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Plain Enghsh Campaign

’ Part 1

Do you have a partner who
?
normally lives with you? No D
By partner we mean someone of
the opposite sex you are Yes []if you have a partner, you must answer all the questions about them.
matried to or live W|th as if you ~

were matried, ,
' Your partner

-~ Lastname

- Other names

Address !
Do not tell: us your partner S
address if it is the same as yours.

Postcode i Postcode

Letteis - Numbers . : Letter . Letrers Nurmbers Letter

. Nat;onal lnsurance number o (, I | l

' your Nanonal Insurance. number

- Tell us any other names you
“have us;ejd.;

~ Your daytlme phone number

If you have moved home in
the last 12 months; tell us
~your last address.

, Postcode Postcode
Have you or your partner
come to live in England, o
No No
Northern Ireland, Scotland, L L]
Wales, the Republic of Ireland,  Yes [ ] We will write to Yes [ ] We will write to
_ the Channel Islands or the Isle of you about this. you about this.

Manin the,iastzyears?
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* Part 16 Backdatmg

Tell us why you have not
_claimed before.

art 17 Declaraton

Even if someone else has ‘ﬁlled in this form for you, you must sign this declaration if you can.
“If you have rtner, they mus : ion as. well

ectlon Wlth thns and any other clalm for socval se.
Ve some mformatlon to other government organisat

—

If th!s form has been filled in by someone other than the person claiming:
‘Please tell us why you are filling in this form for the person claiming.

\ me of the person who
’\'“ed in the form

"_Signatum of the person

o the person claiming




 Notes for filling in the Housing
~ Benetit and Council Tax Benefit

C'ai n form _ | Plain nglish Clampaignl

About this form | |

The;HousingVB‘éneﬁt and Council Tax Benefit claim form has been specially designed to be easy to fill in. It may seem
rather long, but we have to ask a lot of questions to make sure that-everyone who claims gets the right amount of benefit,
~Youmay not have to fill in all parts of the form, but you must fill in any part that is relevant to you. Evety part staits with-a
question to help you decide if you need to fill in that part.

- Second Adult Rebate = 3 : :
_ Second Adult Rebate is a form of Council Tax Benefit for people who do not-have a partner but who share their home with
~someone who:

~sis18oroverand

| It Rebaie;,l;c‘;)hly fil i\r’ilPar{ ];"Part 3 and Part 17 of this form.

We need toﬂséé"proo(f Qﬁs’éme of the things you tell us about. There is a checklist at the end of the form to help you, Ifyou
are-not stre it we peed to see proof of something, get-in-touch with-us. We will tell you what we need to see. We cannot

- pay you benefit until we have seen the proof we have asked for.

in the form. Do not use pencil, If you make a mistake, just cros‘é«“ityout and put the right answer nextto
onfluid ortape. e L o
, uestions by putting a tick in‘the relevant box. If you are picking an answer from-a list of answers, put
ick in the relevant box. Do not put-a.cross.in any boxes. If you answer a question with-a cross we will have to send the
form back, ‘and this will delay the claim.
If someone else fills in the form for you, there is a special space for them to sign.
1f you need help filling in the form PR . i
‘ oL 2lp, our phone number is 0123.456789. If you have problems hearing, our textphone number is
e are open between 9am and‘5pm from-Monday to Friday. : . LA
] , K n organisation like the Citizens Advice Bureau. The address and phone number of your
nearest bureau is in The Phone Book. : ; , ' ‘
If Englishtis not your first language and you need help filling in the form, we may be able to help you. Please contact ...
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'What to do next

Whei you have fc”ed in the form, sign itand send it fo s with the proof we needto see; inthe envelope we have sent you.

_ Oryoucan bring the form and the proof in to.us at:

E '(Local authority s reception or beneflt ofﬁce address)
& «XXXXXXXXX XXXXXXXXXXXXXXXXXXXX

: ’XXXX)\XXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXX

If you-cannot get the proof we need straight away, do not-worry. Send the form to us, but let us know that you will'be-sentling
some proof later. If you do not send the form to us straight away, you might lose money. If you cannot get the proof within'2 er
3 weeks, let us know We may be able to he!p you.

sua!ly pay your beneﬁt trom the Monday aﬁer we get your form

sa l{epeat clarm fwe get your form within 4 weeks of when your last claim finished, we w;ll pay your benetlt from the'r -
the last claim ended. If the form arrives more than 4 weeks after your last Clalm fmlshed we will only be able to pay

& your be it from the Monday after we get your form

'”’e hvmg wnth you become‘; a ‘student goesona Youth Training Scheme goes-into hospital or a nursing home,
son, or gets changes or leaves a ob , ,

It y" don’t tell« u:, about hese changes you may lose money you are entltlcd to:of you may get 0o mm.h benefit,
You must make sure that you tell us about these changes Don'trely onsomeone else to pass the message on.

Lo ltds an o’rfence not to tell us about any change of circumstances that affects your benefit. We may take court action agamst you'
and if we. Ppay you too much benent you may: have to pay-it back. L

: ;Haw we collect and use mformatlon ,

We w [ use the mformatron y()u give in thls form, andin any supportihg evidence you send us, to process your Claim fovr; ,

: usmg Beneﬂt and Council Tax Benefit. ,

o We may pass the: mformatlon t other agencies or organisations such as the Department of Social Security, the Employment
 Service and the Inland Revenue, as allowed by the law: «

- By law, v wefmay check the mformanon you have provided, or information provided abouit you by someone else, against other
informatio we valready have. We may also ask other agenc:es, orgamqanons, local authormes or govemment departments lo

. giveus mtormatlon they have about you to:
. make sure the mformatlon is accurate

. prevent or delect mme and

* protect pubhc funds. , &

~We will not give information about you to anyone else, or use mformatron about you for other purposes, unless the Iaw allows
us-to,

. We, are the data controller for the purposes of the Data Protection Act 1998,
If you want to know more about what information.we have about you, or the way we use that information, you

can ask



