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Part of the Department
for Work and Pensions





	[1]<Addressee Name>


	[2]<Organisation Name>


	<Address Line 1 [Addressee]>


	<Address Line 2 [Addressee]>


	<Address Line 3 [Addressee]>


	<Address Line 4 [Addressee]>


	<Address Line 5 [Addressee]>


	<Postcode [Addressee]>


	<Country [Addressee]>



	
	Our phone number is

0845 <BDC Tel Suffix>
Calls to 0845 numbers are charged at special rates, please contact your telephone provider if you wish to confirm the rates.
Textphone users with speech or hearing difficulties call
0845 <BDC Txt Suffix>
If you get in touch with us, tell us this reference number

<Customer NINO> <CRN Number>

<Benefit Delivery Centre Full Address>




Employment and Support Allowance


Date <Today’s Date>

Dear [3] <Addressee Name> [4]Sir or Madam
Thank you for contacting Jobcentre Plus and making a claim for Employment and Support Allowance on <Date Claim Made>.
 

[5]This letter gives the information that you have provided, which will be used to decide your claim. 

[6]The information you have provided for your Housing Benefit and/or Council Tax Benefit claim is included in this letter. This information, along with relevant information from your Employment and Support Allowance claim, will be sent to your local authority.


[7] We need more information before we can deal with your claim.

[8]Power of Attorney
You have Power of Attorney for <Customer Display Name> and this means that you are responsible for dealing with their claim for Employment and Support Allowance.  The information in this letter is about them.  This letter gives the information that has been provided, which will be used to decide the claim.
Any payments made for Employment and Support Allowance will be paid in your name. 

If your Power of Attorney ends for any reason please let us know immediately.

[8.1]The information that has been provided for their Housing Benefit and/or Council Tax Benefit claim is included in this letter. This information will be sent to their local authority.

[8.2] We need more information before we can deal with the claim.

[9]Appointment to act
You are acting for <Customer Display Name>  and this means that you are responsible for dealing with their claim for Employment and Support Allowance. The information in this letter is about them. This letter gives the information that has been provided, which will be used to decide the claim.
Any payments made for Employment and Support Allowance will be paid in your name. 

[9.1]The information that has been provided for their Housing Benefit and/or Council Tax Benefit claim is included in this letter. This information will be sent to their local authority.

[9.2] We need more information before we can deal with the claim.
What to do now

Check your information
It is important that you check the information you have previously given to us in the Customer Statement section of this letter.

Tell us straightaway if:

· any of the information is wrong

· any of the information has changed since you last told us
[10]Provide more information
We need more information to process your claim. Please phone us to provide the missing information in the following parts of the Customer Statement section of this letter:

· [10.01]Medical Details


· [10.02]Hospital Details

· [10.03]Other Benefits

· [10.04]Other Benefits Continued

· [10.05]Employment

· [10.06]Education and Training

· [10.07]Abroad

· [10.08]Pension Income

· [10.09]Tax

· [10.10]Savings and Investments

· [10.11]Other Property

· [10.12]Other Income

· [10.13]Housing Costs

· [10.14]Home Loan

· [10.15]Care Home

· [10.16]Dependants

· [10.17]Other People Who Live With You

· [10.18]Previous Housing Benefit / Council Tax Benefit

· [10.19]Method of Payment

· [10.20]Details for Housing Benefit/Council Tax Benefit 
Please telephone us on <BDC Telephone>
Please phone us by <Calendar month date> and ensure you have all relevant information ready when you make the call.

Do not sign or return this Customer Statement 
[620] Send evidence
We require evidence to support your claim.  The documents that we need are listed below. 
[620.1] Evidence for you
· [620.1.1] Birth Certificate
· [620.1.2]Medical Certificate(s) – You do not normally need a medical certificate from your doctor for the first 7 days that you are unable to work.  However, if you have had one or more short spells of incapacity totalling more than 7 days within the last 12 weeks, you will need to get a medical certificate from your doctor from the first day of this claim to Employment & Support Allowance. If, in the last 12 weeks, you have not claimed Employment and Support Allowance and you are still unable to work after 7 days, you will need to see your doctor immediately and obtain a medical certificate from the 8th day of this claim. If you have been receiving Statutory Sick Pay please ask your employer for your current medical certificate. It is important to note that any delay, or gap, in medical certification could have an impact on your Employment and Support Allowance benefit entitlement.
· [620.1.3]Employer's Letter or most recent 5 weekly, 3 fortnightly or 2 monthly Wage Slips
· [620.1.4]Proof of pension or permanent health insurance - for example the latest statement from the company that pays it or your latest bank statement and your latest P60
· [620.1.5]Proof of service charges, with a breakdown of how these are made up

· [620.1.6]Proof of ground rent - for example, your tenancy agreement or a letter detailing the ground rent and length of leasehold
· [620.1.7]Proof of crown/long term tenancy – for example, your tenancy agreement 
· [620.1.8]Proof of sale price or estimated value of other property - for example, a completion or valuation statement

· [620.1.9]Proof of education and training - for example, a letter from your educational establishment with details of course dates, hours of attendance and details of any student income  
· [620.1.10]Proof of payments received for expenses incurred during unpaid work - for example, letter from Employer or Charity
· [620.1.11]Statutory Sick Pay Form (SSP1) or Employer's Letter detailing statutory sick pay
· [620.1.12]Proof of share fishing income - for example, receipts and Bank/Building Society statements for last 13 weeks 
· [620.1.13]Proof of agricultural subsidies - for example, a letter from the Agricultural Development and Advisory Service (ADAS)
· [620.1.14]Profit and Loss Account for a 12 month period 

· [620.1.15]Trading Account for a 12 month period 

· [620.1.16]Balance sheets for the last year

· [620.1.17]Up to date Bank statement or statement from your accountant for your business account
· [620.1.18]Proof of periods abroad - for example, stamped passport, visas, E303 form or airline tickets 

· [620.1.19]Proof of your Immigration status and details as provided by the Home Office - for example a supporting letter from the Home Office
· [620.1.20]Passport (to show arrival from Montserrat since 1995 because of volcanic activity)
· [620.1.21]Copy of sponsorship agreement for immigration 
· [620.1.22]Details of deportation or removal from another country - for example, Form IS614
· [620.1.23]Policy document for loan/mortgage insurance and proof of any payments (including an exact breakdown of the payments)
· [620.1.24]Bank Statement(s) less than 1 month old
· [620.1.25]Building Society Passbook(s) updated within last month
· [620.1.26]Share certificate(s)
· [620.1.27]Premium Bond certificate(s)
· [620.1.28]Unit trust certificate(s) 

· [620.1.29]Post Office Account statement less than 1 month old 
· [620.1.30]Income or Capital Bond certificate(s)
· [620.1.31]Proof of any investment accounts such as ISAs, PEPs or TOISAs - for example, statement less than 1 month old

· [620.1.32]Letter from trustees or copy of trust arrangement for money or property held in trust
· [620.1.33]Proof of sale price for sale of home - for example, a completion statement
· [620.1.34]Written statement from you declaring your cash savings
· [620.1.35]Proof of insurance payments for repairs or possessions - for example, a letter from your insurance company
· [620.1.36]Written statement from you declaring money received for essential repairs 
· [620.1.37]Proof of payments from funds (such as the Skipton Trust) - for example, a letter from the fund
· [620.1.38]Proof of World War 2 compensation - for example, documentation for payments
· [620.1.39]Proof of Far Eastern Prisoners payments - for example, documentation for payments
· [620.1.40]National Savings certificate(s)

· [620.1.41]Proof of personal injury compensations - for example, a letter from the Criminal Injuries Compensation Authority, an Insurance Company, a charitable organisation or from the organisation or person making the payment
· [620.1.42]Proof of National Savings Account – for example, recent statement or passbook 
· [620.1.43]Proof of other savings and investments
· [620.1.44]Written statement from you detailing your boarder income 
· [620.1.45]Proof of your Strike Pay income - for example, a letter from the union
· [620.1.46]Proof of your Spouse Maintenance Payment income
· [620.1.47]Proof of your National Socialist Persecution Payments - for example, a recent payment slip or bank statement 
· [620.1.48]Proof of your other (savings credit) income
· [620.1.49] Proof of your income from sub-tenants (including breakdown of  any included items) - for example, tenancy agreement, rent book, rent agreement or bank/building society statement with amount of rent 

·  [620.1.50]Proof of your Contribution to Maintenance payments (DSS) income
· [620.1.51]Proof of your cash equivalent in lieu of concessionary coal - for example, a recent letter from your provider (e.g. British Coal) or an up to date bank statement 
· [620.1.52]Proof of your educational maintenance income - for example, a grant award 

· [620.1.53]Proof of your civil list pension income
· [620.1.54]Proof of your Police and Fireman’s Disablement Pension income - for example the latest pension statement or your latest bank statement and your latest P60 
· [620.1.55]Proof of your Police and Fireman’s Special Widow’s Pension income - for example the latest pension statement or your latest bank statement and your latest P60 
· [620.1.56]Proof of your student excess covenanted income
· [620.1.57]Proof of your Earnings Top Up income
· [620.1.58]Proof of your employment sick pay income - for example, Employer's Letter detailing sick pay or wage slips from employer 
· [620.1.59]Proof of your charitable payment-regular income - for example, a letter from the charity detailing the payments 
· [620.1.60] Proof of your Iron & Steel Re-adaptation Benefits Scheme (ISERBS) income - for example, letter or up to date bank statements 

· [620.1.61]Proof of your Redundant Mineworker’s Pension Scheme (RMPS) income - for example, letter from British Coal or up to date bank statements 

· [620.1.62]Proof of your Shipbuilding Redundancy Payments Scheme (SRPS) income - for example, letter or up to date bank statements of your Shipbuilding Redundancy Payments Scheme (SRPS) 

· [620.1.63]Proof of any other income
· [620.1.64]Proof of estimated value of other property or land - for example, a valuation statement 
· [620.1.65]Proof of number of hours currently worked - for example, employer's Letter or most recent 5 weekly, 3 fortnightly or 2 monthly Wage Slips 
 [620.2] Evidence for your partner
· [620.2.1]Birth Certificate
· [620.2.2]Employer's Letter or most recent 5 weekly, 3 fortnightly or 2 monthly Wage Slips
· [620.2.3]Proof of pension or permanent health insurance - for example the latest statement from the company that pays it or your latest bank statement and your latest P60
· [620.2.4]Proof of sale price or estimated value of other property - for example, a completion or valuation statement

· [620.2.5]Proof of education and training - for example, a letter from your educational establishment with details of course dates, hours of attendance and details of any student income  
· [620.2.6]Proof of payments received for expenses incurred during unpaid work - for example, letter from Employer or Charity
· [620.2.7]Statutory Sick Pay Form (SSP1) or Employer's Letter detailing statutory sick pay
· [620.2.8]Proof of share fishing income - for example, receipts and Bank/Building Society statements for last 13 weeks 
· [620.2.9]Proof of agricultural subsidies - for example, a letter from the Agricultural Development and Advisory Service (ADAS)
· [620.2.10]Profit and Loss Account for a 12 month period 

· [620.2.11]Trading Account for a 12 month period 

· [620.2.12]Balance sheets for the last year

· [620.2.13]Up to date Bank statement or statement from your accountant for your business account
· [620.2.14]Proof of periods abroad - for example, stamped passport, visas, E303 form or airline tickets  
· [620.2.15]Proof of your Immigration status and details as provided by the Home Office - for example a supporting letter from the Home Office
· [620.2.16]Passport (to show arrival from Montserrat since 1995 because of volcanic activity)
· [620.2.17]Copy of sponsorship agreement for immigration 
· [620.2.18]Details of deportation or removal from another country - for example, Form IS614
· [620.2.19]Bank Statement(s) less than 1 month old
· [620.2.20]Building Society Passbook(s) updated within last month
· [620.2.21]Share certificate(s)
· [620.2.22]Premium Bond certificate(s)
· [620.2.23]Unit trust certificate(s) 

· [620.2.24]Post Office Account statement less than 1 month old 
· [620.2.25]Income or Capital Bond certificate(s)
· [620.2.26]Proof of any investment accounts such as ISAs, PEPs or TOISAs - for example, statement less than 1 month old

· [620.2.27]Letter from trustees or copy of trust arrangement for money or property held in trust
· [620.2.28]Proof of sale price for sale of home - for example, a completion statement
· [620.2.29]Written statement from you declaring your cash savings
· [620.2.30]Proof of insurance payments for repairs or possessions - for example, a letter from your insurance company
· [620.2.31]Written statement from you declaring money received for essential repairs 
· [620.2.32]Proof of payments from funds (such as the Skipton Trust) - for example, a letter from the fund
· [620.2.33]Proof of World War 2 compensation - for example, documentation for payments
· [620.2.34]Proof of Far Eastern Prisoners payments - for example, documentation for payments
· [620.2.35]National Savings certificate(s)

· [620.2.36]Proof of personal injury compensations - for example, a letter from the Criminal Injuries Compensation Authority, an Insurance Company, a charitable organisation or from the organisation or person making the payment
· [620.2.37]Proof of National Savings Account – for example, recent statement or passbook 
· [620.2.38]Proof of other savings and investments
· [620.2.39]Written statement from you detailing your boarder income 
· [620.2.40]Proof of your Strike Pay income - for example, a letter from the union
· [620.2.41]Proof of your Spouse Maintenance Payment income
· [620.2.42]Proof of your National Socialist Persecution Payments - for example, a recent payment slip or bank statement 
· [620.2.43]Proof of your other (savings credit) income
· [620.2.44] Proof of your income from sub-tenants (including breakdown of any included items) - for example, tenancy agreement, rent book, rent agreement or bank/building society statement with amount of rent 

· [620.2.45]Proof of your Contribution to Maintenance payments (DSS) income
· [620.2.46]Proof of your cash equivalent in lieu of concessionary coal - for example, a recent letter from your provider (e.g. British Coal) or an up to date bank statement 
· [620.2.47]Proof of your educational maintenance income - for example, a grant award 

· [620.2.48]Proof of your civil list pension income
· [620.2.49]Proof of your Police and Fireman’s Disablement Pension income - for example the latest pension statement or your latest bank statement and your latest P60 
· [620.2.50]Proof of your Police and Fireman’s Special Widow’s Pension income - for example the latest pension statement or your latest bank statement and your latest P60 
· [620.2.51]Proof of your student excess covenanted income
· [620.2.52]Proof of your Earnings Top Up income
· [620.2.53]Proof of your employment sick pay income - for example, Employer's Letter detailing sick pay or wage slips from employer 
· [620.2.54]Proof of your charitable payment-regular income - for example, a letter from the charity detailing the payments 
· [620.2.55]Proof of your Iron & Steel Re-adaptation Benefits Scheme (ISERBS) income - for example, letter or up to date bank statements 

· [620.2.56]Proof of your Redundant Mineworker’s Pension Scheme (RMPS) income - for example, letter from British Coal or up to date bank statements 

· [620.2.57]Proof of your Shipbuilding Redundancy Payments Scheme (SRPS) income - for example, letter or up to date bank statements of your Shipbuilding Redundancy Payments Scheme (SRPS) 

· [620.2.58]Proof of any other income
· [620.2.59]Proof of estimated value of other property or land - for example, a valuation statement 
· [620.2.60]Proof of number of hours currently worked - for example, employer's Letter or most recent 5 weekly, 3 fortnightly or 2 monthly Wage Slips 
Please send these documents to the following address:  

<Benefit Delivery Centre Full Address>

Please use the reply slip at the end of this letter, with the envelope provided.  It does not need a stamp.  Only send the documents we have requested. 

Any documents you send us must be originals, not photocopies.  
[12] You have until <Calendar Month Date> to contact us with all of the information and evidence documents requested in this letter. 
Your Declaration Statement

You have agreed to the following declaration regarding your claim:

· If you knowingly give information that is incorrect or incomplete, you may be liable to prosecution or other action.

· If your circumstances change you must promptly inform the office that pays your benefit, because this may affect your entitlement to benefit or the amount of benefit that you receive. This includes notifying your Local Authority of any changes where you have made a claim to Housing Benefit and/or Council Tax Benefit.
· The Department for Work and Pensions may ask any of the people or organisations mentioned in this claim for information which is needed to deal with your claim to benefit, this includes health care professionals who advise the Department and organisations the Department has a contract with for the provision of medical services.

· If there is any request for your claim to be looked at again, the information may be given to that health care professional, organisation, Department or any other government body as permitted by law.

· The Department may use any current or future information to decide whether you are entitled to the benefit you are claiming – including Housing Benefit and Council Tax Benefit, any other benefit you have claimed or any other benefit you may claim in future.

· Your doctor, or any doctor who has been treating you, being informed about the Secretary of State’s determination on your limited capability for work.   

· The information you have given is correct and complete as far as you know and believe and you have included all of your income and savings.

· Under section 16 of the Social Security Fraud Act 2001, it is an offence to fail to notify a change of circumstances promptly. Failure to tell us about a change in your circumstances promptly may result in action being taken against you.
[17] You were asked if you give permission to share information about your claim to Housing Benefit with your landlord. You replied <Permission for LA>.
[18] The Decision about Your Claim

We will write to you separately to tell you about the decision on your claim to Employment and Support Allowance.  The decision on your claim is based on information provided by you or your representative and information that is already held by us.

Should you have any further questions regarding your claim, please call us on <BDC Telephone>.

[13]Yours sincerely

<BDC Managers Name>


Benefit Delivery Centre Manager

[14]Yours faithfully

<BDC Managers Name>

Benefit Delivery Centre Manager
How we collect and use information
The Department for Work and Pensions collects information for the purposes of dealing with social security, child support, vaccine-damage issues, employment and training, private pensions policy, retirement planning and the Financial Assistance Scheme. The information we collect about you depends on the reason for your business with us, but we may use the information for any of these purposes.

We may check information about you with other information we have. We may get information about you from other people and certain other organisations. We may give information to certain other organisations, as the law allows, to:

· check the accuracy of information 

· prevent or detect crime 

· protect public funds in other ways, and 

· use in research or statistics. 

These other organisations include other government departments, local authorities, and private-sector bodies such as banks and organisations that may lend you money. We will not give information about you to anyone outside our department unless the law allows us to. 

We may give information about you to partners or agents legally authorised to carry out any of our functions on our behalf; for example training providers, job brokers, medical services and research organisations. We will only give these organisations and individuals the information they need for the functions we have authorised them to carry out, and they cannot use the information for any other purposes. 

The Department for Work and Pensions is the Data Controller for the purposes of the Data Protection Act. 

If you want to know more about what information we have about you, or the way we use your information, please contact us. You can contact any of our offices and ask for leaflet GL33 Data Protection Act 1998 – It affects you. Or you can find a copy of the leaflet on our website. The address is www.dwp.gov.uk
[15]Thank you for providing details of your <Ethnicity / Disability>. We may use this information:

· to introduce all our customers to a range of benefits and entitlements

· for use in research to ensure our services meet the needs of all customers from all communities

· to improve our services.

Giving us this information is voluntary and it will not affect your claim. You may withdraw your consent for this information to be held at any time. We may share the information with other parts of the Department for Work and Pensions but we will not give information about you to anyone outside our department unless the law allows us to.

[730]Customer Statement

It is important for you to check the information we have gathered for your claim to ensure all of the details are correct.  

Please also provide any information missing by phone on <BDC Telephone>. Sections with missing information are marked “Please provide us with the missing information where applicable”.


[image: image2]
ETC…...................

[752]

[image: image3]
You should now have checked through the information you previously gave us.  If any of the information is incorrect, please phone us on <BDC Telephone>.

[752.1]
We have asked you for missing information in the Customer Statement section of this letter. Please phone us on <BDC Telephone> to give us the information.  Do not sign or return this Customer Statement.

[752.2]
We have asked you for evidence documents in the Evidence Request section of this letter. Please send the requested documents to <Benefit Delivery Centre Full Address> using the reply slip and envelope provided.

[752.3]
Thank you for your claim to Employment and Support Allowance.

[800] 

Attn:  Employment and Support Allowance

<Benefit Delivery Centre Full Address>

Please send us your evidence documents using the envelope provided, which does not need a stamp.  

Place this page in the envelope, making sure the address shows through the envelope window.  

Please ensure your documents do not cover the address.

  For Attention of Employment and Support Allowance Section 

	<Customer NINO><CRN Number> 


	
	<Customer Display Name> 
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