If completing Self Assessment returns, you need to write to:
HM Revenue and Customs
Self Assessment

BX9 1AS
If you are not doing a self assessment but just pay tax via PAYE then write to:

HM Revenue and Customs
PAYE

BX9 1AS
NI number:
Employer's PAYE reference if employed (not if self-employed):
Personal UTR (Unique Taxpayer Reference) which is a 10-digit number usually shown as two groups of 5 digits (those doing Self assessment will have this on their statements):
Re: Tax adjustment for XXX
Dear Tax Inspector,
In year XXXX, whilst employed under a training contract to qualify as a XXX, I sat XX mandatory exams organised by the [insert relevant royal college or equivalent] which were a requirement to complete my training.
Your guidance EIM32546 states:

“A trainee doctor employed as a registrar on a training contract is required, as a stated contractual duty of the employment, to attend various external training courses. As part of the duties of the employment there is a mandatory requirement to maintain a national training number by attending a series of training courses and events. Failure to complete the course and obtain the qualification will mean that he can not proceed to the next stage of his chosen profession.
“Attendance at the training events is an intrinsic part of the employment and one of the duties of the employment. The costs of travel to the events, course fees and other associated costs met by the employee are deductible.”
It is impossible to qualify as a XXXX without sitting and passing the exams, and if a trainee fails them, he/she is required to take them again until they pass.  If, as a trainee, you are unable to pass or unwilling to sit the exams, your training contract would cease.
Furthermore, at EIM32530 the condition is made that “any personal benefit would be incidental and therefore not give rise to a dual purpose of the expenditure”.  Once again, this is clearly the case because the sitting of an exam and the costs incurred in doing so in no way improved my ability to be a doctor; they merely tested them.
The details of my training contract, exams and expenditure are:
Name:



Training number:

GMC number:



This is a summary of what I paid to sit my mandatory professional examinations:
[Name of exam], cost £XXXX paid on XXXX, exam taken on XXXX
Etc. 
The total cost of these is £XXXX, which I now wish to claim as a deduction from my gross income for the purposes of tax in the year ended 5 April XXXX.
For your evidence I have enclosed the following:

1 Proof of my training.  
2 Printouts of my exam results confirming my assessment dates and that I passed.
3 Proof of payments [this may be in the form of bank and/or credit card statements or official receipts]. 
I would be grateful if you could acknowledge receipt of this letter and confirm that you have sufficient information to process my claim.  Alternatively please let me know what additional information you require. I would prefer the refund to be sent to me in the form of a cheque.  
Yours faithfully,
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