
 

 
 
Your Housing Benefit Letters Explained 

 
Please read this guide as it will help you to understand your Housing Benefit decision notices. 

 
When you claim Housing Benefit we have to send you an Award letter and sometimes a Statement of 
Reasons letter. 

 
These letters show you how much Housing Benefit you have been awarded and how we have worked 
out your award for each benefit period. These award(s) will be based on the details you have given us. 

 
This guide provides you with a few examples of the sorts of letter you may receive and shows how some 
circumstances are shown.  It also explains some of the terms used on the letters. 

 
 
Things to note: 

 
If you receive Income Support, Job Seekers Allowance (Income Based), Employment Support 
Allowance (Income Related) or you receive Pension Guarantee Credit no amount of income will be 
shown for the amount you receive. This is because these types of benefit normally mean you would be 
entitled to the maximum amount of Housing Benefit so we don’t have to record the actual amount you 
receive. 

 
Rent free weeks - If your rent is subject to rent free weeks, then your entitlement will be worked out over 
the full financial year, then adjusted to show your entitlement over the number of weeks you are 
charged rent. 

 
What if your circumstances change? 

 
You must tell the Benefit Service straight away about any change of circumstances which may affect 
your Housing Benefit entitlement. 

 
If after reading this guide you still need help in understanding your award letters or you think 
the details we have used are wrong, please contact the Benefits Team on 01480 388308  or 
email us at  benefit@huntingdonshire.gov.uk 

mailto:benefit@huntingdonshire.gov.uk


Example 1 – Award letter for someone not working. 
 
 
 
 
 
 
 
 
 
 
 
 

Customer Name 
 

Customer Address 

Your reference 
number. Please 
quote your 
number when 
contacting us. 

 
 
 
 
 

This tells you the reason 
why you have been sent 
the award letter. 

 
 
 

Your total 
weekly 
benefit 
award. 

 
 
 
 
 
This is the 
amount of rent 
we use to work 
out your 
entitlement. 
This may not be 
the total rent 
you pay. 

Date we 
made our 
decision. 

 
 
Any weekly amount 
deducted to repay 
a Housing Benefit 
overpayment will 
be shown here. 
 
 
 
The weekly 
amount due to be 
paid to you or your 
landlord. 
 
 
The start date this 
award period 
relates to. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This section shows 
the income we 
have used to work 
out your benefit. 

This section will 
show the names of 
anyone aged over 
18 who live with 
you (excluding 
your partner), their 
income and the 
amount of any 
weekly 
deduction(s) we 
have to make from 
your benefit 
because of this. 



Example 2 – Award letter for someone in work 
 
 
 
 
 
 
 
 

This tells you 
the reason 
why you have 
been sent the 
award letter. 

 

 
 
 
 
 
Customer Name 

 
 
 

Your total weekly 
benefit award. 

 
 
 
 
 
This section will 
show the 
names of 
anyone aged 
over 18 who 
lives with you 
(excluding your 
partner), their 
income and 
the amount of 
any weekly 
deduction(s) 
we have to 
make from 
your benefit 
because of 
this. 

 
This section 
shows the 
income we 
have used to 
work out your 
benefit. The 
figures are 
weekly 
amounts. 

Customer Address  
 

Any weekly 
amount 
deducted to 
repay a 
Housing 
Benefit 
overpayment. 

 
 

The weekly 
amount to be 
paid to you or 
your landlord. 

 
 

The start date 
this award 
period relates 
to. 

 
 

This is the amount of rent we use to 
work out your entitlement. This may 
not be the total rent you pay. 

 
 
 
 
 
This is the amount of money the 
Government says you (and your family) 
need to have for a basic standard of 
living. These figures are set by the 
Government each year. 

 
 
This is an 
amount we 
may add to 
your income 
based on the 
amounts of 
savings you 
have. This is 
not the actual 
interest 
earned or 
dividends 
paid. 

 
 
 
 
 
 
 
 
 
 
 
 
Any amount deducted for allowable 
expenses e.g. Child Care Costs will 
be displayed here. 

This is 
income 
we don’t 
take into 
account 
e.g. 
Child 
Benefit, 
DLA ,PIP 
etc. 



Example 2 – Statement of Reason for someone in work 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This tells 
you the 
reason why 
you have 
been sent 
the award 
letter. 

 
 
 
This section 
shows the 
income we 
have used 
to work out 
your benefit. 
The figures 
are weekly 
amounts. 

Customer Name 
 
Customer Address 

 
 
 
 
 
 
 
 
 
 
 
This is income 
we don’t take into 
account e.g. 
Child Benefit, 
Disability Living 
Allowance, 
Personal 
Independence 
Payments etc. 

 

 
 
 
 
 
 
 
 
This is an 
extra 
amount we 
may add to 
your normal 
weekly 
income if 
your total 
savings are 
above 
£6,000 
(working 
age) or 
£10,000 
(pensioner) 

 
The capital 
cut off limit 
is £16,000. 

This is an extra 
amount some 
earned income 
claims may have 
taken off. 

 
 
 
 
 

This is the total 
amount of all 
monies declared by 
you and any 
partner in all bank / 
building society 
accounts and other 
investments you 
may have. 

 
 
 
This is the amount of 
money the Government 
says you (and your family) 
need, to have a basic 
standard of living. 
These figures are set by 
the Government each year. 



Example 2 – Statement of Reason continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Customer Name 
 

Customer Address 
 
 
 
 

 
This is 
the 
income 
we use 
to work 
out your 
award. 

The following details show how your 
award has been worked out. 

 
 
 

Your total 
Applicable 
Amount for your 
household. 

 
 
The difference between 
your Income and your 
Applicable Amount. 

 
 
 
 
 
 
 
 
 

This is the amount of rent 
we use when working out 
your entitlement. 

 
 
 
 
 
 
This section shows the 
date(s) of your benefit 
award. 

 
 
 
 
 
 
 
 
Your weekly benefit after all 
relevant deductions have 
been taken off. 

This is the difference 
between your Income 
and the Applicable 
Amount multiplied by 
65%. 
 
 
 
 
 

The amount of any 
Non-Dependant 
Deductions taken 
(see section below for 
more details about 
any non - 
dependants). 

 

 
 
 
 
 

This section will show the 
names of anyone over 18 who 
lives with you (excluding your 
partner), their income and the 
amount of any weekly 
deduction(s) we have to make 
from your benefit because of 
this. 


