
	


















Adviser template: Auto enrolment overview of services and fees

This document is intended as an example guide only, to assist you and is not provided as a recommendation. NOW: Pensions Limited is not responsible for any changes made to this document.
Between [Adviser company]
And [Employer] 
This document sets out the services that can be carried out by [name of adviser company] on behalf of [name of employer company] in order to assist you in establishing a suitable auto enrolment pension scheme in line with auto enrolment regulations. We can provide the following services:

1. Assessment and structure
· An initial face to face meeting to understand the nature of your business, your workforce, payroll and HR systems in order to make the most appropriate recommendations.
· Provide you with a report following the initial meeting outlining our recommendations 
for pension scheme and auto enrolment compliance solutions. The report will cover:

· An overview of your main auto enrolment responsibilities
· An analysis of your existing workplace pension schemes (if you have any) and their suitability for auto enrolment
· A suggestion as to the most appropriate definition of pensionable earnings and contribution rates reflecting the nature of your work force and the objectives for your workplace pension scheme
· Recommendations as to whether to use postponement and if so the most effective approach at staging date, for new joiners and future eligible jobholders 
· How we believe you should put in place systems and processes in order to carry out 
your auto enrolment activities, responsibilities and record keeping requirements. 
· A high level project plan – timescales and who should be involved. 
Cost = [£1500]
2. Identify and recommend provider(s)
We can identify providers who can accommodate your workplace scheme. These could be traditional providers e.g. Scottish Widows, Aegon, Aviva, Scottish Life, Standard Life, or one of the major Master Trusts such as NOW: Pensions or NEST. It should be noted that not all providers will be prepared to offer you a scheme covering all your employees. 

Our knowledge of the marketplace will enable us to source an appropriate scheme for you, but 
the earlier we start this process the better. We can best match a pension provider to your needs
by considering:

· Payment methods into the scheme
· Provider auto enrolment systems capability – to help you cost effectively adhere to legislation
· Member communications
· Scheme servicing
· Scheme charges
· Default fund and fund choice
Cost = [£1000]
3. Member communication
We can provide the following:
· Guidance on creating a detailed explanation of how the scheme works, the benefits of joining and the ongoing commitments required
· Advice as to the best method of supplying printed material explaining workplace pensions and details of the selected scheme for distribution to your staff
· A qualified IFA to deliver group briefings about auto enrolment, the benefits of saving for retirement and how your scheme works
· Suitable advice to employees about transferring existing pension benefits to your scheme. Individual advice charges would be agreed directly with each employee. 
4. Implementation
You will have to set up the scheme and ensure that the correct payments are made. This is a complicated process, requires careful planning and the need for appropriate system interface between your payroll and pension provider. We can:

· Complete the necessary application forms and set up process with the selected pension provider on your behalf
· Liaise with yourselves, your payroll and pension providers in order to ensure the data exchange requirements and interfaces are set up in time
· Register your scheme with The Pensions Regulator
5. Updates and post staging date services
You will need to keep abreast of new legislative changes and give your staff regular updates on 
the scheme.

You may wish us to provide regular workplace clinics for employees whether that be to do with pension transfers or wider financial advice.
Cost = [£xxx]
The cost to provide the services described in stages 3 – 5 will vary depending upon the level of involvement required and the number of [adviser company name] staff. The daily adviser rate for member workshops is £xxx or £xxx for ½ day. We offer monthly retainer packages where ongoing advice is required.
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