[Your name]
[Address line 1]
[Address line 2]

[Town] 

[Postcode]
[Date]
[Insert address of your tax office]
Dear Sir/Madam,
Reference: Amendment to PAYE tax code

PAYE Reference: [your employer should be able to give you this or refer to your payslip]

National Insurance Number: [insert your NI number]
I write in reference to seeking additional tax relief on paying my professional fees paid to the Royal Pharmaceutical Society by amending my current tax code.

The Royal Pharmaceutical Society is on your approved list (List 3) of professional bodies.  I can confirm that membership is relevant and necessary for me to undertake my role with my employer.

For your information, I attach my receipt showing the relevant payment of fees to the Royal Pharmaceutical Society and I would appreciate if you could amend my tax code with the above PAYE reference at your earliest convenience.

In the meantime, if you require any further information, please do not hesitate to contact me.

Yours faithfully,
[Insert your name]
