Guidance for using the Template for Letter 4 

Letter 4 – for workers already in workplace pension (and it is a qualifying scheme)
You can use this template as it is, or adapt it. You might, for example, need to change some elements to make it accurate for your organisation or your pension scheme. This may include adding information, or removing sentences or sections. Alternatively, you might want to write your own letter but make use of elements of this template.

All the templates have been tested with workers and contain the key information needed by them to understand what is happening and why.

The elements that are required by law are shown highlighted in yellow. Remove the yellow highlight from the final version you send to your workers. 

The template contains instructions in square brackets.  For example, [insert date] or [Select as appropriate]. At these points you need to tailor the templates with the correct information for your circumstances. If you are using a pension provider, you may need information from them to complete this template. 

An example of a completed Letter 4 is also available for you to look at.

Please note:


· All the templates have been written with a defined contribution scheme in mind, as this is the most common type of pension scheme. If your scheme is defined benefit or hybrid, you may need to make changes. 

If you’re not sure which type of pension scheme you have, ask your pension provider.

· The earnings figures mentioned in the templates (for example, £10,000 – the trigger for automatic enrolment, and £5,772 – the trigger for employers having to contribute to the worker’s pension) may change each April.  If they do change, these materials will be updated. You should always check you are using the correct figures before issuing the letter to your workers. £10,000 and £5,772 are for 2014-15.
Guidance for Page 1

It is suggested you remove the header from the completed version that goes out to your workers. It is merely intended to help you know which template you are looking at.
Letter 4 – for workers who are already in the workplace pension (and it is a qualifying scheme)

Guidance for Page 1 (continued)
“Dear……..”

Address the worker by name, if possible. However, if you cannot do this, use a generic term such as ‘Dear Colleague’. (But please note: the letter has to be ‘given’ to the worker. For example, if you use ‘Dear Colleague’ and you are sending a hard copy, the worker’s name should appear on the envelope, or if you are using email, their name should be in the email).

“I am writing to confirm that, as you are already in our workplace pension scheme, this change does not affect you.”  

If you have more than one workplace pension scheme you might want to change this sentence. For example:

“I am writing to confirm that, as you are already in one of our workplace pension schemes, this change does not affect you.”  

“[Include or delete the following three statements as appropriate. See Guidance]

· On your payslip, the figure you can see is your contribution and the tax relief added together.

· On your payslip, you can see your contribution. You don’t see the tax relief – it is added to your pension separately.

· You can also see our contribution on your payslip.”
To reduce confusion, it is recommended you explain what they can actually see on their payslip.  

The first statement is for ‘net pay’ tax relief.  The second statement is for ‘relief at source’. Select the correct one for your scheme. 

Delete the third statement about the employer contribution if your workers can’t see your contribution on their payslip. 

If your workers can’t see either their payments or your payments on their payslips, it is recommended you direct them to where this information can be found.

