Your Name
Book-keepers
123 Any Street
Any Town
ABC 123
Tel: 0800 123 4567
HM Revenue & Customs
Central Agent Authorisation Team
Agent Maintainer
Benton Park View 
Longbenton
Newcastle upon Tyne
NE98 1ZZ 

Date: 1st January 2011
Dear Sir / Madam,

Application for a New Agent code - Self Assessment & Coproration Agent Reference Number

I have recently set up a new book-keeping practice and I would like to apply for a national agent code, in order that I can act for both self assessment clients and corporate clients in their dealings with HMRC. 

The details of our practice are as follows:

Business Owner: 

Your Name
Business Name: 

Your Firms Name
Business Address: 

Your Address 

Business Telephone Number:

Your telephone number
I trust this information is sufficient, however if you require any further information please do not hesitate to contact me.

I would like to thank you for your assistance in dealing with this matter.

Yours faithfully,

Your Name
Your Firms Name

