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[bookmark: _Toc106186950]Create Pay / Deduction Codes Change Request
	Company Details - please complete all questions



	Client Name
	

	Moorepay Payroll Reference Number(s) (5-digit code)
	



	All Codes – please complete all questions



	Code Payslip description: (Maximum alphanumeric 16)
	

	Code Short description: (Maximum alphanumeric 6)
	


	Is the code a Payment or Deduction? (Please specify)
	

	Is the code Fixed or Variable? (Please specify)
	

	If Fixed is pro-ration required? If Yes is it on a Paid or Unpaid basis? (Please specify)
	




	Pay Codes details – only complete if a Payment code is required



	Is the code Taxable Yes or No? (Please specify)
	

	Is the code NIable Yes or No? (Please specify)
	

	Is the code Pensionable Yes or No?
	

	If Yes please list the pension deduction code(s) this applies to
	

	Is the code a £.p or Units code? (Please specify)
	

	If units please provide the formula if you wish Moorepay to calculate the rate (Note that additional charges may apply dependant on complexity of your requirements)
	

	Salary Sacrifice details – applicable for payment codes only

	Is the code Salary Sacrifice Yes or No? (Please specify)
	

	If yes is it Child Care Voucher (CCV), Cycle to Work (CTW) or neither? (Please specify)
	

	CCV & CTW require multiple codes creating to automate the calculation for tax purposes
All other salary sacrifice codes will be a pay code where a negative value must be entered

	 Benefits in Kind details – applicable for payment codes only

	Is the code a Benefit in Kind (BIK) Yes or No? (Please specify) (If no move to next section)
	

	If Yes is it to be Payrolled or be reported on the P11D? (You must register with HMRC if payrolling is required)
	

	If Payrolled please specify benefit type (see guidance notes below) (Please specify)
	

	[bookmark: _Hlk64387463]If P11D please specify benefit type (see guidance notes below) (Please specify)
	

	Please specify where on the P11D the value is to print; either Gross or Made Good
	



	Deduction Codes details – only complete if a Deduction Code is required

	Is the code Give as you Earn (GAYE)? (Tax relief will be given if yes is selected) (Please specify)
	

	Is the code a reducing balance Loan?
	

	Do you want to use this deduction code to record values onto the P11D only Yes / No? 
	

	If yes please specify benefit type (see guidance notes below) 
	

	Please specify where on the P11D the value is to print; either Gross or Made Good
	



	Reports – please complete all questions

	We will add the new code to the Gross to Net csv file D01 in the next available column. Please indicate in special instructions if you require it to be reported in a different position
All standard PDF reports will be updated automatically
Existing bespoke reports will not be updated unless requested – see below 

	Please list any existing bespoke reports you require to be updated with this new code. (Please specify the report code e.g. D10)
A quote will be raised for your approval 
	

	Please provide the nominal code if required          (Please provide Additional Details below if applicable)
	



	Special Instructions  

	

















	Costs (Completed by Moorepay) 



By signing this document, I agree to the charge of £50.00 per payroll reference or £100 per payroll reference if salary sacrifice is required*
[bookmark: _Hlk67497147]We will aim to complete your change within 5 working days upon receipt
*Extra charges may be incurred if you have any additional requirements. If applicable a quote will be raised for your approval before work commences. A delivery date will then be agreed upon receipt of your approval

I confirm that I have registered with HMRC for the applicable tax year if the code is to be used for Payrolling a Benefit in Kind (BIK)
	Confirmation



	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	



Please return this completed Change Request Form to tech.delivery@moorepay.co.uk



















Guidance Notes
Payrolled Benefits in Kind (BIK) – applicable for Pay codes only
	Type
	Class 1A
Applies
	Description   

	A
	Y
	Assets transferred (cars, property, goods or other assets)                                                                      

	B
	N
	Payments made on behalf of employee

	E
	N
	Mileage   

	F
	Y
	Car    

	G
	Y
	Car Fuel

	H
	Y
	Van

	I
	Y
	Van Fuel

	K
	Y
	Medical treatment or insurance

	L
	Y
	Qualifying relocation expenses payments and benefits

	M
	Y
	Services supplied

	N
	Y
	Assets placed at the employee’s disposal

	O
	Y
	Other items - subject to Class 1A

	P
	N
	Other items - NOT subject to Class 1A

	Q
	N
	Other items - Tax paid but not deducted from employee   

	R
	N
	Expenses payments made to, or on behalf of, the employee  


P11D Benefits
	Type
	Class 1A
Applies
	Description   

	A
	Y
	Assets transferred (cars, property, goods or other assets)                                                                      

	B1
	N
	Payments made on behalf of employee

	B2
	N
	Tax on notional payments not borne by employee within 90 days of the end of the tax year

	C
	N
	Vouchers and Credit Cards

	D
	Y
	Living Accommodation

	E
	N
	Mileage   

	F
	Y
	Car and car fuel   

	G
	Y
	Van and van fuel

	H
	Y
	Interest free and low interest loans

	I
	Y
	Medical treatment or insurance

	J
	Y
	Qualifying relocation expenses payments and benefits

	K
	Y
	Services supplied

	L
	Y
	Assets placed at the employee’s disposal

	M1
	Y
	Other items - subject to Class 1A

	M2
	N
	Other items - NOT subject to Class 1A

	M3
	N
	Other items - Tax paid but not deducted from employee   

	N1
	N
	Expenses payments made to, or on behalf of, the employee - Travelling and subsistence payments

	N2
	N
	Expenses payments made to, or on behalf of, the employee - Entertainment

	N3
	N
	Expenses payments made to, or on behalf of, the employee - General expenses allowance for business travel

	N4
	N
	Expenses payments made to, or on behalf of, the employee - Payments for use of home telephone

	N5
	N
	Expenses payments made to, or on behalf of, the employee - Non-qualifying relocation expenses

	N6
	N
	Expenses payments made to, or on behalf of, the employee - Other Expenses
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