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HBCOAHousing Benefit and Council Tax Benefit 
change of address form

Read all the questions carefully and complete each section using block capitals and black ink.  
If you do not complete the questions as instructed we will have to return the form to you.

For office use only

Date form sent

I want to claim:

  Housing Benefit   Council Tax Benefit/Second Adult Rebate   Both

Tick the correct boxes and give exact details. Use this form and tick the box if:

You pay rent to a private landlord You are a home owner

You live in bed and breakfast accommodation You are a council tenant

You pay rent to a Housing Association Other – please specify 

You are a joint tenant/owner

What is the full name and address of your landlord or 
housing association?

Name:

Address:
..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

Postcode:

Telephone:

email:

What is the full name and address of your letting/
managing agent?

Name:

Address:
..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

Postcode:

Telephone:

email:

About the place where you live (private tenants only)1.	

When did your tenancy begin? Date:

When did you move in? Date:

When did you move out of your last address? Date:

What is your telephone number?

Please return this form immediately  
so that you do not lose benefit

Your name and new address

email and tel

Housing Benefit reference: 

National Ins. No:  

Date of birth: 



Do you share any part of your home with your landlord?   Yes   No

If ‘Yes’, which rooms:

Are you, your partner or any of your children related to your landlord?   Yes   No

If ‘Yes’, please say what relation your landlord is:

Are you a joint tenant or flat sharer?   Yes   No

If ‘Yes’, please give names of other tenants:

Details of the type of property you occupy
Please complete the table below - Mark ‘S’ if shared  
If property is a self-contained purpose built flat, then “whole property” means just the flat.

Living 
rooms

Dining 
rooms

Bedrooms Kitchens Bathrooms WCs Bedsits

Total number of rooms  
in the whole property

Number of rooms occupied by you

Number of rooms you share with 
other households

How many floors are there in the building that you live in?

Which floor or floors do you live on?

  Basement   Ground   1   2   3   Other 

If “Other” (please specify)

Please tick the type of accommodation you live in

 �� Detached 
house 

 � Semi-
detached 
house 

 � Terraced 
house 

 � Detached 
bungalow 

 � Terraced/
semi-detached 
bungalow

  Maisonette 

 � Flat in a 
house

 � Flat in a 
block of flats 

 � Flat over a 
shop 

 �� self-contained 
bedsit/
studio flat  

 � Bedsit with 
shared facilities 

 �� Room in 
part of 
a house 

Important! If you occupy a room, rooms or a flat in part of a house please state whether located at:

  Front   Centre   Rear   Other (please specify)

How much furniture is provided by the landlord?

 � Fully 
furnished

 � Partly 
furnished

  Very little   None 

Does your accommodation have: Central heating?   Yes   No

A garage?   Yes   No

An allocated car space?   Yes   No

Changes2.	
There are no changes to the people or income of the people in my household since my last claim   Yes   No

If there have been changes either to the people or income of people in my household.  
Please write in Part 6 what has changed and send us original proof.
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The rent you pay

How much is your rent?

How often do you pay your rent?   Weekly   Fortnightly   4 Weekly   Monthly

If other please state frequency

On what day of the month is your rent due?

Does your rent include an amount for any of the following amenities?  
If ‘Yes’, please give details below   Yes   No

Yes No Amount Yes No Amount

Heating Cleaning Service

Lighting Laundry

Hot water Counselling

Fuel for 
cooking

Nursing/ 
Personal Care

Water Rates Breakfast

Council Tax Lunch

Garage/
Parking

Evening meal

Is there a fair rent registered? If ‘Yes’, please send in Rent Registration Form   Yes   No
 � Don’t 
know

Were you placed in your accommodation by a Local Authority Homeless Persons Unit.   Yes   No

If ‘Yes’, which one?

Payment of housing benefit3.	
Housing Assocation tenants: If you are renting your home from a Housing Association you can 
have the benefit sent to yourself or your landlord.  
Do you want your benefit sent direct to your landlord at the address given?

  Yes   No

All other tenants: If you are awarded Housing Benefit the payments will be made to yourself. We can only make 
payments to your landlord in special circumstances. If this applies to you please contact us on 020 8359 2111. 
We will send you a form to complete and you will be asked to provide evidence of your circumstances.

Payment to yourself: Please complete the details below for the account into which you would like your Local Housing 
Allowance paid (Payments will be made by bank credit). 

Name of bank/building society: 

Type of account:

Name as it appears on the 
account: 

Sort code: 

Account number:

Please issue my payments at:   Four weekly intervals   Two weekly intervals

Not all Bank/Building Society accounts can accept payments. Boarders on Income Support will automatically 
be paid weekly. Landlords will automatically be paid four weekly.

Please supply a bank statement from the 
account into which you want the money paid.
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Discussing your claim with your landlord4.	
If you are renting your accommodation, your landlord may contact us to ask questions about 
your claim.

Do you give us permission to talk to your landlord about the following:

That you have made a claim?   Yes   No

Whether or not it has been paid?   Yes   No

If so, how much?   Yes   No
If you are receiving Local Housing Allowance, do you give us permission 
to notify your landlord when you receive payments?   Yes   No

Your signature:  Date (DD/MM/YYYY): 

(Please note that no information about your personal details will be given unless you specifically ask us to)

Telling us about any changes5.	
Please tell us right away if anything changes for you, or the people who live with you. You must 
inform us in writing and enclose original proof, if available, confirming the change. If your change 
of circumstances results in your benefit going up, such as a rent increase, and the change is not 
reported to us within a month, you may lose benefit. If your change in circumstances results in your 
benefit stopping or going down, an overpayment will be worked out from the date of change that 
you will have to pay back to us. 

Here are some of the things you must tell us about:

if you stop or start getting Income Support, or Job Seekers Allowance or any other benefits•	

if your rent goes up or down (for private tenants only)•	

If you or your partner’s, wages or any other income goes up or down  •	
e.g. if you work regular overtime

if your savings or your family’s savings change•	

if anyone who lives with you has a change in their situation, such as starting work•	

if anyone who lives with you moves out or if anyone moves in to live with you•	

if you change your address•	

if you are going away for 13 weeks or more•	

if you are refused Asylum by the Home Office.•	

Important If you do not report a change in circumstances that affects your benefit, you can be prosecuted.
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Change of circumstances declaration6.	
My circumstances apart from those declared on this form are unchanged?   Yes   No

The following circumstances apart from those declared elsewhere in this form have changed from
Date (DD/MM/YYYY): 

The changes are: 

Please note that items of value should not be sent through the post. You can either bring them to 
our enquiry counter at Burnt Oak Library, or to one of the First Contact points.

Declaration7.	
Please read this declaration carefully before you sign and date it

I understand that:

if I give information that is incorrect or incomplete, you may take action against me•	

you will use the information I have provided to process my claim for Housing Benefit or Council •	
Tax Benefit, or both. You may check some of the information with other sources within the 
council, rent offices, and other councils

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

the Local Authority may approach the Home Office to check information I have given on this •	
form and to obtain further information

I must let the Benefit Service know about any changes in my circumstances, which may affect •	
my claim.

I declare the information I have given on this form is correct and complete.

Signature of person claiming:  Date (DD/MM/YYYY): 

Signature of partner:  Date (DD/MM/YYYY): 

All documents must be original 

Have you supplied your new tenancy agreement?   Yes   No

Name and address of your landlord and agent?   Yes   No

Proof of residency?   Yes   No

Now � Please send your form to: London Borough of Barnet, PO Box 333, SALE M33 6XP  
or bring your form to: Burnt Oak Library, Watling Avenue, Edgware HA8 0UB
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Translations
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