
 

 
 
 
 
Update 8                15 April 2020 
 
Hello, 

Our focus at the moment is ensuring that our clients have the support they need to 
deal with the financial impact of the Coronavirus pandemic. 

HMRC has made several announcements and clarifications concerning the Furlough 
Scheme, by updating its main page https://www.gov.uk/guidance/claim-for-wage-
costs-through-the-coronavirus-job-retention-
scheme?dm_i=5GSZ,6U59,1SB2PV,Q239,1 
 
Some are new and some confirm what was already thought.  

The portal is currently being tested and will open for claims of 20 April, with the first 
claims being paid on 30 April. They say it is expected to be robust but the number 
claims will clearly be very high and as such there may be delays. 
 
The rules and intentions in this area continue to change rapidly and a number of 
issues remain unclear. HMRC has suggested that there will be further guidance on 
making claims before the portal opens. 
 
Have you placed or are you planning to place any of your employees on 
furlough leave? 
 
If the answer is yes, you will need to prepare to make a claim. Below we have 
outlined the information required in order to make a claim, subject to further 
guidance from HMRC this week. 
 
Do you need our help? 
 
Existing clients who we act as agent for payroll services 
If we are currently acting for you for your payroll services we will be in contact by the 
end of the week to establish if you will be making a claim and if so, be sending our 
checklist and gather the relevant information to allow us to make your claim. 
 
Existing clients who operate their own payroll 
At present, unless we are your authorised agent for payroll, you will need to make a 
claim yourself.  
 
Should you require our assistance we encourage you to contact your client manager 
or call the office. We can discuss your options with you and if in the event you would 
like us to make your claim we will need to request an authorisation from HMRC to 
act as agent for your furlough claim which can take 7-10 days to arrive in the post. 
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What you’ll need to make a claim 

Employers should discuss with their staff and make any changes to the employment 
contract by agreement. Employers may need to seek legal advice on the process. If 
sufficient numbers of staff are involved, it may be necessary to engage collective 
consultation processes to procure agreement to changes to terms of employment. 

To claim, you will need: 

• your employer PAYE reference number 
• the number of employees being furloughed 
• National Insurance Numbers for the employees you want to furlough 
• Names of the employees you want to furlough 
• Payroll/works number for the employees you want to furlough 
• your Self Assessment Unique Taxpayer Reference or Corporation Tax Unique 

Taxpayer Reference or Company Registration Number 
• the claim period (start and end date) 
• amount claimed (per the minimum length of furloughing of 3 consecutive weeks) 
• your bank account number and sort code 
• your contact name 
• your phone number 

You will need to calculate the amount you are claiming. HMRC will retain the right to 
retrospectively audit all aspects of your claim. 

If you use an agent who is authorised to act for you for PAYE purposes, they will be 
able to make a claim on your behalf. If you use a file only agent (who files your RTI 
return but doesn’t act for you on any other matters) they won’t be authorised to make 
a claim for you and you will need to make the claim yourself. Your file only agent can 
assist you in obtaining the information you need to claim (which is listed above).  

Claim 

You should make your claim using the amounts in your payroll - either shortly before 
or during running payroll. Claims can be backdated until the 1 March where 
employees have already been furloughed. 

If appropriate, worker’s wages should be reduced to 80% of their salary within your 
payroll before they are paid. This adjustment will not be made by HMRC. 

 



 

 

Minimum furlough periods 

Any employees you place on furlough must be furloughed for a minimum period of 3 
consecutive weeks. When they return to work, they must be taken off furlough. 
Employees can be furloughed multiple times, but each separate instance must be for 
a minimum period of 3 consecutive weeks. 

After you’ve claimed 

HMRC will check your claim, and if you’re eligible, pay it to you by BACS to a UK 
bank account. 

You must pay the employee all the grant you receive for their gross pay in the form 
of money. 

Furloughed staff must receive no less than 80% of their reference pay (up to the 
monthly cap of £2500). 

Employers cannot enter into any transaction with the worker which reduces the 
wages below this amount. This includes any administration charge, fees or other 
costs in connection with the employment. 

We will continue to stand by your side through these challenging times and hope all 
our clients are all well and safe. 
 
 
 
 
The Newmans Team 
 
 
 


