Employer Contributions Record of Payments Due
If your employer is making regular contributions to your SIPP, please ask them to complete and return this form.
• The Employer will need to provide a new copy of this form if there are any changes to payments
• Please note that we, as the Scheme Trustee, are obliged to report any missed or late payments to the Pensions Regulator.
When completed, please return to Fidelity Personal Investing, PO Box 80, Tonbridge, TN11 9FF.

1

Personal and Employer Details

1.1

Employee’s details

1.1.1

Title
Mr

Mrs

Ms

Other:

1.1.2

Surname

1.1.3

First and other names in full

1.1.4

National Insurance number

1.1.5

Are you a UK National only? (Please mark an X in the box)

1.1.6 Are you a UK National and National of one or more other countries?
		 (Please mark an X in the box and list all other countries below)
1.1.7 Are you a National of Non-UK countries only? 			
		
(Please mark an X in the box and list all other countries below)

1.2

Nationality 1

Nationality 2

Nationality 3

Nationality 4

Employer’s details
/10.18/v5.0/

1.2.1 Name of company

1.2.2 Contact Details
Telephone
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Email
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1
1.2.3

Personal and Employer Details (continued)
Office Address. ‘Care of’ and PO Box are not acceptable.
Office number/name

Street, city, county and country

Postcode
1.2.4

Company Type
Limited Company

1.2.5

Limited Liability Partnership (LLP)

Partnership

Sole Trader

Company Registration number

Please note: If your business is not registered with companies house, we will require further documents. 		
Please see the notes section of this form.

1.3

Employer’s contributions for the employee

1.3.1 What is the regular amount you wish to pay into the employee’s plan?

£

•

1.3.2 When would you like your regular contributions be taken from your bank account?
10th

OR

25th

Please allow twelve working days for us to set up your Regular Savings Plan.
Collections will then start on the next available payment date and follow the frequency you have selected.
1.3.3 How often would you like to make a payment?
Monthly

Quarterly

Every 6 Months

1.3.4 Signature. The employer must sign here .

1.3.6

Position
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Print name

Date signed
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1.3.5

Annually
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Contribution Notes for Employers
From 6 April 2006 the ‘Reporting late payment of
contributions to personal pensions’ Code of Practice
came into effect. This Code of Practice gives
guidelines to Fidelity, and other pension managers,
about employers who have agreed with an employee
to pay contributions on the employee’s behalf to the
SIPP.
Such an agreement between an employer and
an employee is known as a ‘direct payment
arrangement’ and applies to all contributions paid by
an employer which are:
• Deducted from an employee’s pay
• Paid on the employer’s own account, or
• Both of the above.
The code applies in the following circumstances:
• If there is a late payment* of a contribution which is
likely to be of material significance to the Pensions
		Regulator
• If information is not provided by an employer when
		requested to do so by Fidelity for contribution 		
monitoring purposes.
The code requires Fidelity to report to the Pensions
Regulator in these circumstances.
*Late payment means a payment that is not received
at all, a payment that is received but is not on time,
or a payment that is not received in full. Payments are
deemed to be late via reference to the selected ‘due
date’.

Reporting Late Payments
The late payment of a contribution applies to any type
of contribution which falls into the category of ‘direct
payment arrangement’ that is not paid to Fidelity by
the due date. The due date is the latest date this type
of payment must be received by Fidelity.
For employer contributions the due date is the latest
date by which the employer has notified Fidelity
that the contribution will be paid into the SIPP. This
notification may be made in writing to Fidelity by the
employer, or by the employer completing the ‘Record
of Payments Due Form’.
Please note when submitting regular employer
payments, please ensure the selected payment due
date is after the date the monies are expected into
the SIPP. Please allow 20 working days for Fidelity to
set up any Direct Debit Mandate. Monies received
after the due date will be regarded as a ‘late
payment’.

Deciding Whether to Report

If Fidelity has reasonable cause to believe a late
payment is likely to be of material significance to the
Pensions Regulator we will report to the Pensions
Regulator. For example, a report will be made if:
• Contributions remain unpaid 90 days after the due
date

• We become aware that an employer does not have
adequate procedures or systems in place to ensure
the normal correct and timely payment of 		
contributions due.

Timescales for Making the Report to the
Pension Regulator
Fidelity will report to the Pensions Regulator within 10
working days of identifying that a late payment is of
material significance.
For example, in the case of non-payment of
contributions 90 days after the due date, Fidelity
should report at the latest within 10 working days after
the end of the 90 day period.

Timescales for Fidelity to Inform
Employees
Where Fidelity makes a late payment report to the
Pensions Regulator, we will usually inform employees/
their representatives of this event at the same time,
and in all cases no later than 30 working days after
the late payment report.
For example, in the case of non-payment of
contributions 90 days after the due date, Fidelity will
report to the employees within 30 working days after
the end of the 90 day period.
However, if Fidelity considers that it may cause the
employer to rectify the situation more quickly, we can
report late payment to employees earlier than 90
days after the due date, whether or not we consider it
to be of material significance.

Reporting Non-Provision of Information
from an Employer
If Fidelity asks employers for information to enable
them to monitor the payment of contributions,
employers must provide the required information
within 30 days of the original request by Fidelity.

Documents required for Partnerships and
Sole Traders
We need further documentary evidence of your
business trading type to enable us to accept your
employer contributions.
Sole Trader:
- Letter from HMRC confirming the traders full name
		 and ‘trading as’ style
		- A pay slip (dated within the last 3 months) from 		
the employee OR a letter from your accountant 		
confirming the employer number and confirmation
that the staff member is currently working for your
company.
Partnership:
- Partnership Deed
		- ID Verification of all partners

Issued by Financial Administration Services Limited, (a Fidelity Personal Investing company), which is authorised and regulated by the Financial Conduct Authority.
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