coding notice shows E

Revenue

PAYE Coding Notice

war
2005-06

Tae o

Daisy Flowers
921 High Street
London
WC2N 7RH

Your tax code for the year shown above is

This L Code is used to deduct tax payable on your income

T yiis mowee to arther job, wouir new employer waill normall
touse This Tax code. The tax code i worked out a3 Follnes

Woir tax alcraanoey

ET! PERSONAL ALLOWANCE

F - -
| € Your tax free amount for the year is £

T reressany wa will use b box £ Qi o PPy

The company benefits nave Deen wit
wark faor S.A.1.C, The higher rate
withdrawn as you do ot #pay higher
P.A.Y.E. income.

aseL

Please kien all yaur dading notices. ¥ou may need to refer to
them if you hase ta fill in a Tax Return, Please alsa quote your
tao weferenos and Bational Insuranoe gnber # you cortace us

ALISON MCOOMALD
HM INSPECTOR OF TAXES

E HAMPEMIRE AND WIGHT AREA
LYHY HOUSE

1 HNORTHERM ROAD

COSHAM

PORTEMOUTH FO6 JxA

Date of issue
12 MAY 2005

Inland Revenue office phone
0845300628

Tax Reference National Insurance number
931/WZ51258/WD WK 999999 C

Thix “Sese: Rarte’ columns below refer ta the rumbena
the leaflet Wnderstanding Your Tax Codie’. This tells oo

fram the Letter part of wor tax code
Check chat your details are cormect. o wods think Thssy e wioes,
af you heree any questions, ask me {my details are abowa)

by o

This coding nobce replaces any previous natice Tor 1the year

o = = = — =
£ ™ 5;‘_' Amournis taken away from your total alkesanoes E ™
nose |
WERE |
il
|
G895 | B Total deductions
GRS . Pnakineg your tax code GERL sme pxample overbesf
PREVIOUS TAX CODE E73L
rifirmalion about your tad code | ) \‘\
Your tax code mas |
hdras aZ fe longer changed. Your tasx #free |
reliefi have been | amount ha=s gone dawn.
rate tax on your ¥ou W@will Favy nore taw
for the rest of this
wE e,
Our #atimate of the
underpaveant for the
#arlier aart 8f The wear |
|.-'. £42 .09, We will |

normally collect any |
through wyour
E#lf Asgessment balamsing
paymant. This will be
calculated when your Taw
Return for the wear iz
processed.

| underpaymnent

MP-REF

Employer reference
EMP-REF

ignore last 2 digits
these are only

a correspondence
ref.



