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Completing the NI 184
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I am your Forms Assistant. 

I am going to guide you through 
the process of completing the 

NI 184 and NI 187 forms.

Good Day EmployersGood Day EmployersGood Day EmployersGood Day Employers
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The NI 184 FormThe NI 184 FormThe NI 184 FormThe NI 184 Form
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The NI 184 form is used to record the 
contribution information for your 
employees and paid/unpaid apprentices.

Every time you submit National Insurance 
contributions, you must ensure that all 
relevant forms are accuratelycompleted.

The NI 184 FormThe NI 184 FormThe NI 184 FormThe NI 184 Form



5

The NI 184 form for any month must be submitted by 
the last day of the month and not later than the 15th

day of the following month.

There is a penalty of $1000 for late or non submission 
of forms, and an additional $20 for each day 
thereafter.  

There is also a penalty up to $1000 for incomplete or 
inaccurately completed forms.

Remember!Remember!Remember!Remember!
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This information is required:

� to maintain proper records

� to prove your compliance with
employer responsibilities

� to allow your employees’ claims to 
be processed quickly

Recording Recording Recording Recording 

Contribution InformationContribution InformationContribution InformationContribution Information
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Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

Insert your full company name as registered with the 
Registrar of Companies. eg. Sam and Joe’s Eatery

Remember… Different companies may carry similar 
names such as ‘Yorks & Sons’ and ‘York’s Co. Ltd’.

EMPLOYERS TRADE NAME:
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Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

Always insert the business address where pay records 
are prepared and kept.  

Where each branch of the organisation has a 
registration number, use the address of the branch, not 
your company’s head office.

ADDRESS:
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The Contribution Period ‘from date and to date’ should 
not exceed one month for any pay period. (weekly, 
fortnightly or monthly)

This will help to ensure that you do not make any 
over-payments on a penalty that may be due.

CONTRIBUTION PERIOD:

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form
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This number is used to help identify which 
employer is submitting contributions.

EMPLOYER’S REGISTRATION NUMBER :

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form



11

Insert the number of weeks in the contribution 
period for which contributions are being paid.

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

NUMBER OF WEEKS IN PERIOD :
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Write the phone number at which the person 
who completed the form can be contacted.

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

TELEPHONE NUMBER:
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Insert the correct NI number for each employee and paid/unpaid 
apprentice.  This is required for the correct assignment of 
contributions. 

Where the NI number is not known, immediately apply for 
registration of the employee. (See note 2 at the bottom of the form)

Remember an NI number consists of  9 digits.  The first and third 
digits should be no greater than 1.

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

1.  NATIONAL INSURANCE NUMBER:
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Always spell out the surname and first name of your 
employees and paid/unpaid apprentices.  

Never use initials or part of a name.  Inserting both the full 
surname and first name will ensure that contributions are 
accurately assigned.

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

2.  NAME OF EMPLOYED PERSON OR UNPAID APPRENTICE:
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Insert the date of birth for new employees and paid/unpaid 
apprentices, whether or not they are registered with the 
National Insurance Board. You only use a Date of Birth in the 
First Month that they are employed.  It tells us that they are 
new Employees.

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

3.  DATE OF BIRTH:
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Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

Insert the date on which only new employees and paid/unpaid 
apprentices were employed, whether or not they are registered with 
the National Insurance Board.  

LAST DATE WORKED:
Always put the ‘last date worked’ for all employees and paid/unpaid 
apprentices whose services have been terminated.  That tells us that 
they should no longer be linked to your company and that we should 
not be receiving any further contributions from you on their behalf

4.  DATE EMPLOYED:
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Indicate the total salary for the pay period (weekly, 
fortnightly or monthly) even if the total value does 
not match the weekly contributions due.  

Where issues of confidentiality may arise, employers 
may submit this form in a sealed envelope or on 
diskette.

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

5.  SALARY FOR PERIOD:
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Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

Always insert the value of the total contribution 
(employee 1/3 and employer 2/3), being submitted 
for each week in the contribution period, since 
income may fluctuate from week to week.

6.  VALUE OF CONTRIBUTION DUE WEEKLY:
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Always insert the total value.  It helps to ensure 
that the correct sums are being paid, especially 
where remuneration fluctuates from week to 
week.

Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

7.  TOTAL VALUE OF CONTRIBUTIONS:
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Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

Insert the total number of employees and paid/unpaid 
apprentices for whom contributions are being submitted.  

This will help to ensure that you have reported on your full 
work force.

TOTAL NO. OF EMPLOYEES:
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Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

Write the name of the person who completed the 
form.

PREPARED BY NAME:
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Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

Remember to sign the form and affix company 
stamp before submission.

SIGNATURE OF EMPLOYER:
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Filling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 FormFilling out the NI 184 Form

And finally, don’t forget to insert the date on which 
the form was completed.

DATE:
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Now that we have covered 
filling out the NI 184 form, 

let’s take a look at the 
NI 187 form.
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Completing the NI 187
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The NI 187 The NI 187 The NI 187 The NI 187 

FormFormFormForm
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The NI 187 form is used together with the 
NI 184 form or diskette to record the 
contribution information for your 
employees and paid/unpaid apprentices.  

Remember there is a penalty for non 
submission of forms, and incomplete or 
inaccurately completed forms.

The NI 187 FormThe NI 187 FormThe NI 187 FormThe NI 187 Form
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Important Points to RememberImportant Points to RememberImportant Points to RememberImportant Points to Remember

Information submitted on the NI 184 form/diskette 
and the NI 187 form must be consistent.  Pay 
particular attention to pay period dates.

Use one NI 187 for each type of pay period (weekly, 
monthly or fortnightly), especially where two or more 
types are applicable to the same calendar month.  

The month in which the fortnight ends is the month in 
which contributions are due.
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Filling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 Form

These should have the same information as stated on 
the NI 184 form.

EMPLOYER’S TRADE NAME, ADDRESS AND 
TELEPHONE NO.
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Filling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 Form

You must ensure that the contribution period from date 
and to date are the same as stated on the accompanying 
NI 184 form.

There should be no overlapping periods – that means only 
one calendar month per form.

CONTRIBUTIONS DUE FOR :
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1
2
3
4

This should be taken from the NI 184 submitted for the last 
pay period.

2. NO. OF EMPLOYEES WHO LEFT THIS PERIOD:
Indicate how many people left your employment in the 
current pay period.  If no one left, put zero or nil.

1.  NO. OF EMPLOYEES AT END OF PREVIOUS PERIOD:

1
2
3
4

Filling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 Form
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Indicate how many people joined your employment in the 
current pay period.  If  no one joined, put zero or nil.

4.  NO. OF EMPLOYEES AT THE END OF THIS PERIOD:
Subtract ‘no. of employees at end of previous period’ then 
add this figure to the ‘no. of employees who started this 
period’.

3.  NO. OF EMPLOYEES WHO STARTED THIS PERIOD:

1
2
3
4

Filling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 Form
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Filling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 Form

This should be the same figure as ‘No. of employees at end of 
this period’.

TOTAL NO. OF CONTRUBUTIONS PAID THIS PERIOD:
This figure must be equal to the No. of employees being paid 
for multiplied by the No. of weeks in the pay period.

NUMBER OF EMPLOYEES BEING PAID FOR:
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FillingFillingFillingFilling out the NI 187 Formout the NI 187 Formout the NI 187 Formout the NI 187 Form

If there was an outstanding balance from the last pay 
period, indicate the total here.

(b)  CONTRIBUTIONS DUE THIS PERIOD:
Insert the total value of contributions due for this pay 
period.

(a)  BALANCE B/F:
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Filling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 Form

This should be taken from (e) above.  If you are paying less 
than the amount due, state the exact amount being paid.

(g) BALANCE C/F:
If (e) and (f) are not the same, state the balance outstanding 
.

(f)  AMOUNT PAID:
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You MUST complete 
this section.

Filling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 Form
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And finally, it is important that 
you sign and date this declaration.

Filling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 FormFilling out the NI 187 Form
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Now that we have finally 
completed  the NI 187, 
you can accurately fill out 
both forms.
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Contributions are due by the last working day of 
each month.  If not paid by the 15th day of the 
following month, a penalty of 25% will be charged. 
15% interest is charged from the next month.

To complete the NI 187 form accurately.

Incomplete and inaccurate forms attract a penalty 
of up to $1000.

Remember!Remember!Remember!Remember!
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If you wish to submit your 
data on electronic media, 
which is more confidential, 
please speak with the 
manager of  your Service 
Centre or call 662 - 4128.


