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GUIDANCE on UK TAXATION DOCUMENTS and PROCEDURES:

P45

When you leave a job your employer will issue you with a P45. It is a summary of your earnings during the current financial year. We become your new main employer so you should give one copy of this P45 to us. This provides us with the information we need e.g. a summary of your earnings to date, correct tax code etc.

P46

If you do not have a P45 a P46 is a substitute. If another employer is your main employer, you should give your P45 to them and complete a P46 for us. An employer will send certain information from either a P45 or P46 to the Inland Revenue. If you have more than one employer, each employer sends information.

NB: Main employer means the employer who will pay you the most in the coming financial year. If you are not sure then guess or phone the office for advice.

P60

This is an end-of-year return. This will be issued to all employees at the end of each tax year. It shows the gross pay and the tax deducted in that financial year.

PAYE

We operate The Pay as you Earn system (PAYE). This means we are responsible for deducting tax and National Insurance from your gross pay. Details will be given on your salary slip.

NATIONAL INSURANCE

These contributions are compulsory for both employer and employee. The contribution is calculated as a percentage of and deducted from your gross pay. If you are exempt from paying NI, you will need to provide us with a certificate.

QUERIES?

Please phone us if you have any queries about your salary. We will be happy to help. Any member of the office team will be happy to take a message.

[image: image2.wmf] 

Professional Educators Direct

 

Trading as PE DIRECT

 

16 North Parade

 

Lincoln

 

Lincolnshire LN1 1LB

 

Tel: 

 

Fax:

 

24/7 

Mobile:

 

Email:

 

Website:

 

01522 533 311

 

01673 844 011

 

07917 146 896

 

info@professiona

leducatorsdirect.co.uk

 

www.professionaleducatorsdirect.co.uk

 

 

Company No:

 

VAT No:

 

06894992

 

886 3791 63

 

 

 

System ©

 

Copyright BORG

-

online 2004

-

2012

 

 

 

  BORGDOCT1805

[image: image1.wmf][image: image2.wmf]_1407509239.unknown

_1407509238.unknown

