
A claim form for
Housing Benefi t

and
Council Tax Benefi t



Haddii aad u baahantahay macluumaad ama macluumaad dheeraad ah, telefoon

kagala soo xidhiidh lambarka hoose, ama shakhsi ahaan u kaalay mid ka mida

xafiisyada hoos ku sjilan. Waxa kale oo lagu siiyay saacadaha aannu furannahay.

Waa laguu tarjumi karaa, hase yeeshee waa inaad na siisaa wakhti aannu kuugu

qabanqaabinno. 

Farsi 

Gujarati

Hindi 

Panjabi 

Somali

Urdu 

If you need help or more information, please contact Hounslow Revenue Services
either by phone on 020 8583 4242 or in person at any of our offices. We can
translate information for you, but you may need to give us time to arrange a translator.

Please ask us if you would like this
information in large print or audio tape.





Notes to help you fill in this
claim form
Please put a cross       in the appropriate box on the top of the application form to tell us
whether you are a council tenant, the owner of the property where you are living or a private
tenant.

Give your full address, including your postcode.

Give your and your partner’s (if you have one) personal details, and National Insurance
numbers. You must provide proof of these. We must see original documents.

Important note

A child is a young person who you get Child Benefit for. You need to provide proof of the
Child Benefit you receive.

An adult is a 16- or 17-year-old who Child Benefit has stopped for, and anyone aged 18 or
over.

Income is any money you have coming in regularly (for example, every week or every month).
This could be wages, pensions, social security benefits, allowances, tax credits and any other
regular source of money.

Capital is any savings or investments you have - for example, property, bank accounts,
building society accounts, post office accounts, Premium Bonds and shares. Please provide
all recent bank and building society statements.

About your rent (private tenants only)

So that we can decide how much Housing Benefit you will be able to get, please answer all
the questions about your rent and send us a copy of your tenancy agreement, if you have one.

We need to know:

• how much your rent is;

• how often it needs to be paid;

• what is included in your rent;

• who your landlord or landlady is;

• if you owe any rent and, if so, how much;

• who we should pay the Housing Benefit to;

• the type of accommodation you live in;

• how many floors there are in the property;

• how many rooms you can use and where in the building the room is;

• if your rent includes any meals or services

It is very important to answer all questions in full.

Do not forget to ask your landlord to fill in the form included with this application. If they
do not, you need to include proof of the rent you have paid. If the landlord is not the
owner of the property, you need to include an authorisation letter from the
owner of the property, saying that the landlord can collect the rent.

Please return the white pages only.



Dealing with your claim
Our decision

When we have all the information and proof we need, we have 14 days to process your claim.
We will write to tell you whether your claim has been successful and, if so, how much benefit
you will be paid. If you do not agree with our decision, you may ask us to look at it again, or
you may appeal.

If you are not happy about the way we have dealt with your claim, we have a complaints
procedure. Please write to:

The Complaints Manager 
Revenue Services
Client Unit 
Civic Centre 
Lampton Road 
Hounslow
TW3 4DN

Report changes

If any of the details you have given us change, or if new situations arise, you must tell us
straight away. If you do not tell us, you may receive too much benefit and you will have to pay
it back.  It is also an offence not to tell us about a change and could lead to criminal
prosecution.

You need to report all changes to us. It is not enough to just tell the Department for
Work and Pensions, Jobcentre Plus, The Pension Service or the Tax Credit Office.

Here are examples of the type of changes you should tell us about.

• Anyone who moves in to or out of your home (including children)

• Any of your children leave school

• You have a baby

• You (or anyone living with you) become a student or take part in a youth training scheme

• Your income changes (or your partner’s income changes)

• The income of anyone living with you changes

• You (or anyone living with you) start work or change jobs

• The welfare benefits received by you (or anyone living with you) changes

• Your capital, savings or investments change

• You (or anyone living with you) go into hospital or a nursing home

• You (or anyone living with you) go into prison or are on remand

• Your rent changes

• You move

• You (or anyone living with you) are going away for a long time (that is four weeks or more)

• You receive a decision from the Home Office about your immigration status

• You receive any extra money or payments

• Your Child Tax Credit or Working Tax Credit changes

• You inherit property or capital

You must tell us in writing and provide any relevant proof. You should not
rely on someone else to tell us about a change. We must see original
documents.

Please return the white pages only.



Please return the white pages only.

Hounslow Revenue Services Chiswick 

Hounslow
Civic Centre, Lampton Road, Hounslow, TW3 4DN
Opening hours: 8.45am to 4.45pm (Monday to Thursday)

8.45am to 4.30pm (Friday)
Feltham
St Catherine House, 2 Hanworth Road, Feltham, TW13 5AB
Opening hours: 8.45am to 4.45pm (Monday to Thursday)

8.45am to 4.30pm (Friday)
Brentford
58/59 Brentford High Street, Brentford, TW8 0AH
Opening hours: 8.45am to 4.45pm (Thursday)

Friday - by appointment only

Hounslow Revenue Services
PO Box 355, Hounslow, Middlesex, TW3 4PJ
Phone: 020 8583 4242
Opening hours: 8.45am to 5pm (Monday to Thursday)

8.45am to 4.45pm (Friday)

Benefits Agency 10 Montague Road, Hounslow, Middlesex, TW3 1LE
:enohPsulPertnecboJ 020 8607 1600

Citizens Advice Bureau Chiswick Town Hall
Phone: 0870 126 9500

Hounslow Law Centre Phone: 020 8570 9505

Welfare Benefits and Money Advice Phone: 020 8583 5016
Minicom: 020 8583 5013

Homeless Persons Unit Phone: 020 8583 3842

Housing Advice Service Phone: 020 8583 3844

Domestic violence 24-hour helpline Phone: 0808 200 0247
London-wide helpline offering
support and advice for women and
children escaping domestic violence.

:enohPtroppuSmitciV 020 8570 6702
Provides support and help to
victims of crime.

Refugee Council (one-stop service) Phone: 020 7346 6700
Offers practical advice and help to
refugees and asylum seekers in the
UK and their advisors.

Hounslow Race Equality Council Phone: 020 8583 2525

Useful contact details

Thursday - by appointment only

Opening hours: 8.45am to 4.45pm (Monday, Wednesday 
and Friday)

Langdale Centre 
240 Summerwood Road, Isleworth, TW7 7QN

Revenue Services also offer an appointment service. Just e mail
rbappointments@hounslow.gov.uk and they will arrange an
appointment for you. Or, you can call 020 8583 4242 and speak
to an advisor who can also arrange an appointment for you.

Hounslow
Civic Centre, Lampton Road, Hounslow, TW3 4DN
Opening hours: 8.45am to 4.45pm (Monday to Thursday)

8.45am to 4.30pm (Friday)
Feltham
St Catherine House, 2 Hanworth Road, Feltham, TW13 5AB
Opening hours: 8.45am to 4.45pm (Monday to Thursday)

8.45am to 4.30pm (Friday)
Brentford
58/59 Brentford High Street, Brentford, TW8 0AH
Opening hours: 8.45am to 4.45pm (Thursday)

Friday - by appointment only
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Certificate of your earnings
If you cannot send us your payslips, please fill in part A and then ask your employer to fill in part B. 

We must have proof of your earnings before we can pay you any benefit.

Part A

Part B

Your name

Address and
postcode

Employee
number Date you started work / /

Your signature Date / /

I agree to my employer providing the information asked for in part B.

Now give this form to your employer.

To the employer
Please give the following details of your employee’s earnings. Gross pay includes their wages, overtime and any
extra payments before deductions.

Employees who are paid weekly (please give the last five weeks’ details).

Week ending Gross pay

£

£

£

£

£

Income tax

£

£

£

£

£

£

£

£

£

£

£

£

£

Net pay

£

£

£

£

£

Month ending Gross pay

£

£

Income tax

£

£

£

£

£

£

Pension
deductions Net pay

£

£

Employees who are paid monthly (please give the last two months’ details).

Number of hours this employee normally works each week

If their pay has increased during the last six
months, please give the amount and start date.

I confirm that the information above is correct.

Your signature

//etaD£

Your position

When you and your employer have filled in this form, please return it to
Hounslow Revenue Services, PO Box 355, Hounslow, TW3 4PJ.

An authorised person must sign and stamp this
form, if possible, with the company stamp.

Phone
number

Date / /

Please print the company name and address or use the company stamp
here showing the company name and address.

Title (Mr, Mrs, 
Ms, Miss)

National
Insurance

National
Insurance

Pension
deductions

£ £
















