HMRC
CAA Team

Longbenton

Newcastle upon Tyne

NE98 1ZZ
[Insert Date]
RE: [INSERT FULL NAME]; NINO: [INSERT NI NUMBER]
TO WHOM IT MAY CONCERN

Please note that I have made a regular contribution of £[Insert monthly amount you pay in plus the basic tax relief]pm gross into my [insert name of pension provider] account starting from [Insert date]. I have never claimed any higher rate tax relief.

Please will you amend my tax code immediately to claim the higher rate tax relief that I am entitled to.
I trust this is satisfactory, however if you have any queries please do not hesitate to contact me.

Yours faithfully,
[Insert name]
