
Code Number

Our direct dial number is

Code Number

Textphone users with speech or hearing difficulties call 

If you get in touch with us, tell us this reference number

/ /

Date

Office stamp

New or existing appointment to act

Postcode

Mr/Mrs/Miss/Ms/Dr/Rev

Part 1 – About the person you are acting for

Surname

Other names – in full

National Insurance (NI) number

Full address 
if different from above

We approved your application to act as an appointee on behalf of the
person named in Part 1. This appointment will take place immediately.

Your existing appointment as                                       authorises you
to act on behalf of the person named in Part 1 for Department for
Work and Pensions, Veterans Agency and HM Revenue & Customs
tax credit purposes.

We have returned  the following documents

You are authorised to exercise on behalf of the person named in Part 1 any
rights which they might have under social security legislation, Veterans
Agency legislation or the Board of HM Revenue & Customs. You will also
receive and administer any money which may be due to them. You must tell
us about any changes that might affect your appointment.

Please turn over
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You are responsible for dealing with the

l social security benefits
l social security pensions 
l social security allowances
l HM Revenue & Customs tax credits
l war disablement or war widows or widowers pensions

Any money that you receive on their behalf must be used in their and
their dependant’s best interest. For example

l paying their fees for a nursing or care home or carer
This includes the fees for social care services such as residence in a
care home or support in their own home.

l towards meeting everyday living costs.

However, if they are in a nursing or care home, you must ensure that
the specified amount of personal allowance is paid over each week for
the benefit of the person named in Part 1.

You must tell the person’s Department for Work and Pensions or 
HM Revenue & Customs office or the Service Personnel and Veterans
Agency straight away if there is a change in the person’s circumstances
which could affect their benefit. A list of changes, which must be
reported, is given in the notes issued with the first payment of benefit.
If you do not have a copy of the list of changes you must report, you
can get one from your social security or HM Revenue & Customs office
or the Service Personnel and Veterans Agency.

Examples of changes you must tell us about are when the person

l changes address
l changes name
l has a child leaving school
l goes into or comes out of hospital, including coming out of hospital 

on leave
l becomes well enough to manage their own affairs
l intends to be absent from Great Britain for any period
l dies.

This list is not exhaustive.

Part 3 – Important information

Postcode

Part 2 – About you

Full name of individual or
organisation

National Insurance (NI) number
(Individuals only)

Address

New or existing appointment to act continued

If any of the details in Parts 1 and 2 are incorrect, please let us know.

Important – Organisations must fill in the certificate in Part 4, or provide
their representative with a similar letter of authority.



New or existing appointment to act continued

Part 3 – Important information continued

If the person you named in Part 1 dies, you must

l tell your Jobcentre Plus office, social security office, Pension Centre, 
HM Revenue & Customs office, or the Service Personnel and Veterans
Agency straight away if their payments were being made direct into
an account

l return any cheque payments you have for them

As an appointee you will also be responsible for letting us know if
there are any changes in your

l name
l address
l contact number
l account details

If an overpayment happens

If an overpayment of benefit occurs, you may be required to repay the
overpayment yourself depending on how the overpayment arose.

You will be responsible for repaying any overpayment of benefit that
happened because you

l made an untrue or incorrect statement about yourself or the person
named in Part 1

l failed to report a change in your own circumstances
l failed to report a change in the circumstance, which you knew

about, in respect of the person named in Part 1
l failed to obtain relevant information about the circumstances of the

person named in Part 1.

If you have been appointed by the Secretary of State
(appointees only)

How long can I be an appointee?

You will be an appointee until

l the person you are an appointee for becomes well enough to
manage their own affairs

l the person you are an appointee for dies, or
l you or the Department for Work and Pensions, HM Revenue &

Customs or the Service Personnel and Veterans Agency decide to end
the arrangement because it is not working properly 

l you wish to end the arrangement because you no longer wish to
continue as an appointee.

If you want to end the arrangement you must write to your
Department for Work and Pensions, HM Revenue & Customs office or
the Service Personnel and Veterans Agency, giving them at least one
month’s notice.

Please turn over
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New or existing appointment to act continued

Part 4 – For organisations only
The bearer of this document is a representative of this organisation and is
authorised to collect any benefits, pensions, allowances or credits in respect
of the person named in Part 1.

/ /

Signature

Date

Positions in organisation

Name of organisation

Notes for the representative

If the payment is made direct into a bank or building society account
the organisation must ensure that you are correctly authorised to make
withdrawals on behalf of the customer and that bank procedures for
making withdrawals are followed. Contact the bank or building society
where the account is held for further details.

Additional information for organisations

All appointees are responsible for the collection and administration of
the person’s social security benefits, pensions and allowances, HM
Revenue & Customs tax credits, and war pensions and allowances. If the
organisation nominates a representative to carry out the appointee
duties on their behalf, the organisation remains responsible for the
management of the person’s affairs. Organisations must therefore
make any nominated representatives aware of their responsibilities to
both the organisation and the person named at Part 1.

If you are acting as a representative within an organisation, there are
some aspects that need to be considered in addition to those already
mentioned. When quoting the appointee details, it is the organisation
details that must be given and not those of an individual.

You will need to contact us if any of the following details change

l the organisation name
l the organisation address, including postcode
l phone and fax number
l the organisation ceases to exist, for example, a nursing or care

home closes
l bank account details
l the named representative.


