
 

 

 
Your Council Tax Support Letters Explained  

Please read this guide as it will help you to understand your Council Tax Support decision letters. 

 
When you claim Council Tax Support we have to send you an Award letter and sometimes you may also 
receive a Statement of Reason letter. These letters show you how much Council Tax Support you have 
been awarded and how we have worked out your award for each period. These award(s) will be based 
on the details you have given us.   

You should check the details of the letter(s) to make sure everything is correct.  You must tell the 
Benefit Service straight away if you think our decision on your support is wrong.  

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 Pension Guarantee Credit, the income for these benefits will be shown as £0.00.  
This is because these types of benefit normally mean you would be entitled to the maximum amount of 
support so we don’t record the actual amount you receive. 
 
Where Universal Credit is in payment to you we will use the full award before any deductions are taken 
from the award.  
 
Do you need a more detailed explanation of the Support awarded?  
 
If you do not understand or want more details about the decision letters you can ask for a more detailed 
explanation.  These requests should be made in writing within one month of the date shown on the 
decision letters. 
 
Do you disagree with the decision?  
 
If you disagree with our decision on the level of Council Tax Support awarded, you can ask us to look at 
your claim again. You will need to explain, in writing, why you are aggrieved (disagree) with our 
decision.  
 
We will review your letter and will aim to write to you within two months outlining whether we can revise 
our original decision. 

If you do not agree with our review of your claim you may appeal to the Valuation Tribunal.  We will 
send you more details about this when we notify you on the outcome of our review. 

What if your circumstances change? 
 
You must tell the Benefit Service straight away about any change of circumstances which may affect 
your Council Tax Support entitlement.  
 
 
 



What if I struggle to pay my Council Tax bill? 

If you think you won’t be able to pay the amount shown on your Council Tax bill please contact the 
Local Taxation section on 01480 388030. 

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  

For more details on Council Tax Support go to www.huntingdonshire.gov.uk/CouncilTaxSupport

mailto:benefit@huntsdc.gov.uk
http://www.huntingdonshire.gov.uk/CouncilTaxSupport


 

 

Customer Name 

Customer Address 

Your 
reference. 
Please 
quote your 
number 
when you 
contact us. 

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

 

Your 
weekly 
award(s) 
for each 
period. 

The total 
Council Tax 
Support 
credited to 
your Council 
Tax bill for 
each period.  

The period(s) of each 
award made.  

 

This is the Council Tax Support scheme rules under 
which your award has been made. You can find out 
more about the different schemes at 
www.huntingdonshire.gov/uk/CouncilTaxSupport 

 

Date we 
made our 
decision. 

Example 1 – Award letter for someone not working  

http://www.huntingdonshire.gov/uk/CouncilTaxSupport


 

 

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

The period(s) relating to each 
award made.  

These are the 
weekly income 
details we have 
for each 
household 
member.  

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

Non Dependants are other people living in 
your home but are not dependant on you, 
like children who have left school, parents, 
other relatives or friends. The rules expect 
these people to contribute towards your 
Council Tax. A weekly deduction of £7.00 or 
£5.00 may be made from your entitlement 
based on the income of each non 
dependant. This deduction will be taken 
from the eligible charge before calculating 
your award.  

Example 1 – Statement of Reason for 
someone not working 

Customer Name 

Customer Address 

 



 

  

This is the amount of Council Tax we use 
to work out your Council Tax Support 
award. This figure will be after any 
discounts have been taken off and may 
also be after a percentage reduction has 
been taken off based on the Scheme 
Rules that apply to your circumstances.  

 

This figure is the eligible weekly 
Council Tax less any non-
dependant deduction(s) to give 
the amount of Council Tax 
Support. 

Example 1 – Statement of Reason continued 

Customer Name 

Customer Address 

 



 

 

Example 2 – Award letter for someone who is 
working 

This tells you the reason 

why you have been sent 

the award letter. 

 

This is the Council Tax Support scheme rules under which 
your award has been made. You can find out more about 
the different schemes at 
www.huntingdonshire.gov/uk/CouncilTaxSupport 

 

Your weekly 
award(s) for 
each period.  

 

The total Council Tax 
Support credited to 
your Council Tax bill 
for each period.  

 

The period(s) of each 
award made.  

 

Customer Name 

Customer Address 

http://www.huntingdonshire.gov/uk/CouncilTaxSupport


The period relating to 
each award made. 

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

These are the 
income details we 
have for each 
household 
member. This 
section should 
show all earnings 
and other income 
or benefits 
received.  

If you pay 
child care 
or other 
allowable 
expenses,
these 
will be 
shown 
here. 

The amount of 
capital you and 
any partner have 
declared should 
be shown here 
e.g. savings,
shares, property
etc.

This is the amount of income we don’t take into 
account when working out the total weekly 
income for Council Tax Support. Disregarded 
income is based on the make-up of your 
household with regard to age and 
circumstances, such as the number of hours 
worked and any disabilities.  

This is the figure we use to 
calculate your Council Tax 
Support after disregarded 
income has been taken off. 

Example 2 – Statement of Reason for someone in work 

Customer Name 

Customer Address 



 

 

The amount of 
any capital you 
and any 
partner have 
told us about.  

This is the total weekly figure we use as 
the amount needed for day to day living 
expenses. This figure is based on your 
household circumstances.  

 This is the 
amount of 
assessed weekly 
income which is 
above your 
Living Allowance 
amount. 

If your “excess 
income” figure is 
more than your 
‘Living 
Allowance’ 
amount you will 
not get a full 
award. Council 
Tax Support is 
reduced by 20p 
for every £1 your 
income is above 
your Living 
Allowance.  

 This figure is worked out by taking 
the “Eligible weekly Council Tax” 
less any Non Dependant 
Deductions and less any “% of 
Excess Income” to give the 
amount of Council Tax Support 
awarded. 

This is the amount of your 
assessed income that is above 
your Living Allowance multiplied 
by 20 per cent.   

This is the amount of Council Tax 
we use to work out your Council 
Tax Support award. This figure will 
be after any discounts have been 
taken off and may also be after a 
percentage reduction has been 
taken off based on the Scheme 
Rules that apply to your 
circumstances.  

 

No Council Tax Support will 
be awarded if you and any 
partner’s capital are 
assessed as being over this 
amount.  

Example 2 – Statement of Reason continued 

Customer Name 

Customer Address 



 

Example 3 – Statement of Reason for someone on Universal Credit 

 

Customer Name 

Customer Address 

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

 

The period(s) relating to each 
award made.  

This is the 
total 
Universal 
Credit in 
payment 
before any 
deductions 
are taken off.   

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

This is the total weekly 
figure we use as the 
amount needed for day to 
day living expenses 
based on the Universal 
Credit award.  

 

Date we 
made our 
decision. 



 

 

Customer Name 

Customer Address 

 

This is the total weekly figure we use 
as the amount needed for day to day 
living expenses. This figure is based 
on your household circumstances and 
your Universal Credit award.  

This is the 
amount of your 
assessed weekly 
income for 
support purposes. 

This is the amount of Council Tax 
we use to work out your Council 
Tax Support award. This figure will 
be after any discounts have been 
taken off and may also be after a 
percentage reduction has been 
taken off based on the Scheme 
Rules that apply to your 
circumstances.  

 

No Council Tax Support will 
be awarded if you and any 
partner’s capital is  
assessed as being over this 
amount.  

This figure is worked out by taking 
the “Eligible weekly Council Tax” 
less any Non Dependant 
Deductions and less any “% of 
Excess Income” to give the 
amount of Council Tax Support 
awarded. 




