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Human Resources
Ex  employer
Address

Address

Address

Postcode

Dear Sir / Madam
Student Name – NI Number
I am in the process of getting my tax affairs in order which include the years I was employed by you. 
In order for me to continue, could you please provide the following details for the following tax year(s)  200x/200x, 200x/200x
Date 

Gross pay
Total tax deducted
Employees national insurance paid

Could you please also confirm my start and end dates and your Tax Reference Number.

I thank you in anticipation of your early reply.
Yours faithfully

Student Name
