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= PAYE/NIC and CIS deadlines

= Submitting end of year returns
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In this Podcast we will concentrate on the completion and submission of the
end of year PAYE returns

The main PAYE returns are the P35 Employers Annual Return and the P14
End of Year Summary and P60 Certificate that must be completed for each
employee for whom a P11 deductions work sheet has been completed

We will also look at the completion of the P38A Employer Supplementary
Return and the P38 (S) for Student employees

Let me begin by reminding you about the 2008/09 Payroll Year End
Deadlines that you need to be aware of

= Submitting end of year returns

« 17 (22) April
* 19 (26) May

Payment of PAYE/NICs/CIS
Submission of EOY returns

* 31 May Paper P60 to employees
« 6July P11Ds/P9Ds & P11D(b)
e 6July Third Party benefit notice
e 6 July PSA Agreement signing

Class 1A NICs
PSA Calculations
PSA Payment

e 17 (22) July
¢ 31 August?
* 19 (22) October
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= Go to HMRC website home page
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Now that we are ready to complete and submit the end of year PAYE returns
we have to decide whether to do this online or by paper, remembering that
employers with more than 50 employees must submit online

Online filing is quick and easy and we will receive £75 as the last of the
incentive payments for submitting the 2008/09 PAYE returns online except
for employers with more than 50 employees

Let us have a look at doing it online before getting into the detail of
completing and submitting the forms

Step 1 is to log on to the internet on our computer

Step 2 will be to get on to the HMRC website

www.hmrc.gov.uk

Next we click on PAYE for Employers from the do it online menu on the left

= PAYE online filing

» Click on File a Return
File your returns and forms + Click on “Online returns & forms — PAYE
PAYE product”
At a glance * HMRC advice is that it is best suited for

. employers with fewer than 50 employees
About your organisation . ) . "
" You can view a list of available third party
Tax code notices

products or log in through your software

Student loan notices « If using the HMRC software you will be taken
Employer notices to your Employee List
File areturn + You may need to update by adding new

employees or deleting employees that left in

Notice options
the previous year

Notifications email o click N
» You may need to click on change tax year to
PaymE'J:rE m:thOdS change the year to 2008/09
'ﬁ + Click on End of Year Returns P35, P38A and
complete the returns




= P35 annual return
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The paper form P35 is a 4-page form:
« Page 1 spells out the employer obligations and tells you where to get help
« Page 2 and 3 is a listing of directors and employees and a summary of payments
« Page 4 comprises the checklist at Part 3
« Employer contracted out pensions at Part 4 and
« The very important employer's certificate and declaration in Part 5
« List each employee for whom a P11 or equivalent record was required
« If some or all P14s sent by internet, EDI or magnetic media no need to
complete Part 1 Summary of employees and directors section
» If more than 10 entries use P35 (CS) continuation sheet
* Next list:
« Directors first and mark their entries with an asterisk (*)
+ Employees in alphabetical order of surname or as the P14s are collated
« Total of employee’s and employer's NICs recorded in column 1d of the P11
« Tax deducted or refunded from ‘In this employment’ box at foot of column 6 on form P11
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= Form P14 end of year summary

= Form P14 end of year summary

The manual P14 is normally a three part form, comprising an orange tax Common errors to avoid!

copy, a green NIC copy and the blue P60 for the employee « Invalid NINOs such as temporary reference numbers (63T12345) or temporary NINO
* A P14 must be completed for each employee that was employed in the year, that must not be used on the P14

Including leavers, but the P60 should only be given to employees that were « Incorrect prefix or suffix letters

still employed on 5 April 2009 « Errors on recording of NI earnings & contributions shown in columns 1ato 1le
* As we have already noted, the P60 must be given to employees by 31 May « Tax Codes Incorrect

2009 and copies or duplicates can be issued, but marked copy or duplicate « Date of Birth
* We have to take the totals of pay tax and NICs from the P11 deductions + Addresses — leading spaces & punctuation

working sheets and if completing manual P14's we need to write legibly and » Forename Field — incorrect characters

avoid £ signs and continental 7's, taking care with the dates and quality of « Surname Field — incorrect characters

entries generally « Wrong Pay & NI earnings figures
« Use the correct forms if completing manual P14’s and have spare copies « Incorrect PAYE reference — incorrect format e.g. 951/ A123 NOT 951/923/A1234

wready because alterations will be rejected &
aat aat

T3 Harvest casuals
For PAYE

Circumstancos Action
The person is & daily casual snd
- Raken on for one day of less

s el of What pariod

o contract for e semployrmsmt

== P38A employer supplementary return

Smplopee’s narme, sddres and

clmtally an form PIRA a1 the snd of the tax
VOar as recuested on form LS

The smplayes Is taken on Tor na more =l et decuct tam
han 2 weeks and = ke a record of the employees name,
* Supplementary PAYE return for “Workers for whom you have not completed a = hus not basn taken on previously by acidreis and amounts paid
form P14 or form P38(S) for the year 6 April 2008 to 5 April 2009” YU MncR® Spi AN pald st e b e o
«  “You must complete this form if you answered ‘No’ to question 1 of the checklist Apphed o Fe

on your Form P35 Employer’'s Annual Return”
« Aaform that is often overlooked by employers
* Sign ONE declaration

Thee sy b lakem o for more than twas i apaacial Procechaies apphe A Formal procedies
wenain Tt b followed. The procedures are detalbed in

e Emnpdoyer Helpsbook E13 Doy-fo-day payrol

+ P46 held, signed statement A or B, and For MICs
+  Worker paid less than £90 p.w. or £390 p.m. Clrcumstances Actian
+ Enter details in Section A Thow ey 13 ke as 8 regulan el | e speciil MIC files appiy A pommal procedures
w03 takae ¢ a specifiod petiod and paid at L B Tollowed, The procedures ars cotaliod in the
+ Paid £90 or more in any week (or £390 p.m.) regular Intervals Ermplayer Helpbook £13, Day-fo-day payrall
« Any worker taken on for more than a week
« Enter details in Section B The smployes I3 sngaged on an reguiar Basi | RICs will not be colle ted e i i impossible for the
I ) = 1o wark outdoan harvesting perthable Ay o ety ndividuak and record hele eamings
+ Any worker paid more than £100 in the year crops v the
< b pa AL U en of each engage
+ Not already listed in Section A '.q' n"“ll :: ot m..":: i wwork out the RICS dus at the time the ..',-n...q.
- i = has no contract for further smployment e okl
s, Harvest workers - special treatment < complete fom P et as detailed in the
+ See CWG2 Ermphoyar Malpbaak §13 Dy to-day payrof
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= Student form P38 (S)

Annual return that does not have to be sent to HMRC with the P35/P14's
Should be retained for 3 years

Students who have worked during the current year and who have not
completed a P38 (S) should be asked to complete one now?

Obtain a new form after 6 April 2009 for any Students working over Easter
Is a P46 required for students working outside holiday times?

Has any student earned more than the single personal allowance limit and
was the tax code changed from NT to OT, as required?

P38 (S) procedure does NOT apply to Class 1 NICs

Change the “NI” entry in the tax code box to NT or OT as Nl is not a valid tax
code and will be rejected
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Thank you for listening
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