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[bookmark: _Toc106186950]Three Year Re-Enrolment Change Request

[bookmark: _GoBack]What is automatic re-enrolment?
Automatic re-enrolment is a repeat of your duties at staging date and must be carried out every three years.  Certain staff will need to be re-enrolled if they are not already an active member of a pension scheme. 

What do we need from you?
You must now choose a re-enrolment date that falls within the 6 month re-enrolment window.  This window starts three months before the third anniversary of your original staging date and ends three months after it (for example a staging date of 1 August 2015 would mean you could choose a re-enrolment date between the 1 May 2018 and 31 October 2018).  Your chosen date will be applied to all employees across all payrolls within the same tax reference.  Please note that contributions cannot be pro-rated, therefore the re-enrolment date must be aligned to your pay period start date.  Please note that postponement cannot be used.   
If you are happy that this process happens on your 3 year anniversary date no further action is required. However if you choose an alternative re-enrolment date you must complete and return the form on page 2.
If for any reason you do not require Moorepay to carry out the re-enrolment process, you must let us know by emailing tech.delivery@moorepay.co.uk. Failure to do this may incur charges.   

What happens next?
On reaching the re-enrolment date employees who have previously opted out or ceased active membership of either the AE scheme or another qualifying pension scheme, will be assessed for re-enrolment.  Any employees meeting the criteria will be re-enroled.   
You will also need to complete a re-declaration of compliance on the Pension Regulators website, Moorepay are not able to do this on your behalf.
For more information and the deadlines for filing you re-declaration of compliance go to www.tpr.gov.uk/re-enrolment.aspx.


















Three Year Re-Enrolment Change Request

	Company Details  




	Client Name
	

	Payroll Reference Number(s)
	



	User Details   




	Required re-enrolment date (must align to pay period start date)
	

	Required re-enrolment pay period
	

	Required re-enrolment pay date
	



De
	Additional Details  

	



	Confirmation



	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	



	Costs 


By signing this document, I agree to the charge of £150 per payroll reference
Your change will be completed within 5 working days upon receipt
All employers must complete a re-declaration of compliance within five calendar months of the third anniversary of their staging date
Moorepay will not complete the re-declaration of compliance

Please return this completed Change Request Form to tech.delivery@moorepay.co.uk
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