A Step-by-Step
Guide

Registering for and
completing a Self-Assessment
Tax Return if you receive an
‘at risk’ letter



Scope

* Why have | received an Annual Allowance (AA)
Pensions Savings ‘at risk’ letter?

 What do | need to do NOW?

» Step-by-Step Guide 1: Registering for a
Self-Assessment Tax Return

« Step-by-Step Guide 2: Submitting your Self-
Assessment Tax Return

« What happens next?



Why have | received an AA Pensions Savings
‘at risk’ letter?

* You have received this letter because you may be at risk of exceeding your annual
tax-free pension savings limit (AA limit) of £40,000 for Tax Year 2017/18.

* The delayed announcement of this year’s Pay Award left Defence Business Service
(DBS) with a much shorter timeframe to identify Service Personnel who have
exceeded their Armed Forces Pension Scheme (AFPS) AA limit. This delay means
that some personnel may receive an AA notification letter too late to complete an
on-line Self-Assessment Tax Return, the deadline for which is 31 Jan 19.

* The purpose of the letter you have received is to assist you in registering for and
completing a Self-Assessment Tax Return prior to the deadline so you do not
receive a penalty fine from HMRC.

The deadline for
Self Assessment is fast
approaching. File by

31 January to avoid a penalty.

www.gov.uk/selfassessment &Customs




What do | need to do
NOW?

If you have not registered for
a Self-Assessment Tax Return
previously, you should work
through Step-by-Step Guide
1: Registering for a Self-
Assessment Tax Return at
slides 5 to 8.

Once you have registered or
if you have registered
previously, you should go to
Step-by-Step Guide 2:
Submitting your Self-
Assessment Tax Return at
slides 9 to 12.




Step-by-Step Guide 1.

Registering for a Self-
Assessment Tax Return



Registering for a
Self-Assessment Tax Return

To register for Self-Assessment online go to the

link below:
https://www.gov.uk/log-in-file-self-assessment-tax-return

Follow the online instructions for registration. W< EUE it

Consultations Statistics Announcem:

The statement that says ‘you need to register for Home » toney > Parsonaltax > SeltAssessmrt
Self Assessment by 5 October’ refers to the

d d I. . d . . Form English
paper deaadiine, ignore an continue to reglster. Registerfor Self Assessment
&5 GOV.UK Register for Self Assessment for any reason other than self-
employment.

Home > Moneyandtax > Self Assessment

Published 1 July 2014

Register for and file your Self| o treenes custons
Assessment tax return

Documents

iy GOV.UK Related
Contents

Home > Moneyand tax > Self Assessment — File your tax return online &g'ster for Self Assessment and ge.t a _tax Self Asg
- fegsieribioeselemplojed return: fill in and send (SA1)

— Register if you're not self-employed
https:/fonline.hmrc.gov.uk/shortforms/farm/SA1

Register for and file your ? — Register if you're a partner or partnership
Assessment tax return

Register if you're not self-employed

If you have to send a tax return and did not send st year, you need to

Contents
3 . register for Self Assessment by 5 Octobe
— File your tax return online

— Register if you're self-employed .
P Register If you're not seﬁremptfo\_,’ej] / Register now >



https://www.gov.uk/log-in-file-self-assessment-tax-return

Populate the necessary fields

Registering for Self Assessment and getting a tax return

*indicates reguired information

About you

Last name or family name:
First name(s):

Previous last name or family name (i
applicable):

Date last name was changed:

Mational Insurance number - enter|
without spaces:

If you belisve that you do not need a Na|
why you believe you do not require a Naj

Reason(s) for na National Insurance
number:

Date of birth:|®

Title:

|

]

dd/mm/yyyy
[ Je

ional Insurance number yor
ional Insurance number wil

1f you have p Iy registered for Salf

Unigue Taxpayer Referance [(UTR):

Pleaza enter your current homea address
Address line 13

Address Line 2:
Addrass Line 3:
Postcodes

Pleass enter date you moved to this|
addrass:

Daytime telephone number:

Email addrass:

L
I Date income from land and property

(=]

you need to complete a tax return?

lease tick the appropriate checkbox(es) below if any of the following reag;
date for each checkbox ticl

I'm a company dirac

Date appointed as company directar:

apply to you. Please also enter the relevant

rted:

sta

Date started receiving

Date annual income from
trust/sattlement started:

Date my annuzl income will exceed
00,0002

Date untzxed income received from:

1 am due to pay High Income Child Benefit Charge as my income for Child Benefit purpases is o
partner ar I get Child Benefit payments.

Pleass se= help button next to the tick box to work out your income for Child Benefit purposes
If you tick that the above Child Banefit statement applies you MUST zlzo enter the date the Highl
Charge applies. Please enter the LATEST of :

+ Tax year end dats your income for Child Banefit purposes went over £50,000 OR
« Date your child benefit payments started, (i after 7 January 20132) CR
» 7 January 2013 (if you or your partner got child benefit before the new rules bacame effa]

Please see help button next to date box to understand "tax year end"” date.

The above Child Bansfit statement applies to me

Date Child Bensfit payments started:

Any other reason = Pension Savings -
Annual Allowance

Put the date of the letter you received 7
from DBS in this box

Date untaxed income received from:
dd/mm,

1am due to pay High Income Child Benefit Charge 25 my income for Child Benfbfit purposes is over £50,000 and my
partner or I get Child Benefit payments.
Pleasa sea help button next to the tick box to work out your income for Child
If you tick that the above Child Banefit statement applies yvou MUST zlso ente
Charge applies. Please enter the LATEST of :

nefit purposes
the date the High Income Child Baneafit

» Tax year end date your income for Child Benefit purposes went over £50§000 CR
« Date your child benefit payments started, (if after 7 January 2012) CR
« 7 January 2013 (if you or your partner got child benefit before the new rjjles became effective)

Please se= help button next to date box to understand "tax year end” date.

The above Child Bensfit statermnenk applies to me

Date Child Benefit payments started: @
dd/mm/yyyy

I have Capital Gains to pay

Tax year end dats where Capital Gains I
are owed: ;

o
a

Any other reason?

What date do reason apply from:

Declaration
1 declars that the informatigg#Phave given on this form is correct and complats to the bast of my knowladge and belisf.

1 will tell HM Revenue
hawve given on this §

Please tick th,

istomns straightaway if my circumnstances or plans changs in @ way that affects the answers 1

eckbax balow to confirm your agreement.
I agres with the above declaration™
Full name of person completing this
form:

Date:
dd/mm/y

After you click the "Next' button you will see a g the
provided. If this page is not displayed, please use the schII bar to IDcate any missing or incorrect entries
highlighted in red.

Back Next

@ Crown Copyright | Terms & Conditions | Privacy policy | Accessibility | Feedback | Complaints
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Check details

Home Contact HMRC  Help

Once registered you will:

* receive a letter with your 10-digit Unique Taxpayer
Reference (UTR).

 be enrolled for the Self-Assessment online service at the
same time.

* receive a letter within 10 working days (21 days if you are
abroad) with an activation code. You will need this when
you first log in to your online account.

Check all details have been entered

-/ correctly then press submit.




Step-by-Step Guide 2:

Submitting your Self-
Assessment Tax Return



Submitting your
Self-Assessment Tax Return

If you are already registered or once you have received your 10-digit Unique
Taxpayer Reference (UTR) log on to your self assessment tax return:

https://www.gov.uk/log-in-file-self-assessment-tax-return

The example provided is based on the paper Self-Assessment Form (slides 11
and 12). Due to HMRC governed timelines you will only be able complete the
online Self-Assessment Tax Return at this stage. The same process is
applicable for the online version using the “Additional Information” selection.

You are only required to populate box 21 on page Ai4 of the “Additional
Information” pages on the Self-Assessment Tax Form — SA101.

The purpose of this submission is to inform HMRC that you may have
exceeded your AA limit before the 31 Jan 19 deadline. If you follow these
steps and are subsequently informed by DBS that you have exceeded
your AA limit, you will be able to amend your Self-Assessment Tax Return

without attracting penalties from HMRC.
10


https://www.gov.uk/log-in-file-self-assessment-tax-return

Additional Information

HM Revenue Additional information
& Customs Tax year 6 April 2017 to 5 April 2018 (2017-18)

Camplete these pages for less common types of income. deductions and tax reliefs, and for any other infarmation.
For help filling in this farm, go to waw.govuk/taeturmlorms and read the notes and helpsheets.

Other UK income
Interest from gilt-edged and other UK securities, deeply discounted securities
and accrued income profits

1] Gilt etc interest after tax taken off 3 Gross amount before tax

2| Tax taken off

Gains from life insurance policies, capital redemption policies and life annuity contracts

4] UK policy or contract gains on which tax was treated as & UK policy or contract gains from voided (S
paid - the amaunt of the gan
3 Number of years the policy was heid
£| Number af years the policy has been held or since the
ast gain
18 Tax taken off gain shown in box 8§

&| UK policy or contract gains where no tax was treated as
paid - the amount of the gan i1 Beficiercy relicf

7| Mumber of years the policy has been held or since the
last gain

Stock dividends, bonus issues of securities and redeemable shares

12| Stock dividends - the amount received 13 Bonus issues of securities and redeemable shares
and clase company loans written off or released

Business receipts taxed as income of an earlier year

14| The amount of post-cessation or other business receipts | 15| Tax year income to be taved, for example,
i 201617 V¥V Y
SA101 2018 Page A 1 HMRC 12717

jon and deductions,
ments

Jounts entered in box 4.

lump susms up o £30,000 exemption

on service deduction
Dedusction - give the names of the

hal information bax on page A & and
page

ot taxable in the UK

feh tax credit relief not claimed

contributions to an overseas
jead the notes.

hayments made

fents (masimum £3.260) - anly if you
e or civil pariner were born befare

e union ete for death benefits
id maximum £100)

qualifying distribution an the
s shares or securities

haves under the Seed Enterpr

Jax Relief - the amount on which

e ntes and then complete the relevant

Jeady agreed that all of the minimum
o be given tn you, put %'in the bax

s ar civil partreer's fsll name

married ar formed a civil partnership
2017, enter the date of marriage ar
[ship. DD MM Yy

to have your spouse’s or il partner's
Jwance. put °€ in the box

your spouse ar civil partner to have your
Jacance, put € in the box

nount of relief shawn in bax 3 which isnt
e limit on Income Tax reliefs

which you are claiming reief in box 3,
201617 Y Y

Income Tax relief

Jpayroll giving

ference mmber
uil partner with the higher income
e bax 1 and, where apprapriate. bakes 2
with the lowes inzome (marisges ‘:’"‘”‘ et from a pensicn
ou fill in bowes 6 to 11 i
il partner to have yous surplus allowanee, ¢

from a pension
Jeady agreed that half of the minimum [charge
to be given to you, put X'in the box L

unauthorised payment

fefund of contributions
fimes anty)

siesting) on box 16

the expected advantage arises,
Y Y

| Reference (UTR)
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DO NOT complete
section 7 to 18 of Form
SA101/Additional
Information, please
leave blank.

Box 21
This wording is taken
from the letter you
received from DBS -
place this statement
in Box 21.

N\

Once completed
submit your return.

Pension Savings Tax Charges

T

Tax avoidance schemes

(] (L L1-C1]
M}ﬂwl information

19| The scheme reference number 20| The tax year in which the expected advantage arises,
or promater reference number far example, 2016-17 YYVY ¥Y
ENRREEER [T T]-C1]
\\ HEEREERER (LI ]-L0]

(
The Ministry of Defence may be late in providing notification that | have

exceeded the standard tax free Annual Allowance limit for Tax Year 2017/18. If
am notified of breaching my AA limit for 2017/18 and am liable for a tax charge |
_ will make changes to my SATR.

Personal details

1 e oty ek i

Joe Bloggs | HL"LT"_l"ﬂ U_Ellﬂg

SA101 2018 Fage A1 &
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What happens next?

DBS will complete a thorough check of your pension records.

If you have not exceeded your AA limit, DBS will write to you confirming
this is the case and detailing any further actions you need to take.

If you have exceeded your AA limit, DBS will send you an AA
Notification Letter detailing the actions you then to take.

Further queries should directed through DBS Veterans UK helpline -
0800 085 3600
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