	______________________________________________

*

______________________________________________
	[contact details – Unit post desk, office tel number]
Your Reference  :  *

Our Reference    :  *

Please ask for     :  *

Date   :  *




Dear [*Sir or Madam or actual name if held]
Non-domestic rates (business rates): Appeal

Address: *
Our records show that [*name of firm], acting as your agent, submitted an appeal (called a “proposal”) to us about the non-domestic rating assessment for the above property.  We are not due to discuss this case until [*start date].

I am contacting you because we have been told that [*name of firm] has entered [*administration/liquidation]. We understand that the [*administrator/liquidator] is [*name of administrator/liquidator and phone no]. Any issues with [*name of firm] should be taken up with the [*administrator/liquidator]. You can find out more about your rights on Direct.gov.
The Administrator may continue with your appeal on your behalf but they cannot ask another rating agent to act on your behalf without your consent.  I have been unable to obtain confirmation from the Administrator that they will continue to represent you.
If the Administrator does not intend to continue to act on your behalf, or if you do not wish the Administrator to represent you, you have three options with your appeal; 

1. You can deal with us directly.
We deal with many ratepayers who are not represented by professional firms and we make it as easy as possible for you to understand the rating assessment and the appeal process. This is free of charge.
2. You can appoint a new professional representative to take over the case.

I have enclosed a leaflet on how to find a reputable agent. If you appoint a new agent, they will need to send us a letter of 'Authority to Act' on your behalf, signed by you.
3. You can withdraw the appeal.

I have enclosed a withdrawal form, should you decide not to continue the appeal. If you choose this route it is helpful if you can let us know why, particularly if you no longer occupy the property. This is because the owner or current occupier has the right to be consulted. There are also restrictions on making further appeals at a later date. 

Please contact us to let us know which option you want to take, or to discuss the options. If we do not hear from you, or a new agent representing you, we will assume you have selected option 1.
[*optional postponement paras – to be customised]

We are due to start discussing your appeal with you, or your new representative, shortly. If you want to postpone these discussions, please let me know as soon as possible.

Your appeal has been listed for a hearing at the independent Valuation Tribunal on [*date]. If you want to postpone the hearing until you have considered your options, you should contact the Valuation Tribunal Clerk on [*phone] and explain the situation.

You can find more information about the Valuation Office Agency, and the non-domestic rates (business rates) appeals process, online: http://www.voa.gov.uk/valuation . 
Yours [*sincerely/faithfully],

[*name]

VO 7271


