AMENDING A PERSONAL TAX RETURN

HMRC

…………………………………… (insert your tax office)
…………………………………… (insert address)
…………………………………… (insert your name)
…………………………………… (insert your address)
…………………………………… (insert date)
Dear Sirs

Subject: Amendment to self-assessment  tax return …………
(insert tax year)
Name: ……………………………………………………..
(insert your name)
UTR: ………………………………
(insert the ten-digit unique tax reference on the return)
NI number: ………………………………………………
(insert your NI number)
I am writing to notify you of an amendment/amendments* to my tax return for …………. (enter tax year e.g. 2017/18). Please note the following revision(s). 

(For each amendment)
1. ………………………………
(insert further information concerning an entry on your return). 

2. 
(Entry “X” amended to entry “Y”. Your stipulated amendment can be in the form of a narrative describing a change to contents of a particular box on that return or enclosing an amended return or an extra supplementary page or an amended supplementary page).

Please acknowledge receipt of this letter and its contents.

Please send me a revised tax calculation taking account of the amendments.

Yours faithfully

.…………….. (insert signature)

*delete as appropriate
