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Instructions for the employer

1   Keep this form, as your authority for 3 years.

2   Please make sure that you  put the employee's National Insurance  number on:
•  your payroll records
•  the end of year documents that you send in after 5 April

lftheNationallnsurancenumberalreadyonyourrecordsisdifferentfromthenumbershownabove,

please teu your HM Revenue & Customs (HMRC) office.

3  lf the employee has left your employment, please destroy this form. Do not send it back to HMRC,
lnsteadsendtheFULLPaymentSubmjssionleaverstatementtous,ifyouhavenotalreadydoneso.
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