
Completing a NEW application for Small Business Rates Relief 

 

Please Read before starting 

 

Reminder – You will need the following to complete a NEW Application form, 

- Your Business Rates Account number (located on your bill) 

- Your Business Property Reference number staring NNR (located on your bill) 

- An internal and external photo of your premises (to upload) 

- One proof of occupancy (to upload) 

This guide will show you the information and options you may see on the 

application form to aid completion.  

If you get an ERROR CODE whilst completing your form, there is a list of some 

of the popular codes at the end of this guide which will help you identify what 

may be the problem. 

You will need to create an account log in if you have not used Apply4Online 

before. 

 

Completing An Application 

1. Once you have logged in you will be able to enter a Quick Code if you have one, 

otherwise you will need to select ‘Sandwell’ in the ‘Select you Local Authority’ drop 

box 

 

2. Click on the option ‘I am a Business’ 

 

 

 



 

3. Click on ‘Rates Discount Form’ 

 

4. Enter your Property Ref (starts with NNR) and click ‘Find Schemes’,  

 

5. Scroll through available schemes to the one called ‘Small Business Rates Relief NEW 

Application’ and click ‘Start an application’. 

 

6. You will see the application rules and links to Sandwell’s Privacy Notice. Click ‘Agree 

and Continue’ 

 



7. You will then need to enter your property ref (starting NNR) and account number 

(starting 5) and read and tick the declaration boxes, then click ‘Save and Continue’. 

 

Error 98 – if this error shows (as below), our records suggest that your rateable value is 

over 15,000 and you are not eligible for Small Business Rates Relief. If you believe this 

to be incorrect you will need to contact the Business Rates Team. 

 

 

8. You can check your property details and click ‘Continue’ if correct or go back to 

correct any details. 

 

 



9. Details of the business should be entered, there are 3 mandatory fields (please note if 

there are no address details in ‘Street 1’ just replicate what reads in ‘Street 2 

 

10. Click the type of business / organisation you are, 

 

11.  Clicking ‘An Incorporated Limited company’, you will need to enter your company 

name or company number to identify and select your business. Clicking ‘name 

Search’ will give options to select. 

 

12.  You will then be able to check these are your business details and click ‘continue to 

scheme questions’. 



 

13.  Clicking ‘An Individual’ will need to input your details or you can click ‘prefill from my 

account information’ to populate the information you submitted when creating an 

account. Then click ‘Save and Continue’, check your details and click ‘Continue to 

Scheme Questions’ 

 

14.  Clicking ‘A Non Incorporated body’ you will have to add the information requested, 

then click ‘Save and Continue’. 

 

15.  Scheme Questions Need to be answered. 

 



The questions are intelligent and so an answer to one question may require an answer to 

another question. 

At the side of the question will be one of the following 

- A drop down for ‘Yes or ‘No’ 

- A date box 

- A free text box to enter your answer 

Once all questions have been answered click ‘Save and Continue’ 

 

16.  You will then see confirmation of the answers you have given. If you wish to correct 

any answers click on ‘Edit Answers’, otherwise click on ‘Continue to Upload 

documents’. 

 

17.  You will then have to upload 3 documents, 

 

- An external photo of your premises. 

- An internal photo of your premises. 

- Evidence of occupation. 



 

18.  Once the 3 required documents show as uploaded click on ‘Continue to sign 

declaration’ 

 

19. The declaration will show which you need to read to confirm you agree, then at the 

bottom you will need to enter the reference number you can see to confirm 

acceptance. 

 

 

 



14. You will then get an application number and receive an email 

 

 

Popular Error Codes 

Error Resolution 
ERROR 14 – The property reference number was 
not found or may not be eligible for this application 

Check you have entered the correct property 
reference number and that it starts NNR. 
Contact the business Rates team if the above 
resolution does not work for advice 

ERROR 36 – The property reference number 
provided was found on the Local Authorities 
Database however they have not indicated that the 
property may be eligible for the selected scheme. 
Please check which scheme you are eligible for 
then try again. Please only contact the Local 
Authority if you believe this is not correct. 

If you feel you are eligible for the discount you are 
trying to apply for, please contact the Business 
Rates team. 

ERROR 47 – There is a problem with the property 
reference number provided as it has already been 
used for this type of application. 

This error can occur where 2 applications are being 
made, perhaps due to a change of business. Please 
contact the Business Rates team. 

ERROR 98 – The Rateable Value for the property 
reference number provided doesn’t match the 
criteria for the scheme selected. 

Check the scheme criteria to make sure your 
rateable value meets the required criteria, i.e. for 
Small Business Rates Relief the rateable value must 
be under 15000. If you believe you meet the 
criteria please contact the Business Rates team. 

 


