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Payroll Number……………  (OFFICE USE ONLY)
Bank Details and Tax Information Form
Please bring this completed form with you on your first day of employment for your Manager or Supervisor to sign. The completed form must be immediately forwarded to the Payroll Office, King’s Meadow Campus, Lenton Lane, Nottingham NG7 2NR. 

Notes on completing the Bank Details and Tax Information Form 

1. This form should be returned to the Payroll Office as soon as possible. Any delay could result in non payment of salary for the first month.

2. If you have a P45, please attach to this, after detaching Part 1A, which is yours to keep.

3. A National Insurance Number is required to correctly record all contributions deducted from salary.  If you do not have a number, you must apply for one as soon as possible by calling Job Centre Plus on 0845 600 0643.  You will then be guided through the process of obtaining a number.  This should then be notified to the Payroll Team.
4. Ensure your manager has signed this form.

All salary payments are transferred to a UK bank account on the penultimate working day each month.  If you do not have a UK account you must apply for one as soon as possible.  Payment may be delayed if this information is not received
Title: ………………………………………
Surname: ……………………………………………………

Mr, Miss, Dr etc

Forename(s): …………………………………………………………………………………………………….

Home Address: …………………………………………………………………………………………………..

……………………………………………………………….
Postcode: …………………………….……

Date of Birth: ………. /………. /……….
NI Number: ………………………………..







(If you do not have one please see note 3 above)
BANK DETAILS   (Please inform Payroll of any changes)

Account in name of: ……………………………………………………………………………………………..

Name of Bank: …………………………………………………………………………………………………….

Address of Bank: .…………………………………………………………………………………………………

Bank Sort Code:     ((-((-((
Account Number: ((((((((
Building Society Roll No (if applicable): …………………………………………………….……………

Tax Information

	P45        If you have P45 please send this with this form to Payroll.

	
	
	
	
	
	
	
	
	

	You MUST complete the P46 declaration irrespective of whether you return a P45 
	

	
	
	
	
	
	
	
	
	

	P46 Information - Please confirm your current circumstances                                        PTO

	Please read all the following statements carefully and tick  below 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, Employment and Support Allowance, taxable Incapacity Benefit or a state or occupational pension 
	B - This is now my only job, but since last 6 April I have had another job, or have received taxable Jobseekers' Allowance, Employment and Support Allowance or taxable Incapacity Benefit.  I do not receive a State or Occupational pension.
	C - I have another job or receive a state or occupational pension

	
	
	
	
	
	
	
	
	

	
	 
	
	
	 
	
	
	 
	


	STUDENT LOANS
	Yes 
	No

	1. I have a Student Loan which is not fully repaid
	 
	 

	If you answer yes to statement 1, please go on to statement 2.
	
	

	2. I am repaying my Student Loan direct to the Student Loan Company by agreed monthly payments and my employer shouldn't deduct loan repayments from my pay.
	 
	 

	If you answered yes to statement 2, you do not need to answer statements 3 or 4.
	

	3. I have a Plan 1 Student Loan
	 
	 

	You will have a Plan 1 Student Loan if:
	
	

	You lived in Scotland or Northern Ireland when you started your course, or

	You lived in England or Wales and started your course before 1 Sept 2012.

	4. I have a Plan 2 Student Loan
	 
	 

	You will have a Plan 2 Student Loan if:
	
	

	You lived in England or Wales and started your course on or after 1 September 2012.

	5. I finished my studies before the last 6 April (I.e before the start of the curent tax year)
	 
	 


By completing and submitting this form you are agreeing that this information is correct and complete and for The University of Nottingham to use these details in order to make payment arrangements and fulfil any statutory duties
Employee's Signature (Mandatory): ……………………………………..Date: ………………………
……………………………………………………………………………………………………………………………..
For completion by your Manager.  Please note this form cannot be processed without this section being completed

Date of Appointment: ……………………………  Job Title: ..……………………………….………………
School/Department: …………………………………………………………………………………………….

Manager’s Signature (Mandatory) : …………………………………….. Date: ……………………..
Manager’s Printed Name (Mandatory) : …………………………………………………………………
Further Information and Advice 
Payroll





Pensions & Benefits Services
Telephone: 
0115 951 5648 (Option 1)

Telephone: 
0115 951 5996
Email:

PayrollSharedServices

Email:

Pensions@nottingham.ac.uk



Payroll@nottingham.ac.uk

Address:
Kings Meadow Campus

Address: 
Kings Meadow Campus



Lenton Lane



Lenton Lane





Nottingham



Nottingham





NG7 2NR



NG7 2NR
