
Letter A – Letter to the customer’s bank/building society asking them to forward Letter B and C and the business reply paid envelope to the customer.

[BANK/BSOC Name]

[Address 1]

[Address 2]

[Address 4]

[Post Code]










Date:

Dear Sir/Madam

Would you please forward the enclosed correspondence to the holder of the following account:

Sort Code:…………………………………

Account No:………………………………

Building Society roll or reference number (if appropriate)……………………….

Thank you for your co-operation in this matter

Yours faithfully

Letter B – Letter to the customer who has received the payment (in error) sent via the customers bank/building society. (to be sent with letter C)

[Customer Name]

[Address 1]

[Address 2]

[Address 4]

[Post Code]











Date:

Dear Sir/Madam

It has come to our attention that a credit of £…… for  …… (benefit eg JSA) payment, to which you were not entitled, has been paid into your ……….(bank/building society)  account in error.

Account Number…………………..

Building Society roll or reference number (if appropriate)……………………….

Sort Code……………………… 

Date Payment made………………

I would be grateful if you would sign the enclosed declaration that gives us permission to retrieve the full amount from your account.

I apologise for any inconvenience caused and thank you for your co-operation.

Yours faithfully 

Letter C - Declaration to be completed by the customer who received the incorrect credit, asking permission for the credit to be taken out of their account and returned to the appropriate DWP account. The customer returns this letter to DWP.   

DWP Officer

[DWP Office address 1]

[Address 2]

[Address 4]

[Post Code]










Date:

Dear Sir/Madam

I authorise the sum of £xxx.xx to be debited from my account:

Account No:…………………

Building Society roll or reference number (if appropriate)……………………….

Sort Code:……………………

And be returned to the Department for Work and Pensions via their sponsor bank.

Account No:…………………

Sort Code:……………………

Signed………………………………….

Date…………………………………….

Letter D – Letter to the customer’s bank/building society which received the incorrect credit (this is sent with Letter C declaration completed by the customer) asking them to recover the credit from the customer’s account and return it to the appropriate DWP account.

[BANK/BSOC Name]

[Address 1]

[Address 2]

[Address 4]

[Post Code]













Date:

Dear Sir/Madam

I am writing with regard to …….(benefit e.g. JSA) ….. benefit payment, which was sent in error through Voca to the following account.

Account No:…………………

Building Society roll or reference number (if appropriate)……………………….

Sort Code:……………………

The payment details are as follows:

£xxx.xx paid into the account on xx/xx/xxxx

I have enclosed a signed declaration from the account holder giving permission for the payment to be returned to The Department for Work and Pensions via their sponsor bank

Sort Code: ………………………..

Benefit Account No:…………………

If you require any further information with regard to this matter please do not hesitate to contact me.

Yours faithfully

Letter E - to the bank/building society asking for the return of the credit. 

[BANK/BSOC Name]

[Address 1]

[Address 2]

[Address 4]

[Post Code]










Date:

Dear Sir/Madam

Account No:…………………

Building Society roll or reference number (if appropriate)……………………….

Sort Code:……………………

Customer Name:………………

The above customer contacted the Department For Work and Pensions and requested that their ………(benefit ie JSA) payments were no longer made into the above account.

Unfortunately this request was not actioned in time to stop a payment for £xxx.xx which has been made into the account.

we have the right to request the return of the payment as the customer is entitled to receive this payment.

A cheque should be sent quoting the originators account details to the following address: 

DWP Team

HSBC Bank Plc

Regional Service Centre Europe

Level 27

8 Canada Square

London

E14 5HQ 

If you require any further information please do not hesitate to contact me.

Yours faithfully 
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