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What's in your payroll?
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Your payroll documents outlined 

Cover letter 
Wages book 
Employee Payslips
PAYE Letter (QUARTERLY)
Monthly Summary (QUARTERLY)
Pension letter (To be given to Employees)

 

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:
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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. 

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

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.
 
 

Wages Book 

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

John smith

Joe Blogs

Please note that the figures shown are examples only
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Employee Payslips  

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

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

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:

Joe Bloggs
123 Any street 
Any town 
AB12 CDE

Joe Bloggs

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;

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

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;

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;


