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1 Introduction and Glossary 
 
1.1 Glossary Table 
 
CS2 Child Support Agency computer system 
CSA Child Support Agency 
CSAC Child Support Agency Centre 
CSF Child Support Form (for example CSF801) 
GB Great Britain 
DEO Deduction of Earnings Order 
NI Northern Ireland 
NINO National Insurance number 
NOT Notification (for example NOT309) 
NRP Non Resident Parent 
RFA Request for Assessment 
 
Other abbreviations are used in Section 4, and are defined in the text as they first 
occur. 
 
1.2 What is this technical specification about? 
 
The Child Support Agency regularly seeks feedback from employers about how we 
can help them to help their employees pay child maintenance.  One issue that often 
comes up is confusion about how to operate a deduction from earnings order (DEO) 
correctly.  This technical specification is designed to resolve this, enabling 
employers to develop their payroll software systems to make deductions from their 
employee’s (the non-resident parent’s) pay for child maintenance and arrears. 
 
The purpose of this document is to facilitate the development of payroll software 
products with the features necessary to accommodate the requirements of DEOs.  
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2 About Deduction from Earnings Orders 
 
2.1 Types of DEO 
 
We run two child maintenance schemes, the old scheme, used for cases assessed 
before 3 March 2003, and the current scheme, used for cases assessed after that 
date.  There are slight differences in the action an employer needs to take with a 
DEO depending on which scheme it comes under. 
 
2.2 Types of Form 
 
We issue deduction from earnings orders to employers using one of three forms: 
NOT0309, CSF801GB CSF801NI, all of which are similar in content and structure. 
 
2.3 Content of the Forms 
 
They contain the employee’s personal details, and ask the employer to take 
payments from the employee’s wages at a specific rate per week/month until a 
specific time. They also contain a reply slip where the non-resident parent’s 
employer can tell the CSA if a DEO payment can be made. There are copies of all 
three in Appendix 1 at the end of this document. 
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3 Fields Required 
A number of data items are needed to identify the employee and to work out the 
amount due in any pay period.  We provide some information on the DEO but the 
employer has to work out other information.  
 
3.1 Identification 
 
3.1.1 Surname 

The surname of the employee.   
 

3.1.2 Forename 
The forename of the employee  
 

3.2 Information provided by the CSA 
 
3.2.1 CSA reference number  
 
3.2.1.1 Old scheme cases 
 

RFA number, which is numeric ten digits, starting 1, 2, or 7.   
For example 1000025719, 2000025719, or 7000025719. 

 
3.2.1.2 Current scheme cases 
 

For current scheme cases the reference number will be in one of five 
formats:  

 
• NINO = This has nine characters: a two alphabetic character prefix; 

six numeric characters and a single alphabetic character suffix in the 
range A to D. An example NINO is AB123456A. 

 
• Sapphire Case Number type one = it starts NST then a number 

between one and seven to identify which Child Support Agency 
Centre owns the case. The NINO then follows. An example of a 
Sapphire Case Number type one is NST/1/JA000000A. 

 
• Sapphire Case Number type two (payment reference number) = the 

three letters “NST”, then 99-, followed by 10 digits. An example of this 
is NST 99-0000000001. 

 
• Sapphire Case Number type three  = 12 digit number starting ‘32’, 

followed by ‘0’ or ‘1’. An example of this would be NST 
320000000000.    

•  Person Identifier = 10 digit number. An example of this would be 
0000000000 

 

A Technical Specification for Calculating Values under Deductions from Earnings Orders 
Page 5 of 34 



3.2.2 Effective date 
 

This is the date from which the employer should operate the DEO. We will 
enter it on the DEO. 

 
3.2.3 Normal deduction rate  
 

This is the amount that will normally be taken. We will enter it on the DEO. 
 

3.2.4 Protected earnings rate or protected earnings proportion  
 

This is the amount that the employee has to be left with each week, after the 
child maintenance has been taken. See section 4.8. 
 
For old scheme cases, the protected earnings rate is the same as the exempt 
income of the non-resident parent if the case is fully assessed, or the adult 
income support weekly rate plus £30 (roughly £87 in 2007) if an interim 
maintenance assessment is in force.  
 
For current scheme cases, the protected earnings proportion is 60% of the 
non-resident parent’s net income. 
 
In either case, we will enter the fixed amount you need to deduct on the 
DEO. 
 

3.3 Information to be calculated by the employer 
 
3.3.1 Arrears of normal deduction  
 

Arrears can occur when the normal deduction rate cannot be taken in full in 
any pay period.   Whatever cannot be taken in one pay period is carried over 
to the next pay period is known as the arrears of normal deduction.  It is 
possible for arrears to be carried over for many pay periods. 
 
Arrears of normal deduction can be brought forward for each period that a 
calculation is made. 
 

3.3.2 Arrears of protected earnings:  
 
3.3.2.1 Old scheme cases 
 

Arrears can occur when the earnings in any pay period do not reach the 
protected earnings rate.  Any shortfall in protected earnings rate is carried 
forward to the next pay period.  
 
Arrears of protected earnings can be brought forward for each period that a 
calculation is made. 

 
3.3.2.2 Current scheme cases 
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For current scheme cases, there is no concept of arrears of protected 
earnings.  In any pay period where the earnings do not reach the protected 
earnings proportion, the shortfall is not brought forward. 

 
3.3.3 Gross Earnings  
 

These are the employee’s earnings that may be used for a DEO (see 5.6 for 
details). 
 

3.3.4 Attachable Earnings  
 

These are the employee’s gross earnings after allowable deductions have 
been made (see 5.7 for details). 
 

3.3.5 Net Attachable Earnings  
 

These are the employee’s attachable earnings less the protected earnings 
rate or protected earnings proportion (and for old scheme cases, less any 
arrears of protected earnings rate). 
 

3.3.6 Period Deduction  
 

 This is the amount that will be taken in the period that the DEO is for (eg per 
week, month). 
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4 The Calculation Stages 
 
4.1 Effective Date (ED) 
 

We enter this on the DEO.  It determines whether a DEO is old or current 
scheme. 
 

4.2 Normal Deduction Rate (NDR) 
 

We enter this on the DEO as a fixed amount for a specified pay period (eg 
weekly, monthly). 
 

4.3 Protected Earnings Rate (PER) or Proportion (PEP) 
 

We enter this on the DEO as a fixed amount for a specified pay period (eg 
weekly, monthly).  Old scheme cases use a protected earnings rate (PER) and 
current scheme cases use a protected earnings proportion (PEP). 
 

4.4 Arrears of Deduction (AD) 
 

When first operating a DEO, there will be no arrears of deduction. 
Mathematically,  0=AD
 
The carry forward AD are calculated at paragraph 4.9. 
 

4.5 Arrears of Protected Earnings (APE) 
 

When first operating a DEO, there will be no arrears of protected earnings. 
Mathematically,  0=APE
 
The carry forward APE are calculated at paragraph 4.8. 
 

4.6 Gross Earnings (GE)  
 

Earnings include any money payable to a person.  For example: 
• wages, fees, bonuses, commission, overtime pay or any 
• payments on top of wages 
• private or occupational pensions, and compensation payments 
• Statutory Sick Pay 
• contractual maternity pay 
• contractual paternity pay 
• contractual adoption pay 
• contractual sick pay 
• contractual redundancy pay. 
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Earnings do not include: 
• amounts paid by a public department of the Government of Northern 

Ireland or any country outside the United Kingdom 
• any social security pension, allowance or benefit 
• tax credits 
• any pension or allowance paid for a disability 
• a guaranteed minimum pension with the Social Security Pensions Act 

1975 
• Statutory Maternity Pay 
• Statutory Paternity Pay 
• Statutory Adoption Pay 
• Statutory Redundancy Pay. 

 
Payments for expenses are ignored provided they are wholly, exclusively and 
necessarily incurred in carrying out the employment. If they are tax-free they 
should be ignored. If expenses are not incurred wholly, exclusively and 
necessarily in carrying out the employment, they should be classed as 
earnings. 
 

4.7 Attachable Earnings (AE) 
 

Attachable earnings means the residue of earnings after deduction of: 
 

(a) income tax (tax) 
 
(b) primary class I contributions under Part I of the Contributions and 
Benefits Act 1992(NICs) 
 
(c) amounts deductible as contributions to a superannuation scheme 
(pencontrib) which provides for the payment of annuities or lump sums: 
 

(i) to the employee on their  retirement at a specified age or on 
becoming incapacitated at some earlier age, or 

(ii) on their death or otherwise, to their personal representative, 
widow, widower, relatives or dependants. 

 
Note that payroll giving, contributions to stakeholder pensions and other 
voluntary deductions are not considered. 

 
Mathematically, ( )pencontribNICstaxGEAE ++−=  
 

4.8 Net Attachable Earnings (NAE) 
 

Net attachable earnings are attachable earnings less protected earnings rate 
or proportion.  In old rule cases, arrears of protected earnings are also taken 
from attachable earnings. 
 
Mathematically: 

A Technical Specification for Calculating Values under Deductions from Earnings Orders 
Page 9 of 34 



4.8.1 Old scheme Cases   
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4.8.2 Current scheme Cases   
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4.9 Period Deduction (PD) 
 

The period deduction is the normal deduction plus the arrears of deductions 
where net attachable earnings equal or exceed this amount.  If there are 
insufficient net attachable earnings, then the whole of net attachable earnings 
becomes the period deduction and the balance is put into arrears. 
 
Mathematically: 
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4.10 Adjust for Multiple Pay Periods 
 

If the employee’s pay represents more than one pay period’s worth of earnings 
changes, the normal deduction rate and protected earnings rate or proportion 
must be multiplied by the number of periods that the pay represents. 

 
For example, if an employee is paid a normal week’s pay and a week’s 
holiday, multiply both normal deduction rate and protected earnings rate or 
proportion by 2. 
 

4.11 Calculation of Administration Fee  
 

Employers are entitled to deduct from the employee an administration fee (of 
up to £1) for each payment to the CSA.  If no payment is made, no 
administration fee may be deducted.  If the deduction represents multiple 
periods, only one administration fee may be deducted.  The administration fee 
may be deducted even if it reduced the employee’s pay below the protected 
earning rate or proportion. 
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5 Payment of deductions 
 
5.1 Payment of deductions 
 
Employers must pay the CSA the amount taken from the employee. This must 
reach the CSA by the 19th day from the end of each calendar month following the 
month of deduction. For example, if a payment was deducted at any time during 
February, the payment must be received by the CSA by 19 March. 
 
We cannot pass on the child maintenance payment until it has cleared our bank. If 
employers do not do this we may prosecute employers under section 32(8) of the 
Child Support Act 1991.  A regular payment pattern should be established after 
the first payment has been taken. Prompt payment will also mean that we will not 
need to contact the employer or their employee. Payments are made through the 
Child Support Agency Client Funds Account Team. 
 
5.2 How does an employer send money to the CSA? 
 
The most efficient method of payment is detailed automated credit transfer. This is 
sometimes known as DACT, detailed ACT or individual Banks Automated Clearing 
System (BACS) payment. 
 
If you would like more information about setting up a detailed automated credit 
transfer, you can ring 0191 225 3217 or e-mail us at csa-cfat-cust-svce-
team@dwp.gsi.gov.uk. 
 
The advantages of detailed automated credit transfer for employers include: 
 

They won’t have to spend time preparing and sending us a payment 
schedule 

• 

• 

• 

We are less likely to ring them to get more information about the payment or 
schedule, and 
It is a very secure, accurate and quick method of payment – there are no 
schedules or cheques to get lost in the post, and payments won’t go 
missing. 

 
It also helps us to offer a better service to parents, because payments are made 
automatically, on time and we keep a full payment history. 
 
However if an employer can’t pay by this method, they can use automated credit 
transfer (ACT). The difference is that if they use this way of paying they will also 
have to prepare and send us a payment schedule that matches the amount paid. 
This can be downloaded from our website at: 
www.csa.gov.uk/pdf/englishforms/screen/CSF802.pdf. 
 
A third method of paying is by cheque. This is time consuming, and cheques can 
be delayed or go missing. It is less secure than other payment methods and can 
also be less accurate. If there are problems with a payment sent by cheque, we will 
have to contact the employer to sort them out. 
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5.3 Setting up a detailed automated credit transfer 
 
We can help employers set up a detailed automated credit transfer and make sure 
money is transferred accurately and on time, both to us and, in turn, to the parent 
with care. 
 
In the BACS field for each employee, the employer will need to be able to include 
the information below.  
 
Field 
no. 

BACS description of field 

1.  Child Support Agency bank sort code: 40-34-18 
2.  Child Support Agency account number: 41775448 
3.  Account code: 0 
4.  Transaction code: 99 
5.  The company’s bank sort code 
6.  The company’s bank account number 
7.  Free  
8.  Amount of deduction (in pence) 
9.  The company’s name 
10.  Employee’s reference number (see below) 

 
11.  Child Support Agency account name: CSA CLIENT FUNDS 

 
5.3.1 What is the employee’s reference number? 
 
You must make sure that the reference number quoted in field 10 is exactly the 
same as shown on the latest letter from us about making deductions from 
earnings. You can find the number in the top right-hand corner of this letter. Valid 
reference numbers can be in various formats.  See section 3.2.1 for details.  
If any of the information is missing or if it is at all different from the number in the 
letter, for example if you put in any spaces, commas, full stops, hyphens or 
anything else in the number, our computer system will not be able to process the 
payment, and so we will not be able to pay the parent with care. 
 
5.4 How does an employer pay by automated credit transfer? 
 
If an employer uses this process, they make one payment through BACS to cover 
the total deductions from their employees, and send us an accompanying 
breakdown known as a payment schedule.  When they pay by automated credit 
transfer using BACS, field 10 is left blank.  
 
5.5 How does an employer pay by cheque? 
 
As mentioned above, we prefer to receive payments by detailed automated credit 
transfer rather than by cheque. However, if an employer needs to make payments 
by cheque, cheques should be made payable to the ‘Child Support Agency’. 
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If an employer is sending payments to more than one CSA office, they should 
contact one of the Child Support Agency Centres and arrange to send all of the 
payments to them with the payment schedule. 
 
5.6 Payment schedules 
 
If an employer is paying by automated credit transfer or by cheque, they must also 
send us a payment schedule listing the deductions they have made from their 
employees’ earnings.  
 
The amount paid by automated credit transfer or cheque must match the total 
amount of deductions detailed on the payment schedule. If it doesn’t match, we will 
not be able to make payments to any of the parents with care included on the 
payment schedule until the problem is corrected. If this happens we will contact the 
employer for an accurate schedule. 
 
We need the following details for each employee: 
 

Their full name (forename and surname) • 
• 
• 

Their reference number, and 
The amount of the deduction taken (in pounds sterling). 

 
If the employer is paying by automated credit transfer, the schedule needs to be 
posted to: 
 
Client Fund Accounts Team 
Child Support Agency 
Room BP6102 Alnwick House 
Benton Park View 
Longbenton 
Newcastle upon Tyne 
NE98 1YX 
 
Or faxed to: 
 
0191 225 9440  

0191 225 3178 
 0191 225 5246 
 0191 225 9008 
 
Faxing the information will mean that child maintenance payments can get to the 
parent with care more quickly.  
 
If the payment is made by cheque the employer should post the cheque and 
payment schedule to the Child Support Agency office shown on the top right of the 
deduction from earnings order letter. They should not be sent to the Client 
Funds Account Team in Newcastle Upon Tyne. 
 
If the employer pays by detailed automated credit transfer, they will not need to 
send a schedule at all. 
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5.7 What happens if an employer pays the wrong amount? 
 
It is important not to use the deduction from earnings payment schedule to recover 
or take previous overpayments or underpayments.  If an employer makes a 
mistake, they will need to contact the Client Fund Accounts Team as soon as 
possible. If the payment we receive is not the same as the total shown on the 
payment schedule, the Client Fund Accounts team will contact the employer to 
arrange the correct payment or to correct the schedule. 
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6 Reporting to Employee and CSA 
 

6.1 Issuing DEOs 
 
When a DEO is issued, the employee will receive a letter informing them that a 
DEO has been imposed on their wages. 
6.2 Change of Circumstances 
If the employee has a change of circumstances that they believe will affect the 
amount of child maintenance they should pay, they should inform the CSA of the 
change. If the employer believes that a change to their employee’s income will 
affect their employee’s maintenance calculation, then the employer may inform us 
of the change themselves. 
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7 Further information 
 
7.1 If you need any further information, please see our leaflet CSL313: What is 

my role in helping my employees pay child maintenance?. 
 

You can visit our website at www.csa.gov.uk for more general information 
on our services and how we work out child maintenance.  The website 
contains a section for employers and the most up-to-date information about 
how we are improving, how we deliver our services and what is happening to 
the child maintenance system. It also contains: 

• copies of leaflets that you can download 
• information on deduction from earnings orders 
• frequently asked questions, and 
• links to other useful websites. 

 
You can ring our national helpline on 08457 133 133 if you need more help or 
information, or want to order copies of our publications. 

 
Lines are open from 8am to 8pm Monday to Friday and from 9am to 5pm on 
Saturdays. Calls are charged at local rate.  We may record our phone calls to 
check our service and to train our employees. 
 
If you want to speak to us in Welsh, you can ring our Welsh language helpline 
on 08457 138 091. The line is open 9am to 5pm Monday to Friday. 

 
You can also e-mail us through our website or e-mail our Employer Relations 
Team at Client-Relations@dwp.gsi.gov.uk.  
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8 Appendix 1 (Deduction from earnings letters and forms) 
 
CSF801 

 

 
                  Part of the Department for Work and Pensions 
Website:  www.csa.gov.uk  

 
 
 
 
National Insurance Number XX 11 22 33 X 
Contact Reference Number 8978655655 
CSA Reference Number 0592452536 
 

Smyth & Co 
Tyne Lane 
North Shields 
Tyne and Wear 
NE30 1PZ 
 

 Our Address 
Parklands 
Callendar Business Park 
Callendar Road 
Falkirk 
FK1 1XT  
Our Phone Number 08456 090042 
If you have a textphone 08457 138924 (08457 
139704 in Northern Ireland) 

 
             Date 18 November 2004 
 
Dear Mr Smyth  
 
Please find enclosed a Deduction from Earnings Order issued by the Secretary of State (Department in 
Northern Ireland) for <NRP’s title > <NRP forename> <NRP surname> who you employ or pay a pension 
to. 
 
<NRP’s title > <NRP forename> <NRP surname> must pay amounts under a maintenance calculation we have made 
with the reference number < NIno >. We have made this order to obtain payments from <NRP’s title > <NRP 
forename> <NRP surname>. 
 
You must take amounts from your employee’s earnings according to the child support law. If you do not do this it may 
lead to prosecution. 
 
The order does not affect any tax credits that your employee is entitled to. You must continue to pay the full amount of 
any tax credits. 
 
We have sent a copy of this order to <NRP’s title > <NRP forename> <NRP surname>. 
 
Please complete and return the enclosed reply slip. Use the envelope provided which does not need a stamp. If you 
cannot take amounts from this person’s wages or pension, or this person no longer works for you, please give details 
on the reply slip.  To help us deal with your reply quickly, please send back the reply slip enclosed with this letter. 
 
If we have not given enough information on the order or if any of the information is wrong, but you think that the order 
is for your employee, please phone us straightaway on the number at the top of this letter.  Do not send the order 
back to us. 
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Contact Reference Number XXXXXXXXXX 
 
Amount to pay 
 
You should take the amounts as follows 
 
Non resident parent details: 
 
Surname or family name: <NRP’s surname> 
All other name(s): <NRP’s forename> 
Title: <NRP’s Title> 
National insurance number: <NRP’s NINO> 
Date of birth: <NRP’s date of birth> 
Service number: <NRP’s service number> 
 
<scheduled amount> payable <collection frequency> from <collection date> 
 
<scheduled amount> payable <collection frequency> on <collection date> 
 
The protected earnings proportion is <protected earnings amount_new rules>, < financial schedule periodicity 
type_newrules >. After you have taken the amount for child maintenance, the amount left must not be less than the 
protected earnings proportion. 
 
You should pay the amounts deducted to the Secretary of State (Department in Northern Ireland) by the 
19th of the month after the month you make the deductions.  Please allow at least four working days for the 
payment to reach us.  These deductions should begin from when you next pay < NRP’s title> NRP’s 
forename> <NRP’s surname>. 
 
If you do not send these payments to us, it could result in hardship to the children they are meant for. 
 
Yours sincerely, 
 
<Centre Manager Name>  
 
 
Centre Manager 
 
Help and information 
 
If you have a query about this letter please ring us direct on the number provided at the top of this letter. 
Please have this letter with you when you ring and have your reference number ready. 
 
The line is normally open from 8am to 8pm Mondays to Fridays and 9am to 5pm Saturdays.  
 
If you cannot ring, please write to us at the address at the top of this letter. 
 
Calls may be recorded for the Child Support Agency to check its services or train staff. 
 
Alternatively, you can contact us via e-mail, by visiting our website which is provided at the top of this letter.  
 
If an interview would be more helpful, please let us know and we will arrange for one of our staff based in your area to 
see you.  Please contact us on the number at the top of this letter and we will arrange one for a convenient time. 
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Contact Reference Number XXXXXXXXXX 
 
Deduction from Earnings Order 
 
Reference number <NRP’s NIno > 
 
Employee: < NRP’s title > < NRP’s forename> <NRP’s surname> 
 
Home address: < NRP’s address > 
 
Payroll/Works or Clock No < NRP’s payroll number > 
 
Employer: < NRP’s Employer’s name > 
 
Site/Location: < NRP’s works address > 
 
Occupation: < NRP’s job title > 
 
Centre address < Employer CSAC and address > 
 
This order is made by the Secretary of State (Department in Northern Ireland) under child support law. This order 
replaces any other order issued for the person named on the top of the order with the same National Insurance 
Number, but only from <first scheduled collection date for regular maintenance and arrears>. Until that date you should 
continue to take the amounts shown on the old order, but do not carry forward any shortfall after that. This is because 
we will take account of the shortfall on the new order.   
 
How to pay 
 
You can pay the money to us in two ways: 
 
By detailed automated credit transfer (ACT). If you send payments for more than one employee, you must send or fax 
a paper schedule, to the Client Fund Account Team in Newcastle upon Tyne. Their full address and fax number is on 
the back of the schedule and in leaflet CSL 115 Advice to employers. If you do not give us this information, we will not 
know who the payment is from or who it is meant for. CSA Bank details are Sort Code <GB CSA sort code>, Account 
Number <GB CSA account number>. 
 
By cheque. Make your cheques payable to the Child Support Agency. You should send the cheque and a paper 
schedule, to the Child Support Agency Centre address shown on the order. If we have sent you orders from more than 
one CSA Centre, please send the whole payment to the CSA Centre nearest to you. 
 

You can find out more about how to pay in leaflet CSL 115 Advice to employers. If you do not have 
a copy of this leaflet, please phone our office and we will send you one straightaway. In Northern 
Ireland, the relevant leaflet is CSL115 (NI) Advice to employers. 
 
Child Support Act 1991, sections 31/32. 
Child Support (Northern Ireland) Order 1991, Articles 31/32. 
The Child Support Collection and Enforcement Regulations 1992. 
The Child Support Collection and Enforcement Regulations (Northern Ireland) 1992. 
Contact Reference Number XXXXXXXXXX 
 
< NRP’s CSAC name and address > 
 
< NRP’s NIno >    
 
DEDUCTION FROM EARNINGS ORDER – REPLY FORM 
 
<NRP’s title> <NRP’s forename> <NRP’s surname> 
 

 I acknowledge receipt of the Deduction from Earnings Order in respect of the above named 
person.  Deductions will commence on (date)……………… 
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 I acknowledge receipt of the Deduction from Earnings Request in respect of the above 

named person.  Deductions will commence on (date).……………… 
 

 I cannot take amounts from the above named person’s wages or pension  because:  
 
…………………………………………………………………………….. 
……………………………………………………………………………… 
……………………………………………………………………………… 
……………………………………………………………………………… 
 

 They stopped working for me on (date)………………….. 
 
New employer details 
…………. ……………………………..………………………..… 
…………………………………………………………………….. 
…………………………………………………………………….. 
 
 

 Other reason……………………………………………………… 
 ……………………………………….…………………………… 
 ……………………………………………………………………. 
 ……………………………………………………………………. 
  
 
Signature…………………………….  ………………………….. 
 
Name (BLOCK CAPITALS please)……………… …………….. 
 
Position with firm………………………………………………. 
 
Telephone number. 
 
Company/Firm…………………………………………………. 
 
Date………………….. 
 
Contact Reference Number XXXXXXXXXX 
 
<ISS OFF ADD 1> 
<ISS OFF ADD 2> 
<ISS OFF ADD 3> 
<ISS OFF ADD 4> 
<ISS OFF ADD 5> 
<POSTCODE> 
 
 
 
Return slip - for sending your reply back to us. 
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Fold along this line _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  
 
 
How to use this return slip 
 
 • Please fold this page along the fold line 
  so that our address shows through the window in the envelope. 
 
 • Use the envelope we have sent you which does not need a stamp. 
 
 • Place your reply behind this return slip. 
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9 Appendix 2 - Deduction from earnings order payment schedule from 
employers 
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