Procedure for new pension scheme set ups

1. Folder - Create a new folder in the name of the new pension scheme plus 3 subfolders named:

-Deeds and Docs
-Inbound 
-Outbound

2. Deeds - Once the Terms of Businnes and the Set up Questionnaire has been returned the set up Deeds can then be drafted, which will be generated via standard documents on the system (vpn→Non Folder→00 Templates – Pension Practitioner→Set up→Deeds and Docs). These include:

-Trust Deed
-Appointment of Administrator and Practitioner Deed
-SSAS Invitation letter (members only)
-Nomination of Beneficiary Form (members only)
-Cover letter 
-Precompleted Metro Bank ap

3. Invoices – We need to create 2 invoices one for set up and one for annual administration. These are created in Zoho Invoice and need to be saved in the Outbound Folder. Please save them as

Invoice – set up of Capricorn Pension Scheme for one member 280313
Invoice – admin 28 March 2013 to 27 March 2013 280313
Please note these are to saved in Zoho as draft 

Update the database

4. Update the invoicing spreadsheet and all other spread sheets– insert the name of the scheme, name of the limited company, in the section for payment method please insert ‘waiting for DDM’, insert the renewal date (as per the invoice) and the net renewal fee (as per the invoice).
5.  Create a file 
The set up deeds (Trust Deed, Appointment of Administrator and Practitioner Deed, SSAS Invitation letter, Nomination of Beneficiary Form & Cover letter) need to be e-mailed to the client or introducer, along with a Pre completed Metro Bank Application Form, a Direct Debit Mandate and the clients’ invoices (1 for set up & 1 for admin). You will also need to request ID for each of the Trustees if we have not already received them. This will consist of copy Passport (copy Driving Licence if the Passport is not available), copy personal bank statement and copy Utility Bill. The e-mail will also contain a request for the set up fee. This will all be done on a standard e-mail.
Tax registration 

Day 1 

Go to www.hmrc.gov.uk/login
Under ‘Services you can use’ click on Activate or Access Online Services. Go to Pension Schemes for Administrators - Access service, then to Pension Schemes for Administrators Product. Under Registration on the right hand side, go to Register a new Pension Scheme.
Scheme name → type the name of the scheme
Do you want to register as a stakeholder scheme →NO
Select the legal structure → A single trust under which all of the assets are held for the benefit of all members of the scheme.
How many members are there likely to be in the next 12 months? → 1-10
Is the scheme an investment-regulated pension scheme? → Yes
Click Next. This will take you to About the Scheme:

Is the scheme an Occupational Pension Scheme? → Yes.
Go to the drop down box and click United Kingdom, then click Next. 
Scheme Establisher Details 

In this section type the Limited Company name and the scheme correspondence address as per the database/set up questionnaire. Go to the drop down box and click United Kingdom. Click Next.
 On the next page under Scheme Establisher click Next.
On the next page Declaration - tick all 5 boxes, click Submit.
On the next page click the bottom tab Submit these registrations. 
In User ID paste our Pension Practitioner details
In Password type our P.P details and Hit Submit.

 This will generate the Pension Scheme Tax Reference (PSTR Number). It should take about 30 seconds to do this. Go to View Submission Receipt → View and save Submission Receipts. Print this off for the file and save it in the clients’ folder Deeds and Docs as:

 HMRC – Application for Tax Registration - 250814 

 You have now successfully applied to register the Pension Scheme! We now need the 12 point letter. 
This will take 24/48 hours for the HMRC system to generate. 

Please update the database with the following details:

Application for Tax registration date (today)
PSTR Number

12 Point letter

When this arrives we have a standard template we use, just follow the questions as best you can and ask Brad if you need help. This must be accompanies with the Trust Deed, admin agreement, invitation letter. In some cases we add in the set up questionnaire and the introducers docs as well.
Once you have replied to the 12 point letter we await Tax Registration, keep an eye on the online services website for HMRC. 

Once the scheme has been tax Registered we confirm this to the member or the agent. We then apply to open the Pension Scheme bank account ie Metro Bank or Church House trust. Please see procedure form.

Once the account has been opened we now apply for the tansfers.
