	Revenues and Benefits Services
 

Riverside House, Main Street, Rotherham, S60 1AE
E-mail: benefits@rotherham.gov.uk 
Benefits Services Online: www.rotherham.gov.uk/benefits 

	[image: image1.png]Rotherham »
Metropolitan k

Borough Council




Judith Badger

Strategic Director - Finance and Customer Services


	Section 1 – About Yourself
	Claim Ref : 

	Surname  

First Names

Address
Telephone Number

Email address
	………………………………..……………..........................……………………

………………………………..……………..........................……………………

………………………………..……………..........................……………………

………………………………..……………..........................……………………

………………………………..……………..........................……………………

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

	Section 2 – About  the Business
	

	Name and address of business

Business Telephone Number

Type of Business

Date Business Commenced 

Hours Worked Per Week

Start date of current financial year

Number of business partners including yourself

What proportion of the shares to you hold
	………………………..…………………...................

………………………..…………………...................

………………………..…………………...................

………………………..…………………...................

………………………..…………………...................

………………………..…………………...................

………………………..…………………...................

………………………..…………………...................

………………………..…………………...................

………………………..…………………...................

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

	Section 3 
	

	Are you a Director of a limited company?
	YES
	
	NO
	
	

	If YES go to section 7.  If no complete section 4 to 7.

	Section 4 – About  the Business Income
	

	Do you have prepared profit and loss accounts (audited or otherwise) for the last financial year?
	

	
	YES
	
	NO
	
	

	
	

	If YES return a copy with this form and go straight to section 6

If NO give reason why not, the date you expect to receive them and complete section 5.

………………………….………………………….………………………….………………………

………………………….………………………….………………………….………………………


	Please provide Self-Assessment Tax Calculation document (SA302).



	

	


	Section 5
	

	Only complete this section if you do not have any prepared profit and loss accounts for the last financial year or if you have not been trading for a full year

Exact period covered.  This should be your last 3 months.

FROM ………/………/………  TO ………/………/………



	Sales / Takings / Income
	£

	Tips and gratuities
	£

	plus VAT Refunded
	£

	plus Enterprise Allowance (please provide proof)
	£

	plus Business start up Allowance (please provide proof)
	£

	plus Closing Stock
	£

	less Cost of sales (purchases)
	£

	less VAT Paid Out
	£

	less Opening Stock
	£

	Gross Profit
	£

	

	Fees from childminding (please provide proof)
	£

	Payment from sub-contract work (please provide proof)
	£

	EXPENSES
You must only include amounts that relates solely to the business, e.g. Telephone – if calls made you must apportion the total cons in accordance with the amount of private use and enter the amount for business use only.



	Drawings (cash or stock)
	£

	Are these taken from gross profit?
	

	
	YES
	
	NO
	
	

	
	

	Wages paid out to self
	£

	Wages paid out to spouse
	£

	Wages paid out to others

(please state who wages are paid to)

……………………………
……………………………

	£

£

	Rent
	£

	Business Rates
	£

	Cleaning
	£

	Telephone
	£

	Business insurance 

(please state what is covered)………………………….
	£

	Advertising
	£

	Section 5 (continued)
	

	Printing and stationary
	£

	Postage
	£

	Accountants charges
	£

	Bank charges
	£

	Interest payment on business loan

(please enclose copy of loan agreement)

Please state purpose of loan…………………………
	£

	Repair / Replacement of a business asset

(do not include motoring)

Was this covered by insurance
	£

	
	YES
	
	NO
	
	

	Leasing charges (do not include car)

Please state what is leased

…………………………………………………………..……………………………………………………………

	£

	Business entertainment
	£

	Bad debts (please specify)……………………………..

NB these need to have been proven in court
	£

	Subscription to trade or professional organisation

Please state who fees paid to………………………….
	£

	Other expenses (please specify)

………………………………………………………...…..……………………………………………………………..……………………………………………………………

	£

£

£

	MOTORING EXPENSES

	Car Lease
	£

	Petrol
	£

	Road Tax
	£

	Insurance
	£

	Repairs
	£

	Who owns the vehicle(s) 
	Self
	
	Business
	
	

	If company vehicle(s), do you have use of it outside the business
	

	
	YES
	
	NO
	
	

	If 'Yes' please indicate percentage used outside business:

	You may be required to provide proof of any of the expenses listed.  If so we will write to you.

	Is it reasonable to assume that the trading figures for the next 6 months will be similar to those quoted on this form?
	

	
	YES
	
	NO
	
	

	If NO please explain any likely differences

………………………..………………….........................………………………..………………….........

………………………..………………….........................………………………..………………….........

………………………..………………….........................………………………..………………….........

………………………..………………….........................………………………..………………….........



	Section 6 – Other Outgoings
	

	National Insurance : Do you hold an exemption certificate?
	

	
	YES
	
	NO
	
	

	Personal pension contributions

If you contribute to a personal pension scheme please state

Amount Paid

Frequency
	£…………………………..

	
	

	Please enclose proof of payments made and your membership to the scheme

	Section 7 – Other Information
	

	Please supply details of anything about your business that you believe is relevant to your claim

………………………………………………………………………………………...…………………………………………………………………………………………...…………………………………………………………………………………………...…………………………………………………………………………………………...………………………………………………………………………………………………………………...………………………………………………………………………………………


	Section 8 – Declaration
	

	· I declare that to the best of my knowledge the information given is true and complete. 

· I understand that if I give false information I may be prosecuted.  

· I authorise Rotherham Metropolitan Borough Council to verify any information given by me.  

· I undertake to notify in writing any change in my income immediately.

Signature …………………………………….…    Date ………………………...



Note: Valuable items, for example passports & driving licenses, should be delivered by hand to Riverside House or to one of our district offices. If they are sent by post we cannot guarantee they will be returned to you safely.
