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SCHEDULE 12

All applicants: matters that must be included in an authority’s scheme — procedural matters

PART 1
Procedure for an application for a reduction under an authority’s scheme

Procedure by which a person may apply for a reduction under an authority’s scheme

1. Paragraphs 2 to 7 apply to an application for a reduction under an authority’s scheme.

Commencement Information
I1 Sch. 12 para. 1 in force at 28.11.2013, see reg. 1(2)

2. An application may be made—
(a) in writing,
(b) by means of an electronic communication in accordance with Part 4, or
(c) where the authority has published a telephone number for the purpose of receiving such

applications, by telephone.

Commencement Information
I2 Sch. 12 para. 2 in force at 28.11.2013, see reg. 1(2)

3.—(1)  An application which is made in writing must be made to the designated office and be—
(a) on a properly completed form approved by the authority for the purposes of making an

application in writing; or
(b) in such written form as the authority accepts as sufficient in the circumstances of any

particular case (or class of cases) having regard to the sufficiency of the written information
and evidence.

(2)  Where an application in writing is not made in the form described in paragraph 3(1)(a) or
(b) it is defective.

(3)  Any form provided by the authority for the purposes of making an application in writing must
be provided free of charge .

Commencement Information
I3 Sch. 12 para. 3 in force at 28.11.2013, see reg. 1(2)

4.—(1)  Where an application made in writing is defective because—
(a) it was made on the form approved for the purpose but that form is not accepted by the

authority as being properly completed, the authority may request the applicant to complete
the defective application; or

(b) it was made in writing but not on the form approved for the purpose and the authority does
not accept the application as being in a written form which is sufficient in the circumstances
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of the case having regard to the sufficiency of the written information and evidence, the
authority may supply the applicant with the approved form or request further information
or evidence.

(2)  An application made on an approved form is properly completed if it is completed in
accordance with the instructions on the form, including any instructions to provide information and
evidence in connection with the application.

Commencement Information
I4 Sch. 12 para. 4 in force at 28.11.2013, see reg. 1(2)

5.—(1)  If an application made by electronic communication is defective the authority must
provide the person making the application with an opportunity to correct the defect.

(2)  An application made by electronic communication is defective if the applicant does not
provide all the information the authority requires.

Commencement Information
I5 Sch. 12 para. 5 in force at 28.11.2013, see reg. 1(2)

6. In a particular case the authority may determine that an application made by telephone is only
valid if the person making the application approves a written statement of that person’s circumstances
provided by the authority.

Commencement Information
I6 Sch. 12 para. 6 in force at 28.11.2013, see reg. 1(2)

7.—(1)  If an application made by telephone is defective the authority must provide the person
making the application with an opportunity to correct the defect.

(2)  An application made by telephone is defective if the applicant does not provide all the
information the authority requests during the telephone call.

Commencement Information
I7 Sch. 12 para. 7 in force at 28.11.2013, see reg. 1(2)

Commencement Information
I1 Sch. 12 para. 1 in force at 28.11.2013, see reg. 1(2)
I2 Sch. 12 para. 2 in force at 28.11.2013, see reg. 1(2)
I3 Sch. 12 para. 3 in force at 28.11.2013, see reg. 1(2)
I4 Sch. 12 para. 4 in force at 28.11.2013, see reg. 1(2)
I5 Sch. 12 para. 5 in force at 28.11.2013, see reg. 1(2)
I6 Sch. 12 para. 6 in force at 28.11.2013, see reg. 1(2)
I7 Sch. 12 para. 7 in force at 28.11.2013, see reg. 1(2)
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– Sch. 1 para. 16(3)(d) inserted by S.I. 2016/50 reg. 5(c)(vi)
– Sch. 1 para. 16(11A)-(11D) inserted by S.I. 2016/50 reg. 5(c)(viii)
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– Sch. 1 para. 12(1)(jb) inserted by S.I. 2020/16 reg. 7(c)
– Sch. 1 para. 10(1)(j)(xx) inserted by S.I. 2021/34 reg. 4(2)
– Sch. 1 para. 3(9)(c)(d) inserted by S.I. 2024/56 reg. 4(c)
– Sch. 1 para. 11(3A)(b)(c) substituted by S.I. 2018/14 reg. 4(c)(i)(bb)
– Sch. 1 para. 11(4A)(b)(c) substituted by S.I. 2018/14 reg. 4(c)(ii)(bb)
– Sch. 1 para. 11(3A)(a) words substituted by S.I. 2018/14 reg. 4(c)(i)(aa)
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– Sch. 2 para. 8(d) inserted by S.I. 2024/56 reg. 5(d)(ii)
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2024/56 reg. 6(b)(i)
– Sch. 5 para. 28A inserted by S.I. 2014/513 Sch. para. 25(3)(a)
– Sch. 5 para. 28A inserted by S.I. 2014/513 Sch. para. 25(3)(b) (Welsh text only)
– Sch. 5 para. 21(1)(f) inserted by S.I. 2014/66 reg. 8(a)(ii)
– Sch. 5 para. 21(2)(p)(q) inserted by S.I. 2014/66 reg. 8(a)(v)
– Sch. 5 para. 22(2)(f) inserted by S.I. 2014/66 reg. 8(b)(ii)
– Sch. 5 para. 33 inserted by S.I. 2014/66 reg. 8(c)
– Sch. 5 para. 27A inserted by S.I. 2016/50 reg. 8(a)
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