
Annual Rent Increase ProcessAnnual Rent Increase Process

November/DecemberNovember/December December/JanuaryDecember/January FebruaryFebruary FebruaryFebruary FebruaryFebruarySeptember/OctoberSeptember/October

UDC receives notification of Rent 
Policy from Gov.UK

PA to CEO sends to Director of 
Housing, Health, Communities/

Director of Finance

Directors share with Finance, 
Housing Operations and 

Revenues Teams

CMT considers increase to be 
applied in coming year, for 

recommendation to Cabinet   

Informal Cabinet considers 
recommendation from Officers 

and makes decision on rent 
increase

Tenants and Leaseholder Panel 
consulted on proposed rent 

increase

Housing Board debates and 
agrees increase for 

recommendation to Cabinet

Cabinet approves rent increase 
(will be subject to full Council 

approval)

Directors notify Finance, Housing 
Operations and Revenues Team 

of Cabinet decision

Housing Income Manager runs 
report of current Housing Rents 

List and shares with Home 
Ownership Officer and Housing 

Strategy Officer

Housing Asset list validated to 
include houses sold, houses re-

modelled, houses acquired/built

Director Housing, Health and 
Communities approves final 

Housing Asset List and completes 
Rent Setting Sign Off Form

 Rent Setting Sign Off Form sent 
to Housing Income Manager and 

Revenues Manager

 Housing Income Manager sends 
Asset List with Rent Setting Sign 

Off Form to HRA Accountant

 HRA Accountant applies rent 
increase to each property on the 

Housing Asset List

HRA Accountant completes 
calculations of new rent on Rents 
Spreadsheet before 8th January 

and sends to Director of Finance 

Director of Finance checks 
calculations and completes the 

Rent Setting Sign Off Form by 8th 
January

Director of Finance sends Rent 
Setting Sign Off form and Rent 

Spreadsheet to Housing Income 
Manager

Housing Income Manager 
updates Northgate with new 

rents

Housing Income Manager 
generates report of updated 

rents and sends to HRA 
Accountant by 20th January

HRA Accountant reconciles 
Northgate report against Rent 

Spreadsheet

HRA Accountant signs Rent 
Setting Sign Off form and returns 

to Revenues Manager and 
Housing Income Manager

Full Council approves rent 
increase 

Directors notify Housing Income 
Manager in writing of Council 

Decision

Housing Income Manager 
arranges notification letters – 

must be sent by last day of 
February

Housing Income Manager 
notifies Communications/

Customer Service and Housing 
Operations Team



Re-lets – Social Rent Re-lets – Social Rent 
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Tenant notifies Housing 
Management Team of intention 

to terminate tenancy

Housing Administrator generates 
Northgate void Memo and 

notifies Housing Income 
Manager, Benefits Team, Finance 

Team, Council Tax Team, 
Elections Team, UNSL

Housing Income Manager retains 
Memo until Void Date (Northgate 

will activate void unless 
rescinded manually where tenant 

changes their mind)

Second Housing 
Management Officer checks 

that all details are correct 
and signs Rent-Setting Sign 

Off Form

 Housing Income Manager checks 
on Northgate that property is 

void (as noted on Memo)

Housing Income Manager applies 
Formula Rent to the property 

from the void date (including any 
changes due to bedroom size)

Allocations Officer prepares offer 
letter, referring to Rents 

Spreadsheet

Housing Admin Officer prepares 
Tenancy Agreement referring to 

the Rents Spreadsheet

Housing Management 
Administrator checks Asset List 
Spreadsheet to check that the 

bedroom number is correct

Bedrooms
correct?

Housing Management Team 
advises Housing Income Manager 
in writing of changes to property

Housing Income Manager 
changes property details on 

Housing Asset List and update 
formula rent.  Sends to HRA 

Accountant for sign off

HRA Accountant signs off on Rent 
Setting Sign off form and returns 
to Housing Income Manager and 

Housing Administrator

Housing Administrator refers 
to the Formula Rents 

Spreadsheet and produces 
property advert

Yes

No
Housing Income Manager applies 

Formula rent from the existing 
Finance Rents Spreadsheet (as 

previously applied during Annual 
Increase Process)

Housing Officer checks Tenancy 
Agreement is correct before Sign 

Up

Second Allocations Officer 
checks offer letter is correct 

against Rent Spreadsheet 
and sends signed Rent 

Setting Sign-off Form back to 
first Allocations Officer

Allocations Officer sends 
offer letter to applicant  

Allocations Officer sends a 
copy of the offer letter to 

Housing Admin Officer



Re-lets – Affordable Rent ( Note: Rents must be checked for each re-let, even when in-year)Re-lets – Affordable Rent ( Note: Rents must be checked for each re-let, even when in-year)
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Tenant notifies Housing 
Management Team of intention 

to terminate tenancy

Housing Management Team 
generates Northgate Memo and 

notifies Housing Income 
Manager, Housing Strategy 

Officer, Benefits Team, Finance 
Team, Council Tax Team, 

Elections Team

Housing Income Manager retains 
Memo until Void Date (Northgate 

will activate void unless 
rescinded manually where tenant 

changes their mind)

Housing Officer checks advert is 
correct

Housing Strategy Officer 
calculates Affordable Rent, using 

agreed procedure for RICS 
valuation. Where there are other 

properties of the same type in 
the same location this can be 

used 

 Housing Income Manager checks 
on Northgate that property is 

void (as noted on Memo)

Housing Income Manager applies 
Affordable Rent as on Rents 

Spreadsheet (including any changes 
due to re-modelling of property where 

applicable)

Allocations Officer, prepares 
Offer Letter, referring to 

Rents Spreadsheet 

Allocations Officer sends copy of 
offer letter to Housing Admin 

Officer

Housing Admin Officer prepares 
Tenancy Agreement

Housing Officer checks Tenancy 
Agreement  is correct

Housing Strategy Officer sends 
rent calculation to Housing 

Strategy and Operations 
Manager to approve – Rent Sign 
Off Form completed by HSOM

Housing Strategy and Operations 
Manager sends rent calculation to 

Housing Income Manager and 
Housing Admin Officer,  showing 

correct rent for the property 
including the Rent Sign Off Form

Housing Admin Officer creates 
property advert, referring to 

Rents Spreadsheet  

Housing Income Manager 
updates Rents Spreadsheet and 

sends to HRA accountant to 
check that correct rent has been 

added

HRA Accountant approves rent, 
completes Rent Setting Sign-off 

sheet and returns to Housing 
Income Manager

Second Allocations Officer 
checks offer letter is correct 

against Rent Spreadsheet 
and sends signed Rent 

Setting Sign-off Form back to 
first Allocations Officer

Allocations Officer sends 
offer letter to applicant  

Housing Income Manager 
notifies Housing Admin Officer 
that Rent has been updated on 

Rents Spreadsheet 



Setting Social Rents for New HomesSetting Social Rents for New Homes
N

o
ti

fic
a

ti
o

n
 a

n
d

 r
e

n
t 

se
tt

in
g

 
st

ag
e

N
o

ti
fic

a
ti

o
n

 a
n

d
 r

e
n

t 
se

tt
in

g
 

st
ag

e
A

d
ve

rt
is

in
g 

st
ag

e
A

d
ve

rt
is

in
g 

st
ag

e
Le

tt
in

g 
St

ag
e

Le
tt

in
g 

St
ag

e

Completion date confirmed 

Development Team sends notification of 
new properties, including property details to 
Rents, Housing Management, UNSL, Housing 

Options, Finance and Council Tax Team, 
confirming that this is for social rent

Housing Income Manager enters 
property information onto 

Northgate and calculates Formula 
Rent 

Housing Income Manager updates 
Formula Rent Spreadsheet and 
notifies Housing Admin Officer

Housing Income Manager sends 
Formula Rent calculation to HRA 

Accountant for checking

HRA Accountant checks Formula 
Rent is correctly calculated and 
completes Rent Setting Sign Off 

Form

HRA Accountant sends Rent Setting 
Sign Off Form to Housing Income 

Manager

Housing Admin Officer creates 
advertisement for property.  

 Housing Officer checks advert is 
correct and signs Rent-Setting 

Sign Off Form

Housing Allocations Officer prepares 
offer letter

Housing Allocations Team sends 
copy of offer letter to Housing 

Admin Officer

Housing Admin Officer prepares 
Tenancy Agreement

Housing Officer checks Tenancy 
Agreement is correct and signs 

Rent Setting Sign-off Form

Another Housing Allocations 
Officers checks offer letter is 

correct against Rents Spreadsheet 
and returns signed Rent Setting 

Sign Off Form back to Allocations 
Officer 

Housing Allocations Officer sends 
offer letter to applicant



Setting Affordable Rents for New HomesSetting Affordable Rents for New Homes
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Completion date confirmed 

Housing Strategy Officer shares 
calculations and recommended rent 

charge with Housing Strategy and 
Operations Manager 

Housing Income Manager enters 
property information/approved 

Affordable Rent onto Northgate/
Rents Spreadsheet

Housing Income Manager sends 
Northgate report with all 

information and original Rent 
Setting Sign Off Form to Housing 

Strategy and Operations Manager 
for checking

If all information is correct Housing 
Strategy and Operations Manager 
signs Rent Setting Sign Form and 

returns to Housing Income Manager 
and Housing Admin Officer 

Housing Admin Officer creates 
advertisement for property, 

checking against Rents 
Spreadsheet/Northgate

Housing Officer checks advert is 
correct and signs Rent-Setting 

Sign Off Form

Housing Allocations Team member 
prepares offer letter

Another member of the Housing 
Allocations Team checks 

information on offer letter against 
Rents Spreadsheet to ensure correct 
and signs Rent Setting Sign-off Form

Housing Allocations Team sends  
offer letter to applicant

Housing Admin Officer prepares 
Tenancy Agreement

Housing Officer checks Tenancy 
Agreement is correct and signs 

Rent Setting Sign-off Form

Directors approve Affordable Rent 
by email and send to Housing 

Strategy and Operations Manager 
and Housing Income Manager

 Housing Strategy and Operations 
Manager checks valuation and 

calculations and completes Rent 
Setting Sign Off Form

 Housing Strategy and Operations 
Manager sends Sign Off form and 

property information to Director of 
Housing Health and Communities/

Finance Director, copying in Housing 
Income Manager

Housing Strategy Officer arranges 
valuation of Affordable Rent based 

on UDC’s Rent Policy – 80% of 
market rent, using RICS valuer 

Housing Allocations Team sends 
copy of offer letter to Housing 

Admin Officer
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