MTD for Income Tax client letter templates
From The AI Ledger readiness kit (ailedger.uk/mtd-income-tax-readiness-kit). Facts checked against gov.uk on 10 November 2026. Replace everything in [square brackets]. The dates and thresholds come from HMRC's guidance; check it again before you send, as HMRC updates its pages.
Which start date to use in letter 1:
1. qualifying income over £50,000 on the 2024 to 2025 return: from 6 April 2026
1. qualifying income over £30,000 on the 2025 to 2026 return: from 6 April 2027
1. qualifying income over £20,000 on the 2026 to 2027 return: from 6 April 2028
Letter 1: You will need to use Making Tax Digital for Income Tax
Dear [client name],
Making Tax Digital for Income Tax: what changes for you from [6 April 2027]
HMRC is changing how sole traders and landlords report their income. Under its rules, anyone whose qualifying income was over [£30,000] on their [2025 to 2026] tax return will need to use Making Tax Digital for Income Tax from [6 April 2027].
Qualifying income is your income from self-employment and property added together, before expenses are taken off. On your [2025 to 2026] return this was [£amount], so the new rules will apply to you.
What changes:
1. Your business and property records need to be kept digitally, in software that works with Making Tax Digital for Income Tax.
1. Every three months, a short update of your income and expenses is sent to HMRC from that software.
1. You still send a tax return, and pay any tax owed, by 31 January after the end of the tax year.
What we will do:
1. Sign you up for Making Tax Digital for Income Tax with HMRC on your behalf.
1. Set you up on [software name], or connect your existing spreadsheet to HMRC through bridging software.
1. [Send your quarterly updates for you / Check your quarterly updates before they are sent].
What we need from you by [date]:
1. Confirmation of how you keep your records today: [paper, spreadsheet or software].
1. [Any other information you need, such as a business bank account statement].
The cost: [£amount a month for the software, paid by you / included in our fee], plus [our fee for the quarterly updates, if any].
If anything here is unclear, or your income has changed, please call me on [phone number].
Yours sincerely,
[name]
[practice name]
Template note, delete before sending: this template is general information, not tax advice. Check it against HMRC's current guidance before you send it.
Letter 2: How you keep your records under Making Tax Digital
Dear [client name],
Choosing how you keep your records for Making Tax Digital for Income Tax
From [6 April 2027], your income and expenses need to be kept digitally and sent to HMRC every three months. HMRC recognises two kinds of software for this:
1. Software that creates digital records: you record income and expenses in an app or online package, and it sends the updates to HMRC.
1. Bridging software that connects to records: you keep using a spreadsheet, and the bridging software sends the figures to HMRC.
Our recommendation for you is [option 1 or 2], using [software name], because [reason, for example: you already send invoices from it / you are comfortable with your spreadsheet].
If you use a spreadsheet, the figures must reach HMRC through the software without being retyped by hand.
The software costs [£amount a month], [paid by you / included in our fee]. [Software name] [does / does not] also handle your VAT returns.
Please reply by [date] to let me know you are happy with this, or if you would like to talk it through.
Yours sincerely,
[name]
[practice name]
Template note, delete before sending: this template is general information, not tax advice. Check it against HMRC's current guidance before you send it.
Letter 3: Your quarterly update dates
Dear [client name],
Your Making Tax Digital for Income Tax deadlines for [tax year]
Each quarterly update covers the tax year so far and must reach HMRC by these dates:
	Update period
	Deadline

	6 April to 5 July
	7 August

	6 April to 5 October
	7 November

	6 April to 5 January
	7 February

	6 April to 5 April
	7 May



Your tax return, and any tax you owe, are still due by 31 January after the end of the tax year.
To meet each deadline, please [send us your records / bring your records up to date in [software name]] by [day, for example the 15th of the month after each quarter ends].
About penalties: for the 2026 to 2027 tax year, HMRC has said there are no penalties for missing a quarterly update deadline. Each missed tax return deadline earns a penalty point, and from the 2027 to 2028 tax year so does each missed quarterly update deadline. At 4 points HMRC charges a £200 penalty, then £200 for each further missed deadline. Paying tax late has its own separate penalties and interest.
Yours sincerely,
[name]
[practice name]
Template note, delete before sending: this template is general information, not tax advice. Check it against HMRC's current guidance before you send it.
Letter 4: You do not need Making Tax Digital for Income Tax yet
Dear [client name],
Making Tax Digital for Income Tax: no change for you [yet]
You may have read that HMRC is bringing in Making Tax Digital for Income Tax for sole traders and landlords. We have checked your position, and you do not need to use it [from 6 April 2027], because [reason]:
1. [Your qualifying income (self-employment and property income before expenses) was £[amount], which is not over the £[30,000] threshold. People with qualifying income of £20,000 or less do not need to use it.]
1. [You are exempt because [reason HMRC gives, for example: you are a partner, and partnerships do not currently need to use it].]
1. [HMRC has accepted your application to be exempt as digitally excluded.]
You still need to send a Self Assessment tax return as now.
We will check again each year, as the threshold falls to £20,000 from 6 April 2028 and your income may change. If HMRC writes to you about Making Tax Digital, please send us a copy.
Yours sincerely,
[name]
[practice name]
Template note, delete before sending: this template is general information, not tax advice. Check it against HMRC's current guidance before you send it.

This template is general information, not tax advice. Check it against HMRC's current guidance before you send it.
Sources (gov.uk, read 10 November 2026): Find out if and when you need to use Making Tax Digital for Income Tax; Work out your qualifying income; Find out if you can get an exemption; Send quarterly updates; Penalties for Making Tax Digital for Income Tax; Choose the right software.
