
How to Claim a Property & Check/Challenge Business Rates –
VOA & Government Gateway

Tailored instructions for UK businesses



What You'll Need:

 Government Gateway ID and login

 Property address or postcode

 Proof of occupation (e.g. rates bill, lease)

 Valid UK Passport or Drivers License 

 Optional: VOA Reference Number



Step 1: Create a Government Gateway 
Account
 Visit: https://www.gov.uk/log-in-register-hmrc-online-services/register

 Click “Set up account & Create account ”.

 Enter your email and verify it using the code sent to you.

 Set up your name and password.

 Make a note of your Government Gateway user ID – you’ll need it 
to sign in again. (This will also be sent to the email you provided)
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Step 2: Sign In and Set Up Your 
Business Rates Service
•Visit: https://www.gov.uk/log-in-register-hmrc-online-services

•Log in using your Government Gateway ID and password.

•You'll be directed to the Business Rates Valuation Account section.
•If this is your first time, you’ll be asked to:
•Provide your name and business details

•Set up your Business Rates Valuation Account
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Step 3: Claim Your Property
 Once signed in, search for your property here:

 https://www.gov.uk/find-business-rates
Enter your postcode or property address and select your business premises.

 Choose “Add property”.
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Step 3: Verify Your Relationship to the 
Property

 To complete the claim, you must prove your connection. Options include:

 Uploading a recent business rates bill
 Providing a lease or rental agreement
 Using a VOA reference number (if you have one)

 Using a Utility bill dated in the last 3 months
 Wait for VOA to confirm your claim (this typically takes up to 5 working days).

Please see next slide





Step 4: Assign HS Consultancy as an Agent
 Select your claimed property.

 Choose the option to "Assign an agent".

 It will ask you to submit our agent code which is 119089 and confirm the 
request. This is a safety net for the VOA so that only registered and trusted 
agents are managing cases.



Step 5: Check or Challenge Your 
Business Rates

 Once your claim is approved you will have no need to log back into the portal as 
all checks and challenges will be handled by one of our site referencers or our 
head surveyor Mr Paul Walmsley.

 Although you can check for any updates and correspondence via the portal so 
make sure to keep the username and password safe.

Government Gateway sign in: https://www.gov.uk/sign-in-government-gateway
Business Rates login: https://www.gov.uk/sign-in-business-rates
Find a property: https://www.gov.uk/find-business-rates

Helpful Links:
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Thank you for taking the time to set up 
and claim your account

We understand how valuable your time is, and we appreciate you completing this process 
ahead of our first site visit.
We look forward to representing your company and working to reduce the rateable value on 
your premises and getting back the monies you are owed.
If you have any further questions, feel free to contact a member of our team at 0333 344 
5393.
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