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We claim in tax years and there is a 4 year rolling claim window. The window is currently 

must look at individual situations to apply the claim rules correctly. 

The legislation set out by the Government for the mileage claim is complex and therefore we

Friendly service

where fees are agreed in advance so there are no hidden percentages. We believe in serving

our clients from start to finish. 

"Very professional, helpful and friendly! You always deliver an excellent service."

Why choose Atkins & Co for your claim?

We are Military friendly with close personal links to Forces personnel. We are a firm of

qualified Chartered Accountants who've been verified by HMRC legislators and given the green

light to process the mileage claims. Atkins & Co have sucessfully re-claimed millions of pounds

and pride ourselves on our friendly yet professional service. We operate on a fixed fee basis

claim. 

No claim = No fee

Professional & Transparent

* Please see Useful Information where additional fees are applicable. 

"I'm delighted to have a bit of extra cash, especially with a house purchase and a 

wedding to plan this year!"

You could claim every year!

As long as the mileage claim criteria is met, you will be able to claim as each tax year passes. 

We will keep in touch each year to remind you to collate your paperwork ready for your next

April 2019 to March 2023.

Fees 

Our fee is fixed at £120* (£100 + VAT) per tax year claimed.

Your work location is also taken into account when defining a temporary place of work.

work. If the intention of your draft/assignment order is for 24 months or less then this will be

defined as a temporary place of work. 

Introduction

The mileage tax refund

You’re entitled to claim the tax relief on your travel from home to your temporary place of 



change your tax code following the submission of your mileage claim to account for them.

Due to the nature of your job, your expenses will vary from year to year and therefore if the
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Claiming mileage means that you're claiming for expenses. HMRC's automated system will 
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change 99% of the time however changes can happen months later which we are not made

aware of. We will email you once we have intercepted the tax code change and advise you of

the correct tax code. You should check your tax code every month following the mileage claim

and make us aware immediately of any discrepancies. 

expenses are left in your tax code this can cause issues. We therefore intercept the tax code

Leaving the Forces? 

further Self Assessment requirements then we can tie up any loose ends and close our record. 

If you are leaving the Forces during a tax year then please be aware that starting a new 

job expense and can only be claimed on a tax return. 

HMRC will send you letters during the process, you do not usually need to do anything with 

on your behalf. 

Tax codes 

Useful information

Additional fees

There are circumstances whereby significant additional work is required and as such we will 

HMRC will expect a tax return from you every year thereafter until you or Atkins & Co instruct

These are as follows:

• Claims where the individual is attempting to claim travel costs which are not simply mileage

in their own vehicle i.e. using public transport, planes, trains, ferries etc. 

• If the claim is submitted to us and then cancelled without being submitted to HMRC.

• If you have come to us with penalties on your Self Assessment account and would like us to

try to appeal the penalties. 

• If your tax return has already been submitted for other income such as rental property

• Reporting pension annual allowance tax charge on your tax return 

employment before your TX date can confuse the HMRC taxation system. This can cause 

problems with your tax code and there may be multiple employers logged with HMRC. Keep in

touch so that we can check this out for you as you transition into Civi street. If there are no

charge an additional fee of £50+ VAT. 

Self Assessment 

We enter you into Self Assessment as we submit your mileage claim to HMRC on a tax return. 

these as they are for your information only. They send us letters too so that we can act swiftly

them otherwise. You will need to remain in Self Assessment if you are claiming further. It is

crucial that you inform us of any changes to personal details and let us know if you no longer 

wish to claim so that we can advise you of the necessary action that needs to be taken. 

HMRC forms explained 

64-8 Form - This allows Atkins & Co to act as your tax agent and deal with your refund for you. 

This authority will remain in place until you or Atkins & Co instruct HMRC otherwise. 

SA1 Form - This will register you for Self Assessment. The type of refund you are claiming is a
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Please provide us with your P60 or P45 from any PAYE employment you have had during your

If you cannot get hold of your P60 or P45 then you can find your pay and tax information on 

your Personal Tax account with HMRC. 

If both of yours and your partner's adjusted net income exceeds £50,000 then whoever has the

higher income is responsible for paying the tax charge. 

You may have to pay a tax charge if you or your partner's individual income exceeds £50,000

and either: 

you or your partner get Child Benefit

someone else gets Child Benefit for a child living with you and they contribute at least an 

Rent a room

If you rent a room then it is likely that your income may be under the threshold of £7,500 for

each tax year. Although you will not need to pay tax on this income, it does have to be 

reported on the same tax return which we claim the mileage on. Please let us know the 

amount that you are receiving and we will add it to your tax return when we file your mileage

claim. 

Self employment 

If you have received any income from self employment then this income has to be included on

the same tax return which we claim the mileage on. There are additional fees for this service

and you should contact the office to discuss further. 

High Income Child Benefit Charge 

Useful information

Additional income 

Any additonal income that you have received during your claim period must be taken into

account as the mileage claim is claimed via your tax return. 

Rental property 

If you own a property which you rent out then your share of the rental profits/losses has to be

included on the same tax return which we claim the mileage on. There are additional fees for

this service and you should contact the office to discuss this further. 

Worked for another employer? 

claim period. All income must be reported on same tax return which we claim the mileage on. 

will have to be paid back to HMRC as a tax charge. 

equal amount towards the child's upkeep.

It does not matter if the child living with you is not your own child. 

correctly notify us of any Child Benefit received.

The Child Benefit received must be declared via your tax return and the tax charge paid by the

tax return deadline as it is a legal requirement. You will receive penalties from HMRC if you do 

not declare Child Benefit on your self assessment tax return. It is therefore important that you 

As soon as your individual income exceeds £60,000 then 100% of the child benefit received
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I was assigned to a base for 3 years. Can I claim? 

No. This would not be classed as a temporary workplace under the claim legislation. 

Can I claim for training/courses?

Yes. Certain courses can be claimed for after you have completed phase 1 training. 

Can part-time and full-time Reservists claim?

No. Unfortunatley your contract is different and does not meet the mileage claim criteria. 
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post. This speeds up the process greatly. 

amounts already received are factored into the claim. 

I travel to work by public transport. Can I claim? 

If you had to pay to use your own vehicle or public transport and weren't reimbursed by your

employer then you can claim the tax back on these costs. Please note, there is an additional

fee of £50+VAT for this type of claim. 

I have previously claimed with another company. Can I claim with you?

Yes. We will require your UTR number which you will find on Self Assessment correspondance

from HMRC or you can ask the company which you last claimed with for this. We will then be

able to request agent authority for you online instead of sending the HMRC forms off in the

Yes. Anyone can make a claim. It is irrelevant whether you receive GYH or HDT, although 

individual situation. 

I pay for food at work. Can I claim for this?

Yes. We can claim the tax back on the cost as long as you meet the mileage claim criteria. 

Ensure that you have proof of purchase should this be required by HMRC. 

I don't have my assignment order. Can I claim? 

Do not worry if you no longer have this. We understand that they disappear from JPA after 60

days. Please keep your assignment orders going forwards for future claims. 

I don't receive GYH or HDT. Can I claim?

On average our clients will receive £750 per tax year. This figure will vary depending on your

Claim FAQs

How quickly will I receive my refund?

Your claim will start the minute that we receive complete information from you. First we will

send your HMRC forms off in the post. Once the forms have been processed by HMRC, your 

file will be passed to our calculation team. Once calculated, you will receive notification from

us with your refund amount and the next steps. From this stage, it can take 2-8 weeks to

receive your refund from HMRC. 

How much could I receive? 



Tick

Checklist

2019/20 - 2022/23

P60(s) and P45(s) received for all employers

If you do not have your P60(s) then we can use your March payslip

If claiming 4 years then we require your 2020, 2021, 2022 and 2023 P60s

Payslips for every month, for all years claiming for

Move & track - From hire date to March 2023

Ensure this shows your work locations and not  just unit names

(Even though you are not claiming from Hire date) 
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Annual pension allowance letter (if applicable)

Additional income? Please refer to our Useful Information page

Copy of photo ID 

of 2nd page)

(Ensure 64-8 is signed on the left hand side and SA1 is signed on the bottom

post as hard copies

Assignment orders

HMRC 64-8 and SA1 forms completed by hand and returned to us in the

These are required to support claims

Let us know when you started Phase 2 training

(even if you are not claiming back to this date)

 Ensure that you list work locations from April 2019 

Signed declaration

dates are supplied

If you worked from home from April 2020 - March 2022 then ensure that all 

address then make sure information is included

If you travel daily from Military accomodation and also travel to your home 

(if this was after April 2019)

Completed timeline of postings forms

Completed client information form



I 

read Atkins & Co's Introduction and Useful Information pages enclosed within this document. 

Signed 

Date
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 (full name) confirm that I have carefully 

increase my refund. I understand the consequences for providing false information. 

I confirm that I am happy for Atkins & Co to confidentially shred any copied documents.

All original documents will be returned via post. 

I confirm that I am happy for Atkins & Co to verify my identity under the Money Laundring 

legislation which will leave a soft footprint on my credit report. 

I agree that Atkins & Co will receive my tax refund from HMRC, deduct the £120 fixed fee for

additional work. 

I understand that if I have underpaid postage on my paperwork when sending via post then

a standard mileage claim per tax year claimed and then pay the balance to me. I understand

Atkins & Co's fixed fee of £120 per tax year claimed, then your claim will not be processed and 

that Atkins & Co operate on a no claim, no fee basis. Therefore if your refund does not exceed 

you will not be charged. I also understand that any additional services performed will be 

subject to an additional fee which Atkins & Co will confirm with me prior to completing the

Atkins & Co will re-charge deduct this amount from my refund. 

to light that you have deliberatley falsified your information then you could face the following:

n Penalties of up to 100 percent of the tax refunded

n Possible criminal or civil prosecution

n Repayment of the tax refund

Declaration

Whilst we wish to clarify the above information, we would stress that there are many 

https://www.atkinsandco.com/privacy-policy-copyright/ 

Additional information about our privacy policy and copyright can be found on our website - 

HMRC can request access to the same information which you provide us with. Should it come

are carefully monitoring these refunds and any indication of incorrect refunds being made then 

they may take steps to prevent further claims being made. 

legitimate refunds made and we do not want to jeopardise the future of these claims. HMRC

I can confirm that the intention of my assignment/draft order was for a period of 24 months 

or less. I confirm that the information that I have provided is correct and complete to the best 

of my knowledge. I have not deliberatley attempted to provide incorrect information to

In light of the above information, we are happy to process legitimate refunds and as such we

would ask you to sign the following declarations:

https://www.atkinsandco.com/privacy-policy-copyright/


  RAF         Army

2019/20 2020/21 2021/22 2022/23

£ £ £ £

YES  NO YES  NO YES  NO YES  NO

2019/20 2020/21 2021/22 2022/23

£ £ £ £

£ £ £ £

£ £ £ £

£ £ £ £

Client information

Personal information

Name

If your partner or spouse are in receipt of child benefit and your earnings exceed £50k then this is a 

reportable benefit. For more info please visit - https://www.gov.uk/child-benefit-tax-charge

Details of all other information required

Bank interest received

Gift aid charity payment paid

Personal private pension contributions paid

Do you receive income from a property/room that you rent
YES  NO YES  NO

NI number

UTR number (if applicable)

Date of birth

Bank account details

Marines Navy

(If YES, specify reason why)

Please circle

Telephone numbers(s)

Email address(es)

Bank name

Account number

Sort code

Current home address

Date joined Forces

Date left Forces (If applicable)

Amount of child benefit received

Date started (If after 6/4/2019)

Date cancelled (If applicable)

Are you the higher earner in your household?

Child benefit information required (Per household)

Number of children child benefit is claimed for

Dividends received (Send any documents)

£

YES  NO YES  NO
out? (If YES, please refer to our Useful Information page)

Professional subscriptions paid - Is it on the list below?

Do you currently have an accountant?  

www.gov.uk/government/publications/professional-bodies-approved-for-

tax-relief-list-3/approved-professional-organisations-and-learned-societies

£ £ £

Have you claimed with another company before?

(If YES, specify which years claimed for)



Timeline of postings

Example

(Specify dates earliest (E.g daily, weekly, 

first) 3/4, monthly motorbike, plane)if changed address)

Please ensuure that you complete this form. We cannot proceed with your claim without this. 

Work address Home address

(Including postcodes and dates 

Frequency of travel Method of transport

(E.g. car, bicycle, train

Time spent overseas

(Including postcodes) (Specify dates)

Duration

15/08/2017-

15/09/2017
20/07/2016 - 

15/09/2017

Faslane, G84 8HL Acre Cottage, AB12 3CD Fortnightly Car



(Including postcodes)
(Including postcodes and dates (E.g daily, weekly, (E.g. car, bicycle, train

Timeline of postings - Continuation

Duration Work address Home address Frequency of travel Method of transport Time spent overseas

E.g. dates worked from home, additional holidays, extended periods of leave/sickness etc.

Any additional information:

(Specify dates)
if changed address) 3/4, monthly motorbike, plane)

(Specify dates earliest

first)



Signed

Date

£ £ £

Food allowance

We are able to claim the tax back on the cost of food purchased at your work location only.

Month 2019/20 2020/21 2021/22 2022/23

November

May £ £ £

£

£

£

£ £

£

£

£

£

December

January

February

March

£

£

£

£

£

£

April

June

July

August

September

October

££ £ £

££££

£

£

£

£

£

I can confirm that the information I have provided is correct and should this be investigated by HMRC then I have proof of purchase to verify my clam. 

£

£

£

£

£

£

£

£

£

£

£

£

£

£
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Registering for Self Assessment
and getting a tax return

Do you need to complete 
a tax return?
There are a number of reasons why you may have to complete

a tax return for the first time. For example, if you: 

• become a company director

• start to get income from land and property in the UK

• have taxable foreign income of more than £300

• sell shares, property or other assets liable to Capital Gains Tax

• have annual income of £100,000 or more

• get untaxed income which cannot be collected through your

PAYE code.

If you are unsure whether you need to complete a tax return

please phone the Self Assessment Helpline on 0845 900 0444

(open from 8.00 am to 8.00 pm, seven days a week) or go to

www.hmrc.gov.uk/sa/need-tax-return.htm

How to get a tax return
If you need to complete a tax return, first you must register 

for Self Assessment to get a Unique Taxpayer Reference (UTR).

The easiest way to do this is to phone the Self Assessment

Helpline on 0845 900 0444. Make sure you have all the

information this form asks for to hand before you phone us. 

Or you can fill in the form and send it to the address shown 

on page 2.

If you are self-employed
If you are now self-employed you cannot use this form 

to register. Phone the Helpline for the Newly Self-Employed 

on 0845 915 4515 or go to www.hmrc.gov.uk/leaflets/se1.pdf

and complete and return form CWF1Becoming self-employed

and registering for National Insurance contributions and/or tax.

A Please use capital letters to fill in the boxes.

About you
A Take particular care to complete the questions marked with this symbol.

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

Surname or family name

First name(s)

Previous surname if applicable

Date of name change DD MM YYYY

A Your National Insurance number (NINO)

You must get a NINO before you can register for 

Self Assessment. To apply for a NINO you should attend 

an Evidence of Identity interview at a Jobcentre Plus 

or Social Security office. Please contact the Department 

for Work and Pensions on 0845 600 0643.

If you believe that you do not need a UK NINO please 

give your reasons below.

A Your date of birth  DD MM YYYY

If you have been within Self Assessment before, 

please tell us your previous UTR. This is the ten-digit

reference in the top left-hand corner on page 1 of your 

tax return.

Your address

Postcode

Your daytime contact phone number

Now go to page 2



Page 2

Tell us by ticking a box for any of the following reasons that apply to you and entering the relevant date DD MM YYYY

I became a company director on

I have been getting income from land and property in the UK from

I have been getting taxable foreign income in excess of £300 a year from

I receive annual income from a trust or settlement from

My annual income will exceed £100,000 from

I have been getting untaxed income that cannot be collected

through my PAYE tax code from

for the tax year ending

I have Capital Gains Tax to pay 

Any other reason give details below

What date does this apply from? DD MM YYYY

0 5 0 4

I declare that

• the information I have given on this form is complete

and correct to the best of my knowledge and belief

• I will tell HM Revenue and Customs straightaway 

if my circumstances or plans change in a way that

affects the answers I have given on this form.

Signature

Date DD MM YYYY

Why do you need to complete a tax return?
A You must complete this section.

Your declaration
A You must sign and date the declaration.

A Please send your completed form to:

Central Agent Authorisation Team, National Insurance Contributions Office, Benton Park View, Newcastle upon Tyne NE98 1ZZ


