Instructions for All Sample Letters

Items [in brackets like this should be changed to reflect your personal information]

For example, if your name is Frederick John Smith, in the letter you write to the administrators you would change the template letters shown on the following pages from:

Name: [My Full Name]
to:
Name: Frederick John Smith

You will be writing to the administrators of each of your pension funds.  The name and address of your pension fund administrators will be provided in the Pension Plan Rules which are usually published as a booklet and made available to pension fund members. If you do not have a copy of the rules, the Human Resources / Personnel Department of your current and/or former employers should be able to provide a booklet and the administrators’ contact details.
Before transferring a UK pension, the plan administrators may require evidence of National Insurance Contributions.  When you leave UK employment, your employer is obliged to issue a form P45 which details these contributions (among other things).  This document will usually satisfy the pension plan administrators.  However, if you do not have a P45 you can obtain a statement of your contributions by writing or telephoning the National Insurance Office – a sample letter is provided below.  Their telephone number is:

44 (0) 191 2256677

Sample letter to Pension Fund Company

[My Address Line 1]

[My Address Line 2]

[My Address Line 3]

[My Post Code]

[My Telephone Number]

[My E-Mail Address]

[Today’s date]

The Administrators

[My Pension Fund Company Name]

[My Pension Fund Address Line 1]

[My Pension Fund Address Line 2]

[My Pension Fund Address Line 3]

[My Pension Fund Company Post Code]

Dear Sirs,

Request for Information on

[My Employer’s Company Name] Pension Plan

Please note that I intend to take up permanent residence in Canada on [My Planned Arrival Date]. I would be grateful if you would supply me with the following information in respect of the Pension Fund[funds] that I have with you:

1. Details of pensionable service.

2. Contribution History, detailed by employer, employee.

3. Fund Value if fund remains with current trustees.

4. Transfer Value, i.e. the net value if the fund were to be transferred.

5. Confirmation that no part of the pension has come into payment.

6. The amount of the Fund that relates to the Guaranteed Minimum Pension (GMP) or Protected Rights.

Please advise me of what documentation you will require before effecting a transfer to a Qualifying Registered Overseas Pension Scheme. If I am required to complete any forms, please send them to me now.

My personal details are as follows:

Name:
[My Full Name]

Previous Name:
[My Previous Name (if it was ever changed e.g. by marriage)]

National Insurance No.:
[My Natl. Ins. No.]
Employee Reference No.:
[My Payroll Number/ Employee Reference]

Date Of Birth:
[My D of B]

I look forward to a prompt response as any delay could give rise to Canadian tax liabilities and I would therefore request that you give this matter priority attention.

Yours faithfully,

___________________________

[My Name]

(Sign above and mail to your Administrators.)

Sample Letter for National Insurance Contributions
[My Address Line 1]

[My Address Line 2]

[My Address Line 3]

[My Post Code]

[My Telephone Number]

[My E-Mail Address]

[Today’s date]

Inland Revenue

National Insurance Contributions Office

Services to Pension Industry

Benton Park View

Newcastle upon Tyne

NE98 1ZZ

Dear Sirs,
National Insurance No.: [My Natl. Ins. No.]
I worked in the UK from [My Start Year.] to [My Start Year.] Please send me a statement of the National Insurance Contributions that I made.

I would appreciate receiving the statement as soon as possible as I am in the process of transferring a pension plan to Canada.

Yours faithfully,

___________________________

[My Name]

(Sign above and mail to the Inland Revenue)
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