
A Step-by-Step 
Guide 

Registering for and 
completing a Self-Assessment 

Tax Return if you receive an 
‘at risk’ letter  
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Scope

• Why have I received an Annual Allowance (AA) 

Pensions Savings ‘at risk’ letter?

• What do I 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?
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• 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.

Why have I received an AA Pensions Savings 

‘at risk’ letter?
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What do I need to do 
NOW?
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• 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
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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. 
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Registering for a 
Self-Assessment Tax Return

The statement that says ‘you need to register for 
Self Assessment by 5 October’ refers to the 
paper deadline, ignore and continue to register.

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


Pension Savings – Annual Allowance

Date of Letter

Populate the necessary fields

Any other reason = Pension Savings -
Annual Allowance 

Put the date of the letter you received 
from DBS in this box
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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. 
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Check all details have been entered 
correctly then press submit.



Step-by-Step Guide 2:

Submitting your Self-
Assessment Tax Return
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Submitting your 
Self-Assessment Tax Return
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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.  

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


Additional Information
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Box 21

This wording is taken 

from the letter you 

received from DBS -

place this statement 

in Box 21.
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The Ministry of Defence may be late in providing notification that I have 
exceeded the standard tax free Annual Allowance limit for Tax Year 2017/18.  If I 
am notified of breaching my AA limit for 2017/18 and am liable for a tax charge I 
will make changes to my SATR.

DO NOT complete 

section 7 to 18 of Form 

SA101/Additional 

Information, please 

leave blank. 

Once completed 

submit your return.
Joe Bloggs                                                                 H  M  T   1   2   3    4    5    8   8 



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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