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Your payroll documents outlined

This guide is designed to help you understand your payroll
documents and the information they contain.

What you should expect to receive in your payroll:

e Cover letter

e Wages book

e Employee Payslips

e PAYE Letter (QUARTERLY)

e Monthly Summary (QUARTERLY)

e Pension letter (To be given to Employees)
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Cover Letter

Each month, you will receive a cover letter with your payroll.

It is important that you check your cover letter as it will inform you if any
payments are due to HMRC. From time to time, we may include information
about deadlines and any other useful information.

ch dhpayroll

Here is an example of what the COVER LETTER will look like;

tr O Howard
1 Park Road
Hampton Wick
Surrey

KT1 445
17/10/2022

Reference: 51550 - 10

Dear David
OCTOBER PAYROLL

Please find enclosed your payroll for October 2022,

Please note changes to static payrolls for December need to be received by 30th November.
Timesheets for non-statics should be sent to us by 9th December for guaranteed payroll delivery
by the Christmas break. Our office will be closed from Monday 26th December until Tuesday 3rd

lanuary.

If wou have any queries, please contact the office on 0800 029 7070, or email
payrolli@davidhoward.co.uk

Yours Sincerely,

ak Pagméf’ Jean

David Howard Limitad

The Payroll Deadlines and impertant information for next month's payroll can be found on
v, dhdirect payments.co.uk/blog/
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Wages Book

The Wages Book is a breakdown of the payslips for each Employee. It's useful

to the Employer, as it includes a breakdown of amounts that may be deducted
from the Employees GROSS pay as well as the amount of NET pay, the

Employee will receive.

Here is an example of what the WAGES BOOK will look like;

Co. No: 51550 Wages Book Page 1 of 1
2023 M7 (31/10/22) 17/10/22
David Howard Dummy

EY \ Total E'ee E' Mi Student Met Parental E E'
C::e Essitians Gross Pension i ::T .Pu"ll':: Lean @ B3 a"Far Pensi:r: ;:
ADDZ Joe Blogs 92,00 1858 0.00 0.00 0.00 oo 97212 000 0.00 14,15 0.00
ADDE John smith 130,00 0.00 -28.00 0.00 .00 0.00 104.00 0.00 a.00 0.00 .00
2 emps in Dept A 122,00 1828 2800 0.00 0.00 0.00 107742 0.00 0.00 -14.16 0.00
2 employses 122,00 1888 2800 0.00 0.00 0.00 1077.12 0.00 0.00 14,18 0.00

ROSS PAY)= The total amount of money before deductions are made for
National insurance, tax, pension contributions, student loan etc.

NET PAY = The total amount the Employee gets paid after deductions.

Please note that the figures shown are examples only
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Employee Payslips

You will need to provide your Employees with a copy of their own
payslip each month.

It’s a good idea for your Employees to keep a record of their
earnings and tax payments in case there is a problem, and they
need to check old details.

Payslips will show:
e The amount of pay before any deductions (GROSS wages),
e Deductions like tax and National Insurance
e Pay after deductions (NET wages) the number of hours worked,
if the pay varies depending on time worked.

Here is an example of what the PAYSLIP will look like;

Joe Bloggs David Howard Dummy
1 Park Road

123 Any street Hampton Wick

Any town Surrey

AB12 CDE KT1 4AS

L] Compay
Joe Bloggs David Hovard Dummy
kﬂuvi Ihﬂ NI Number Nl Code Tax Code FAYE Rl
Mo.-nn Z 31!:0&2 Mm A ER
GROS. TEMS OTHER ITE!
Gross Fay @ 10 3 10,00
Fa Bonus 100.00 § National Insurance 0.00
Tax -26.00
| WET PAY
£104.00
Tauztie Graes Groes o St Tax 15 Date
AR
130.00 130.00 [ 26.00 d
i Agcrual w2 Aconssl o Dt Empiayers NI Empioyers Fenion
15.69 15.69 0.00

Pesteted by Badtredy

Please note that the figures shown are examples only
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PAYE Letter

The majority of our clients will receive a PAYE letter quarterly. You should

expect to find these within your documents, in June, September, December
& March. The letter informs you of the amount of Taxes due to HMRC as
well as how to make a payment to HMRC directly.

Here is an example of what the PAYE Letter will look like;

Dear David

PAYE PAYMENT

The amount of PAYE & NIC due for the period October to December is as shown below.

Your payment to the Collector of Taxes must be received by HMRC beiween the 6th and 19th
of January. Please see the second sheet for payment methods.

The HMRC will impose penalties on late payments, and can incorrectly allocate early payment, so it is
imperative that all payments are paid within the recommended timescale.

If you cannot pay on time or in full you need to call 0300 200 3835,

Tax £500.00
NIC £40.00
Student Loan £0.00
Parental Leave £0.00
Employment Allowance -£34.00
£0.00

Total m

Here is an example of what page 2 of the PAYE Letter will look like;

HM Revenue and Customs preferred payment method is by Direct payment from vour bank.
The details for this are as follows:

Payment Amount £506.00

Agccount Name HMRC Cumbermnauld
Account Number 12001039

Sort Code 08-32-10

Accounts Office Reference N/A 2309

Please note that the figures shown are examples only
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Monthly Summary

The majority of our clients will receive a Monthly Summary quarterly. You

should expect to find these within your documents, in June, September,
December & March. The summary will show you the monthly amounts that
have been payable to HMRC.

Here is an example of what the 'MONTHLY SUMMARY' will look like;

Co. No: 99584 Monthly Summary
Year 2022-23
Student Emp. Apprentice. Parental Parental Total
Tax Loans Total NI Allow. Levy Reclaim NI Comp Due
Month 1 30.20 0.00 37.83 0.00 0.00
Month 2 30.40 0.00 37.83 0.00 0.00
Month 3 30.40 0.00 12.81 0.00 0.00
Total Q1 91.00 0.00 88 47 -60.79 0.00 0.00 0.00 118.68
Month 4 74.60 0.00 0.00 0.00 0.00
Month 5 30.40 0.00 2470 0.00 0.00
Month & 30.40 0.00 11.39 0.00 0.00
Total Q2 135.40 0.00 36.09 -36.09 0.00 0.00 0.00 135.40
Month 7 92.00 0.00 12.68 0.00 0.00
Month & 0.00 0.00 7.40 0.00 0.00
Total Q3 92.00 0.00 20.08 -20.08 0.00 0.00 0.00 92.00
Totals 318.40 0.00 144.64 -116.96 0.00 0.00 0.00 346.08

Please note that the figures shown are examples only
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Pensions Letter

When a new employee starts, they will need to be assessed for their
eligibility for the pension scheme. You will receive a Pensions letter
explaining the process with your first payroll and then again if you employ
a new PA.

Here is an example of what the 'PENSIONS LETTER' will look like;

Workplace pensions — a change in the law that affects you

Dear

To help people save more for their retirement, all employers are now reguired by law to
provide a workplace pension scheme for certain staff and pay money into it

We must enrol any of our staff who meet all of the following criteria:
*  You eam over £833.00 per month
* You are aged 22 or over and
*+ You are under state pension age

If you meet these criteria cn you will be automatically enrolled into our workplace
pension scheme. We will write to you again if this happens. You can join the scheme before
this date if you wish (see How to join balow).

If you don't meet the critenia, you won't become a member of the scheme automatically but if
in the future you eam more than £833.00 per month, or tum 22, we will enrol you into the
scheme and let you know.

If you don't mest the criteria you can alzo ask to join the scheme now or in the future.

If you ask to join you will put money into the pension each month directly from your pay, and
the government may also contribute through tax relief. If vou earm over £520.00 per month,
when you ask to join, the minimum amount you will put into the scheme will be 5% of your
eamings. We will also contribute to the pension on your behalf. If you eam less than £520.00
per month when you ask to join we are not obliged to confributs.

How to join

To join the scheme, now or in the future, tell us in writing by sending a letter which has to be
signed by you. Or if you send us an email, please include the phrase, 'l confirm | personally
submitted this notice to join a workplace pension scheme.”
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