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Simply Comply – Employers, you can use this template letter if you’re not going to delay working out who to put into a pension scheme (this is known as postponement). 
Date: [Date]
Dear [Name]

You might be added into a workplace pension 
To help you save for your future, we’re enrolling our employees into the workplace pension scheme – The People’s Pension. 
Am I going to be auto-enrolled?
Yes, but only if on [insert enrolment date], you’re:

· aged between 22 and State Pension age

· earning more than £10,000 a year (£833 a month or £192 a week)

· not already an active member of a qualifying workplace pension scheme with us

· working in the UK.
If you meet these criteria after [insert enrolment date], we’ll add you into the pension scheme at a later date.

Once you’re with The People’s Pension, you’ll pay money into your pension pot which we’ll deduct from your wages. You’ll normally receive tax relief on these payments. [Insert your company name] will also pay into your pension pot. This means much more than just your own money will be going into your pension. To find out more about tax relief, visit thepeoplespension.co.uk/pensions-taxes
Can I join even if I won’t be auto-enrolled?

Yes.
Please choose the relevant paragraph below: 

[As long as you earn £6,240 a year (equal to about £520 a month or £120 a week), we’ll start paying money into your pension pot once you’ve asked to join the pension scheme. If you earn less than that, the law means that you can ask to join but won’t be entitled to pension contributions from us.] 

[But as you earn less than £6,240 a year (equal to about £520 a month or £120 a week), the law means that you won’t normally be entitled to any pension contributions from us, but we’ve decided that we’ll add you to the pension scheme and make contributions.] 
If you want to join, you should sign a letter telling us you’d like to join The People’s Pension. You can send an email instead, but your email must also include a statement confirming that you have personally sent it to us. [Add the relevant postal and email addresses for employees to use for this unless already clearly shown on the letter] 

What happens next?

Once you’re a member of The People’s Pension, you’ll receive joiner information from them. This will include information about your pension, how it works and how to manage your money within the app or your online account.
Where can I find out more?

For details about joining a workplace pension, visit the government’s website: https://www.gov.uk/workplace-pensions/joining-a-workplace-pension
Or to get answers to your questions about saving with The People’s Pension, visit their knowledge base: thepeoplespension.co.uk/help-faqs
If you need help with anything else, then [add in your contact points for queries].
Yours sincerely

[Name]
[Job title]
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