
P46(2006) Page 1 HMRC 11/05

P46: Employee without a Form P45

Section one  To be completed by the employee
Please complete section one and then hand back the form to your present employer.
If you later receive a form P45 from your previous employer, please hand it to your
present employer. 

Your details  Please use capitals

National Insurance number 
This is very important in getting your tax and benefits right.

Name

Title – enter MR, MRS, MISS, MS or other title

Surname or family name

First or given name(s)

Are you male or female?

Male Female

Date of birth

Address

Postcode

House or flat number

Rest of address including house name or flat name

D D M M Y Y Y Y

Your present circumstances
Please read all the following statements carefully and 
tick the one that applies to you. 

A – This is my first job since last 6 April and 
I have not been receiving taxable Jobseeker’s 
Allowance or taxable Incapacity Benefit 
or a state or occupational pension.

OR

B – This is now my only job, but since last 6 April
I have had another job, or have received 
taxable Jobseeker’s Allowance or Incapacity 
Benefit. I do not receive a state or 
occupational pension.

OR

C – I have another job or receive a state or 
occupational pension. 

C

B

A

Student Loans
If you left a course of Higher Education before last 
6 April and received your first Student Loan 
instalment on or after 1 September 1998 and 
you have not fully repaid your student loan, 
tick box D. (If you are required to repay your 

Student Loan through your bank or building 

society account do not tick box D.)
D

Signature and date
I can confirm that this information is correct

Signature

Date

D D M M Y Y Y Y

NI number
A very important piece of information for making sure your tax records are correctly identified and so that any national insurance contributions you make can be correctly allocated to your records


Sue Jones
Note
Marked set by Sue Jones

Date of birth
This is needed to make sure that HMRC can take steps to give you the right tax-free allowances in your tax code


Name
Remember to include your title, your surname or family name and your first or given name(s). To fill in your surname or family name and first or given name(s) you should put the first letter in the first box on the far left and use every box continuously and then leave a one box space before another name.


Your situation
Here you have to choose between 3 statements. You must tick one of them or you have not filled in the form correctly and your new employer may not operate the tax code most appropriate for you.



Box A
For example, you start your new job on Monday 8 May 2007 without giving your new employer a form P45 so he gives you form P46 to fill in. You were out of work between 6 April 2007 and 7 May 2007 but you did not receive any taxable Jobseeker's Allowance or taxable Incapacity Benefit. You are too young to be receiving an occupational pension or your state pension so you can tick 
statement A which says:

This is my first job since last 6 April and I have not been receiving taxable Jobseeker's Allowance or taxable Incapacity Benefit or a state or occupational pension. 

If however you had received any money for the period 6 April 2007 to 7 May 2007 because: 
(a) you had been working in that time, or 
(b) you had received taxable Jobseeker's Allowance or taxable Incapacity Benefit, or 
(c) you had received pension payments from a previous employer or your state pension

You would not be able to choose statement A


Box B
Suppose you left your previous job on 5 May 2007 without form P45 and started your new job on 8 May 2007, your new job would not be the first job you had had since 6 April 2007 so you would not be able to tick statement A. But as this new job is now your only job and you have not received any pension payments either from a former employer or the state you can tick statement B which says:
This is now my only job, but since last 6 April I have had another job, or have received taxable Jobseeker's Allowance or Incapacity Benefit. I do not receive a state or occupational pension. 


Box C
If you have two or more jobs or receive any kind of pension you cannot tick either of statements A or B. You must tick statement C which says:

I have another job or receive a state or occupational pension.


Box D
Remember it is not mandatory to tick this box.

It applies to you only if you are an ex-student who:
1.	has an income contingent student loan which has not been fully repaid. An income contingent loan is one where the first payment received was on or after 1 September 1998 AND 
2.	finished or left your course of Higher Education before the previous 6 April

If you have the older mortgage repayment style loan - do not tick box D.

Ticking box D gives your employer the go ahead to make repayment deductions for your student loan, if you earn enough (currently more than £288 a week or more than £1,250 a month). 

We can make it easier for you – ask yourself: 
Am I still doing the course for which I got the income contingent loan?
1.	If the answer is YES don't tick box D
2.	But if the answer is NO, ask yourself: 

Did I finish or leave my course after last 5 April?
1.	If the answer is YES don't tick box D
2.	However if the answer is NO, note down the following three dates:

o	Today's date 
o	The date when I left or finished my course? 
o	The last 6 April date

The date when you left or finished your course should be the earliest and in addition should be a date before the last 6 April. 

If the date check works, it looks like you should be ticking box D, but before you do, make one further check and ask yourself:

1.	Have I definitely got the right sort of loan and not one I have to repay direct to the Student Loans Company through my bank or building society? 
2.	I do still owe some money on my loan, don't I?

If the check answers are YES, tick box D and be prepared to make repayments, if you earn enough. 




Signature & date
You must sign and date the form. If you don't sign and date it, you have not filled it in correctly and your new employer may not operate the tax code most appropriate for you. 


Your details
Do make sure you use capital letters when you fill in the form. It also makes it easier and more effective when processing the form if you use black ink.
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Section two  To be completed by the employer

Employee’s details  Please use capitals

Date employment started

Job title

Works/payroll number and Department or branch (if any)

D D M M Y Y Y Y

Employer’s details  Please use capitals

Employer’s PAYE reference 

Employer’s name

Address

Postcode

Building number

Rest of address

/

Tax code used
If you do not know the tax code to use or the current tax threshold, please go to 
www.hmrc.gov.uk/employers/rates_and_limits.htm

Box A ticked
Emergency code on a cumulative basis

Box B ticked
Emergency code on a non-cumulative
Week 1/Month 1 basis

Box C ticked
Code BR

Tax code used

C

B

A

Please send this form to your HM Revenue & Customs office on the first pay day. However, if the employee
has ticked box A or box B and their earnings are below the tax threshold, do not send the form until their
earnings exceed the tax threshold. 

Guidance on how to complete this form, including what to do if your employee has
not entered their National Insurance number on page 1, is in your Employer Helpbook
E13 Day to day payroll and at www.hmrc.gov.uk/employers/working_out.htm#part4


