
 

Housing Benefit and Council Tax Support – Self Employed earnings information 

Important - Before you complete this form please read the guidance notes at the back of this 

form 

Section 1 - About You 

 

 

 

 

Section 2 - About Your Business 

 

 

 

 

 

 

 

           Yes   No 

              

              

        

       

         Yes    No  

 

 

 

 

          Yes   No  

 

 

If you are a Company Director please go to Section 6  

Address  

          Post Code 

Claim no:  

Name:  

Name of Business:  

Business Address:  

           Post Code 

Business Telephone Number    Business website  

Type of Business:  

Do you have more than one business?  

You will need to fill out a separate form for each business you run. 

  

When did you start this business?  How many hours a week 

do you normally work? 

Is the business a Limited Company, registered with 

Companies House? 

 

 

  

If yes, please list the all Directors/Officers of the company 

 

If you are a Director employed by the company do they pay you a 
wage and/or any expenses? 

If yes, we will need to see evidence of all wages/expenses and 
dividend payments paid to you and a copy of the latest 
company accounts 

  



 

 

 

 

              

             Yes 

 

                                                                                        No       

    

              

         Yes    No   

              

              

    

Yes    No   

      

   

Yes   No   

      

  

  

Yes   No   

 

Yes   No   

 

Section 3- About your business income - please refer to the notes before you complete this 

section 

         Yes    No   

              

    

 

 

         Yes    No   

              

        

          

Yes    No   

 

 

What is your HM Revenue & Customs (HMRC) registration number? 

If you do not have this yet, tell us the date you applied.   

If you do not register within the first three months of self-employment you may have to pay a 
penalty to HMRC.  

Are there are any other partners in the business? 

If yes, we will need the name(s) of all 

business partners. We may request details of 

the partnership agreement if you have one 

 

 

If Yes – Partner name(s) 

Does your husband/wife/partner receive any earnings 
from the business?   

  

Are any other people paid a wage or salary from the 

business?  
  

Do you pay National Insurance?  

We will require proof of your contribution payments 

or an exemption certificate if you hold one 

  

Do you use part of your home for business use? 

 

If yes, do you pay separate charges for this part of 
the home? Please provide proof to support any 
separate charges paid 

 

 

  

  

Are you a self-employed childminder?   

If yes, please give your registration number 

Do you have prepared accounts for the last financial year?  

If yes, we may ask to see a set of these to support your 

claim  

  

Do you have your latest HMRC self-assessment statement?  

If yes, please send this in with this completed form 

  



         Yes    No  

 

 

 

Section 4 – Business Income and Expenditure – Please refer to the notes before your 

complete this section 

          

 

 

Business Income 

 

 

 

 

 

 

Business Expenses  

   Total bill for period               % spent for    

                             personal use           

   
    

  
  

  
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
    

Do you have separate bank account(s) for your business?  

If yes, please provide statements for each business 

account showing the transactions for the last two 

months 

  

Please tell us the trading period the following figures cover?  

From        to  

Sales/ Takings/Income     £ Cost of Stock purchased  £   

       

Business Start Up allowance £ 

 

Tips          £ 

Business Rates   

Heating   

Water Charges % 

% 

£ 

Rent on business premises  £ 

£ 

£ % 

%

  

Lighting  £ %

  

    % £ Cleaning  

Telephone  £ % 

Drawings for Personal use £ 

(Cash or stock) 

 

VAT Refunded   £ 



  
   
   
   
    

  
  

  
   
   
    

 

 

              

  

 

 

 

  

      

 

              

              

              

              

              

              

              

              

              

              

       

 

 

 

 

 

 

 

 

Printing 

Stationery  

Bank Charges (Business accounts) 

Accountant’s charges 

£  

£ 

£ 

£ 

% 

% 

Interest payments on business loans  

Please provide a copy of the loan 
agreement 

 

£  

Staff Wage (including wages to 

husband/wife/partner)   

£ 

Employers National Insurance 

contributions for employee’s 

   

£   

Employer Pension Contributions for 

employee’s  

Pension Contribution - Self  £   

Professional fees and subscriptions  

Legal fees   £  

£  

£  

Business Entertainment 

Use of home for business £ % 

£ 

Postage 

Advertising  

£ 

£ 

 % 

% 

Capital repayments on loans £ 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Motoring Expenses          

       You       Business  

 

       Yes         No  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Who owns the vehicle(s)  

  

Other business expenses (please give details) 

   

  

Type and vehicle registration (Car/Van)  

If the vehicle(s) is a taxi please state your taxi registration number:  

Please give the mileage at the start and end of the accounting period  

 Mileage (Start)      Mileage (End)  

If the business owns the vehicle(s), do you 

use them for private use?    
  

Proven bad debts *(see notes) £ 

Repairs/Replacement of business assets 

If these were covered by insurance 

cover you will need to provide details 

£ 

VAT Paid out   £ 

Depreciation  £ 



Motoring Expenses - continued  Total bill for period     % spent on              

                                                                                                                                 personal use 

 

              

              

              

              

              

              

              

  

 

 

 

 

 

 

 

 

 

Section 5 - More about your business 

           

Yes       No  

 

 

 

 

Repairs/Servicing  

Vehicle Road Tax 

% 

% £ 

Petrol/Diesel   

£ 

£ %

  

Vehicle Insurance  

£ %

  

Car leasing/loan payment £ % 

Taxi Radio Hire  £ 

Over the next six months do you expect your trading figures to be 

similar to those stated on this form?    

If no, please explain why?  

If you have been trading without profit please confirm if you plan to continue trading and if so when do you 

expect the business to make a profit? 

MOT £ % 

Car cleaning/Valeting  £ % 



Section 6 – Declaration 

Please read the declaration below very carefully before signing the form. 

I understand: 
• If I give information that is incorrect or incomplete, the council may take legal action against me and
will get back any benefit if I get paid too much.

• The council may use any information I have provided to process my claim for Housing
Benefit/Council Tax Support. The Council may check some of the information with other sources
within the council, rent offices, other councils and the Department for Work and Pensions.

• The council may use any information I have provided in connection with this and any other claim for
Social Security benefits that I have made or may make. The Council may give some information to
other government organisations, if the law allows this.

I know I must tell the council in writing straight away about any changes in my circumstances that 
might affect my claim. 

I declare the information I have given on this form is correct and complete. Where it has been 
completed by another person I have read it fully or the entries have been read back to me and I 
agree that the details are correct and complete. All the income, capital and bank accounts have been 
declared for all the adults that live at my address. 

Signature of person claiming (This includes Power of Attorney and Appointees) Date 

    

  

Privacy Notice – HDC – Benefit Claim 

Why are we asking for your personal information? 

We require your personal data to enable us to assess your benefit claim. We need your personal data to enable us to carry out 
our legal obligation as laid out in the Local Government Finance Act/Social Security & Benefits Act we cannot process your 
request / application unless you provide this personal information. If you do not or if you refuse to allow us to share information 
we will not be able to carry out the service for you and cannot be held responsible for any consequences to you of it not being 
carried out. If all the requested information is not supplied then it is likely that we will be unable to consider your request and 
you will not receive any benefit to which you may be entitled.  
We may automate decisions and will inform you if we have done this as soon as reasonably practicable and provide you with 
access to our Data Protection Policy. You hold the following rights with regard to the personal data you provide us: 
Right to Access – You have the right to access (receive a copy) of your personal data and supplementary information. 
Right to Rectification – You have the right to have any inaccurate or incomplete personal data rectified. 
Right to object to us processing your personal data where you have an objection on “grounds relating to your particular 
situation”. 
Right to Restriction – You have the right to request a restriction of the processing of your personal data in situations where it 
is inaccurate, unlawful, and no longer needed for the purposes for which it was originally collected, or if a withdrawal of consent 
has been made. 

Contact Telephone Number: 

This form should be returned to: 

The Benefits Section 
Pathfinder House 
St Mary’s Street 
Huntingdon 
PE29 3TN 

Tel: 01480 388388  Email: benefit@huntingdonshire.gov.uk 

mailto:benefit@huntingdonshire.gov.uk


Sharing your information 

We may share your personal data within internal departments of the Council, local partner authorities and Government departments as required. We 

may process the information you provide to prevent and detect fraud in any of our systems and may supply information to Government agencies, credit 

reference agencies, law enforcement agencies, audit or other external bodies for such purposes. We participate in the Government’s National Fraud 

Initiative. If any of the information we have about you is incorrect, please tell us, we are reliant on you assisting us to keep your information accurate and 

up to date. 

Retention of your personal information 

We only keep your information as long as necessary, for some items this will be dictated by law. You can find out more by looking at the Councils 

Retention Policy on the web site. We do not routinely process any information about you outside the UK. We will not transfer your personal data outside 

of the EU. 

Huntingdonshire District Council is a registered Data Controller with the Information Commissioners Office.  

You can find out more about how we handle your data by visiting the Councils Privacy Notice page on the web site. 

If you have a query regarding your rights please contact the Data Protection Officer who can be contacted by emailing infogov@3csharedservices.org 

or you can write to the Council and mark your letter for the attention of the Data Protection Officer. Alternatively you can call 01480 388388. 

You have the right to lodge a complaint with the Information Commissioners Office (ICO) should you believe any part of this statement to be unlawful. 

Important notes on completing this form 

Who should complete this form? 

Someone who is self-employed works for an income but is not employed under a contract and does 
not work for a wage or a salary (an employee). 

A person can be self-employed as a sole trader or as part of a business partnership. 

If you are a subcontractor and pay through the Construction Industry Scheme (CIS), for which a 
contractor deducts money from your subcontractor’s payments and pass it to HM Revenue and 
Customs (HMRC). These deductions count as advance payments towards your Tax and National 
Insurance at the end of the tax year. You will normally be treated as self-employed and should 
complete this form with all your self-employed income and expenses including your CIS payments 
made.  

If you work for a Limited Company as a Director or Company Secretary you are an employee of the 
company. As you are employed by the company we will need to provide your pay slips and the latest 
company accounts showing all your directors remuneration and expenses paid to you by the 
company. 

Trading periods 

If you have been trading for 12 months of more, please complete this form with your income and 
expenses for the latest trading year (normally April) to the present date. This will help us confirm your 
current trading position. We may ask to see your latest trading accounts/self- assessment form for 
the previous year.  

If you have started trading within the last 12 months please complete this form with your income and 
expenses from the date you started trading to the present date. 

If you are starting a new business please complete this form with your expected income and 
expenses for the first 13 weeks of trading. You will then need to provide your actual income and 
expenses after 13 weeks to us.   

Income and Expenses  

You must give details of all income and expenses related to the business. 



The way we work out income and expenditure for Housing Benefit and Council Tax Support purposes 

is not the same as the calculation made by HMRC.  

The benefit rules do not allow certain expenses, even if they are allowed for tax purposes. These 
may include:  

• business entertaining; 
• depreciation (the loss in value due to wear and tear and so on); 
• capital repayments on a business loan other than for repair/replace of equipment  
• Money used to set up or expand a business. 
• Amounts you take from your business as a wage or salary. 
• Capital spending. (This is spending on a capital item for expanding the business, for example   
  a new taxi or a property.) 
• Money for domestic or private use. 

We can only use expenses which are ‘wholly and exclusively’ incurred in the running of the business. 
If you are running your business from home, you will need to decide what percentage/amount of an 
expense relates to business use and what is for personal use. 
This may include: 

• heating, lighting, hot water and power to operate machinery 
• telephone call charges and rentals 
• transport costs for personal use of any business vehicle 

 
Example: Telephone – The total cost of the telephone calls for the period covered are £126.50.  
You say 40% relates to Business and 60% relates to Private. The amount we would use as a 
Business Expense would be £50.60 (40% of £126.50). 
 
Proven bad debts – Any business debt is proven as ‘bad’ if you have made reasonable efforts to 
recover the money you are owed but there is no realistic prospect of recovering it. Personal debts 
cannot be counted as bad debts for Benefit purposes.  
 
Childminders  
 
If you are a self-employed childminder, instead of looking at your actual expenses, we will work out 
your self-employed earnings using one-third of your gross income, less any notional income tax, 
National Insurance contributions and half of any pension contributions that you pay. 
 
Tax and National Insurance  
 
After the net profit of the business is worked out we will make an assessment of Income Tax and 
National Insurance contributions based on these figures. These figures may differ from those worked 
out by HM Revenues and Customs. 
 
Private Pensions  

Please supply details of any contributions you pay into a personal of private pension. Half of any 

contributions you make will not be counted as part of your income for our purposes 

              

              

        

 

 


