
You Are Being Automatically Enrolled Into
The Example Account Pension

Example Employee 
Example Address,
Postcode

02 November 2017

Dear Example Employee,

To help people save more for their retirement, all employers are now required by law to
provide a workplace pension scheme for certain staff and pay money into it.

You have joined or will join the Example Account pension scheme as you have met all of
the following criteria:

You earn over £192 per week (or £833 per month/£10,000 per year)
You are aged 22 or over and
You are under state pension age

Or you have chosen to join the scheme by opting in.

You can opt out of the pension scheme if you want to but if you choose to remain in the
scheme you will have your own personal pension when you retire. Your pension will
belong to you, even if you leave Example Account in the future. If you wish to opt out, you
must do so within one month of the date of this letter. For full instructions, please visit:
https://www.autoenrolment.co.uk/opt-out

Both you and Example Account will pay contributions into the scheme every pay period,
and the government may also contribute through tax relief.

Please note, if your earnings are below the starting rate for income tax, you will not receive
tax relief from the government on your payments. However, you will still benefit from
payments into the scheme from Example Account.

If you would like to learn more about the pension scheme's arrangements for collecting tax
relief, please visit: https://www.autoenrolment.co.uk/employee-information

The information in this letter will tell you everything you need to know about automatic
enrolment. For further information regarding the pension scheme, please log into the
member portal where you will find the Smart Pension scheme booklet.
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Your pension fund will start building as soon as the first contribution is made. You can
check your contribution history by logging into the Smart Pension member portal at
anytime via this link: https://example-account.autoenrolment.co.uk/employee/sign-in.

You will also receive annual statements each year showing the value of your pension pot,
the fund’s performance as well as your personal pension projection.

If you wish to increase your regular contributions, please log into your Smart Pension
member portal where you can do this with a few simple clicks.

Yours sincerely,
Example Account
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Your workplace pension questions answered

Why have I been put into a pension scheme?

The law now requires that all UK employers put their workers into a pension scheme if
they earn over £10,000 per year, are aged 22 or over and are under the state pension age.
This is because the government wants to get more people saving in order to have another
income, in addition to the state pension, when they retire.

What if I don't want to join the pension scheme?

If you don’t want to join the scheme, you need to ask to leave it. You can choose to opt out
of the scheme within one month of the date of this letter. You can do this by signing into
the member portal and following the simple instructions found here:
https://www.autoenrolment.co.uk/opt-out

If you leave the scheme during this first month, then any contributions you have already
paid into the scheme will be refunded to you and you won’t have become a member of the
scheme on this occasion.

If you want to leave the scheme after the one month opt-out period, then you can cease
your membership but you will not be entitled to a refund of any contributions made.

What if I ask to leave the scheme but then change my mind in the future?

You can ask to rejoin the scheme by logging into your account and selecting "rejoin" in the
"Manage Membership" section of your member portal or you can email:
employee@smartpension.co.uk. Please ensure your email contains the phrase: "I confirm
I personally submitted this notice to join a workplace pension scheme".

If you earn more than £113 a week (£490 a month) the employer will pay into the pension
scheme as well.
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If I ask to leave the scheme what happens after that?

Anyone who asks to leave or stops paying into the scheme, will be put back into it at a
later date (usually every three years if they meet certain criteria). This is because your
circumstances may have changed and it may be the right time for you to start saving. Your
employer will contact you when this happens and you can ask to leave the scheme again if
you wish.

If I want to stay in the scheme, how much do I have to pay in?

Currently, you will pay in 1% of your pensionable earnings each pay period. This will be
taken directly from your pre-tax earnings and may include tax relief from the government.
Your employer will also pay in 1% of your pensionable earnings each pay period.
Therefore, the total percentage put into your pension pot will be 2% of your pensionable
earnings.

Will this amount change?

As the contribution you pay into the scheme is a percentage of your earnings, the amounts
will automatically go up or down if your earnings do. Also, the percentages being paid into
your pension fund will increase over the next couple of years in line with the government’s
minimum requirements. From 6 April 2018, you will need to pay 3% of your earnings each
pay period and your employer will contribute 2%. The total pension contributions will be
5%. And then from 6 April 2019, you will need to pay 5% and your employer will contribute
3%. The total pension contributions will be 8%. These proposed dates and percentages
are subject to Parliamentary approval and is known as contribution phasing.

These amounts, dates and percentages are taken from advice published by The Pensions
Regulator and are correct as of the 20th of April 2017 but may be subject to change.

What is postponement?

If you have received documentation from your employer notifying you that they have
chosen to postpone auto enrolment, then you can choose to "opt in" from the original
staging date if you want.

You can do this within your account area in the Smart Pension member portal. Access the
following link to sign in: https://example-account.autoenrolment.co.uk/employee/sign-in
then follow the instructions here: https://www.autoenrolment.co.uk/opt-in to join the
scheme.
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