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[bookmark: _Toc106186950]Pension Specification Change Control
	Company Details  



	Client Name
	

	Payroll Reference Number(s)
	


When completing this form please refer to the Guidance Notes below

	Basic Information 



	Is this request to change an existing scheme or create a new scheme 
	

	Code Payslip description: (Maximum alphanumeric 16)
	

	Code Short description: (Maximum alphanumeric 6)
	

	Code number: (for existing scheme changes only)
	

	Please indicate if the code is to be set up as Percentage or Fixed Cash Value (Please specify)
	

	Who is the pension provider for the scheme?
	



	Auto Enrolment

	Only complete this section if you use the Moorepay Auto Enrolment service, otherwise move onto the Pensionable Pay & Calculations section

	Is this new scheme/change required for your Auto Enrolment (AE) pension? Yes / No (Please specify)
	

	If no is this new scheme a Qualifying Scheme for AE (see guidance notes)? Yes / No (Please specify)
	



	Pensionable Pay & Calculations



	If code is percentage type please complete this section otherwise move onto salary sacrifice section

	Is pensionable pay to be calculated each pay period or at a given point in time? (Please specify)
	

	Are contributions calculated from the first £ (No limit), (LEL) or (State Amount)? (Please specify)
	

	Are contributions calculated to the last £ (No limit, (UEL) or (State Amount)? (Please specify)
	

	Is there a default percentage for all employees? State Percentage EE & ER / No (Please specify)
	EE  ER 

	We will send you a spreadsheet for you to complete so you can define pensionable pay

	



	Salary Sacrifice

	If salary sacrifice is required, please complete this section otherwise move onto Tax Relief section

	Should employees’ default as salary sacrifice or none sacrifice? (This can be changed for individual ees)
	

	Should tax relief be applied for non-sacrificed employees? Yes / No (Please specify)
	

	If yes, please indicate which method by stating option 1 or 2 (see guidance notes) (Please specify)
	

	Will all or a proportion of the Er’s NI savings enhance pension contributions? (Specify % or None)
	



	Tax Relief

	Only complete if salary sacrifice is not required otherwise move onto Auto Enrolment section

	Do you wish to give tax relief on the pension contributions? Yes / No (Please specify)
	

	If yes, please indicate which method by stating option 1 or 2 (see guidance notes) (Please specify)
	



	Reports

	We will add the new code to the Gross to Net csv file D01 in the next available column. Please indicate in special instructions if you require it to be reported in a different position
All standard PDF reports will be updated automatically
Existing bespoke reports will not be updated unless requested – see below 
A PDF standard pension report will also be provided

	Please list any existing bespoke reports you require to be updated with this new code. (Please specify the report code e.g. D10)
A quote will be raised for your approval 
	

	Please provide the nominal code if required          (Please provide Additional Details below if applicable)
	



	Special Instructions  

	Are there any other issues or special requirements for your scheme, which have not been covered by the questions so far?  If yes please provide as much detail as possible and a member of the Technical Team will contact you to discuss. 











	Costs (Completed by Moorepay) 



By signing this document, I agree to the charge of *£100.00 per payroll reference or *£200 per payroll reference if salary sacrifice is required 
[bookmark: _Hlk67496826]We will aim to complete your change within 5 working days upon receipt
[bookmark: _Hlk67497003]*Extra charges may be incurred if you have any additional requirements. If applicable a quote will be raised for your approval before work commences. A delivery date will then be agreed upon receipt of your approval to proceed.
	Confirmation






	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	



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
















GUIDANCE NOTES
The implementation of a pension scheme can be relatively simple or in other cases, more complex depending on the type of scheme.  The type of scheme will determine the way in which Tax and National Insurance (NI) rules are applied.  Failure to identify the type of scheme adequately can result in substantial sums of money being under or overpaid to the employee, HMRC and to the scheme fund.  To implement your pension rules correctly, we need this document completed fully and accurately.  It is expected that your scheme provider will help you to do this or at the very least, check it for you.
The information you provide by completing this document will be used to define pension calculations within your payroll. To ensure we have understood your requirements correctly, it is vital that initial payroll runs are thoroughly checked by you and your pension provider. You are responsible for ensuring that the pension deducted from the employee is correct, as is the calculation of both Tax and National Insurance.  
Basic Information
· Company Name
Please enter your company name as it appears on your payroll.
· Payroll Reference Number(s)
Please enter all 5 digit payroll reference code(s) you wish the scheme to be added to.
· Code Payslip Description
This is the description that will appear on Payslips and Payroll Reports. Maximum length is 16.
· Code Short Description
This is the description that appears on the Payslip Analysis Report. Maximum length is 6.
· Set up code as percentage or cash 
Fixed cash type codes: you will need to provide Moorepay with the employee and employer monetary amount for each employee; this amount will be deducted each period.
Percentage type codes: you will need to provide Moorepay with the employee and employer percentage for each employee. Each period the percentage will be applied to the pensionable pay to calculate the employee and employer contributions.
Please specify the pension provider for your new qualifying scheme. 




Pensionable Pay & Calculations
Only complete this section if you wish the code to be set as a percentage type code otherwise move onto Tax Relief section.
· Is pensionable pay to be calculated each pay period or at a given point in time? 
If pensionable pay is calculated each period the contribution is calculated each time the employee is paid. 
If pensionable pay is calculated at a given point of time the contributions will be the same until annually recalculated. If this method is required a process will need to be agreed; this may incur additional charges.

· Are contributions calculated from the first £ (No limit), (LEL) or (State Amount)? 
If a lower limit is to be applied to pensionable pay, indicate this is the case. LEL means Lower Earnings Limit which is the statutory limit for National Insurance purposes that some pension schemes use to calculate pension contributions. If a different amount is required please advise the figure.  If no limits apply please state No Limit for clarity. 
Note the LEL is updated annually by legislation; Moorepay will update this value automatically as applicable
Moorepay will not update specific amounts unless instructed in writing via the change control procedure.

· Are contributions calculated to the last £ (No limit, (UEL) or (State Amount)?
If an upper limit is to be applied to pensionable pay, indicate this is the case. UEL means Upper Earnings Limit which is the statutory limit for National Insurance purposes that some pension schemes use to calculate pension contributions. If a different amount is required please advise the figure.  If no limits apply please state No Limit for clarity. 
Note the UEL is updated annually by legislation; Moorepay will update this value automatically as applicable
Moorepay will not update specific amounts unless instructed in writing via the change control procedure.

· Is there a default percentage for all employees? State Percentage EE & ER / No 
Please enter percentage for both the employee and employer if applicable. If you wish to set the percentage for each employee then state no. 

· If yes is it applicable for all employees or can they choose? 
If you do require a default employee and employer percentage do you wish to have the option to override this at employee level?
· We will send you a spread sheet for you to complete to define pensionable pay
To be able to define pensionable pay we will send you a list of all pay codes on your payroll for you to indicate which codes are pensionable for this particular pension scheme code. Moorepay will need this completing and returning to enable us to set up your pension scheme. Your change will be completed within 5 days upon receipt of both this form and spreadsheet assuming that you have no additional requirements.


Tax Relief
Employees are entitled to tax relief on their contributions; different pension providers and schemes have different rules as to how this should be applied.
· Option 1
Pension providers refer to this as ‘Net Pay Arrangement’.
Taxable pay is reduced by the value of the employee’s pension contribution meaning employee’s pay is lower for tax purposes; resulting in employees getting the maximum tax relief on their contributions immediately before tax is calculated. This means the employee will get the tax relief on the pension contribution through the payroll.
Example: 
 If the member contributes 1% 
1% from their pay is the value sent to the pension provider.
· Option 2
Pension providers refer to this as ‘Relief at Source’ (RAS).
Is your scheme using relief at source (RAS) where the Pension Provider claims tax relief back from HM Revenue & Customs (HMRC) on behalf of an eligible member after contributions are paid to them?
Example:
If the member contribution is 1 per cent contribution deducted and they're eligible for tax relief their actual contribution will be made up of:
●	0.8 per cent from their pay – this is what you send to the pension provider
●	0.2 per cent tax relief – this is what the pension provider claims from the government
It is important that you get your Pension Provider to answer this question for you, as incorrectly applied tax relief can result in files being rejected at the Pension Provider and additional charges to correct retrospective calculations.







Auto Enrolment
Please tell us if the new pension code is for your Auto Enrolment scheme
Please specify if your new scheme meets the criteria to be classed as a qualifying scheme. 
It is the responsibility of the employer to ensure that any existing pension scheme(s) meet the criteria to be classed as a Qualifying Scheme. We recommend you seek professional pension advice. 
Any employees who become a member of a new Qualifying Scheme will subsequently be omitted from being assessed for auto enrolment.  Moorepay will not carry out any checks to ensure individual employees contributions comply with legislation.

Salary Sacrifice
· Do you require the scheme to be available via salary sacrifice? If yes is it applicable for all employees or can they choose?

If you require Salary Sacrifice for your pension scheme please indicate Yes or No
If yes do you require all employees to sacrifice their pension contribution automatically? If no Moorepay will not sacrifice any pension contribution unless instructed in writing. 

· Employer’s NI Savings
You may wish to enhance the Employer pension contributions by the Employer’s saved NI contributions, due to salary sacrifice.
What percentage of Employer’s NI saving do you wish to calculate? This can be 13.8% (maximum) or less
The NI Saving will be included as Employer’s Pension on the payslip and as a separate column on the Gross to Net csv file (if applicable). 

Additional Details
As standard, Moorepay will only add your new Pension Code onto the Gross to Net csv file (if applicable).
If you require the addition of Employee’s NI Saving, additional reporting or anything different please provide details in the Additional Details Section and we will arrange for a quote to be raised 
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