






pay the deductions to the local authority no later than the 18th day of the month 
following the month in which the deduction was made. 

6. The employer may deduct an additional £1 from his employee's pay in respect of each
deduction towards his own administrative costs.

Notifications 

7. The employer is required to notify the local authority about certain matters, and may
be fined for failing to do so. Where the employer receives an order relating to someone

• whom he does not employ he should, within 14 days, .tell the local authority. Likewise
he should tell the authority when a debtor for whom a CTAEO is in place leaves his
employment, again within 14 days. The employer should also tell the relevant local
authority if anyone subject to a CTAEO becomes his employee. This should be done
within 14 days of the debtor becoming the employee, or of the date when the employer
becomes aware that an order is in force against the employee, whichever is latest.

What the debtor must do 

8. A debtor must tell the authority which made the CTAEO if he changes employment. In
notifying such a change the debtor should give details, in so far as he is able, of his
earnings; expected deductions from such earnings in respect of income tax, national
insurance and superannuation; the name and address of the employer and his work or
identity number. This information must be given within 14 days of the change of
employment. Debtors could be subject to a fine if they fail to notify local authorities in
this way.

What the authority must do 

9. An authority must tell the employer when the whole amount to which a CTAEO relates
has been paid, including when the payment was not made by means of a CTAEO.

10. An authority may, on its own account, or on application by the debtor or the debtor's
employer, make an order discharging the CTAEO. Where a CTAEO is discharged the
authority should notify the employer.

More detailed advice 

11. Annex A sets out some questions and answers which cover the handling of CTAEOs in
more detail. If you have difficulties which cannot be resolved by the authority which has
made the order, further advice can be obtained from the CTAEO Helpline at the Office
of the Deputy Prime Minister, LGT Division, Zone 5/H2, Eland House, Bressenden
Place, LONDON SW1 E 5DU [tel 0171 890 4187].

How to pay 

12. The Authority will accept payment in one of the following ways:

i) By cheque made payable to Wyre Borough Council

ii) By BACS: Sort Code 57-16-03, Account Number 00000000.

In addition, you need to quote the reference number (beginning with a 7) shown on the front of your 

letter. Please email remittance advice to income@wyre.gov.uk 
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Annex A Council Tax Attachment of Earnings Orders [CTAEO) 

Questions and Answers 

1. What is a Council Tax Attachment of Earnings Order?

Where there is non-payment of Council Tax the local authority can apply to a 
magistrates· court for a liability order against the defaulter. If a court grants a liability 
order an authority has a number of options for recovering the outstanding amount. 
One of these is a Council Tax AEO (CTAEOI. The CTAEO will be in a form prescribed in 
the regulations, [copy at Annex C) It contains the name of the debtor, his payroll 
number [if known] and the local authority reference. It confirms that the named person 
is liable for a Council Tax and specifies the amount of Council Tax that has still to be 
paid. Deductions in line with the order should be made as soon as possible after the 
order has been received. 

2. What duties does this Order place on an Employer?

This order is a legal document and places certain duties on an employer, so it is 
important that you know the governing principles. Details of your statutory duties are 
set out at paragraph 13 below. 

If the person who is the subject of the order is in your employment you should make 
deductions from his or her earnings as explained below. These deductions should 
begin as soon as possible after the receipt of the order. The amount deducted should 
then be forwarded to the authority by the 19th day of the month following the month in 
which the deduction was made. 

As well as the amount to be deducted and paid to the authority you may also deduct £1 
per transaction from your employee towards your administrative costs. With each 
deduction made a written statement of the cumulative amount deducted including any £1 
deducted from your employee in respect of your administrative costs, should be supplied 
to your employee. This can normally be done when a pay statement is issued, but, if this is 
not convenient, may be done as soon as possible after the deduction is made. 

If the employee has moved on or has never been in your employment you should 
inform the issuing authority within 14 days and your liability to do anything under the 
order will cease. 

3. How long does this order last?

Deductions should be made each pay day until the total amount specified on the order 
has been paid over to the authority; until the person has left your employment, or until 
the order is discharged by the authority. When the employee leaves your employment 
and you have notified the local authority nothing further is required of you. The local 
authority will have to serve a copy of the order on the new employer which will state 
the amount remaining to be deducted. 

4. How much should be deducted?

The amount to be deducted is dependent on the total net earnings received by the 
employee. Annex C includes tables which specify the percentage to be deducted 
according to the amount of net earnings and the frequency of the pay period. 
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