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wealthtime

Record of payments due (RPD) form

This form should be completed by the employer, who is paying contributions on behalf of an employee from their own

account or deducting contributions from their salary. This form must be countersigned by the employee.

Please read the contribution notes for employers before completing this form.

Please note: the Wealthtime Self-Invested Pension Plan (SIPP) is not a qualifying auto-enrolment scheme.

Once you've completed this form, please return to Wealthtime Limited, The Oak House, Barford Lane, Downton,
Salisbury, Wiltshire SPS 3QA.

PERSONAL DETAILS

EMPLOYEE DETAILS

Forename(s) in full

Date of birth
(dd/mm/yyyy)

EMPLOYER DETAILS

Surname

Client Number
(if known)

By providing your employer details below you are autharising Wealthtime to correspond directly with your employer.

Employer name

Country of

incorporation/
establishment

Phone number

Employer/company
registered number

Nature of business

Employer contact
name

Employer address

Postcode

I's your employer contribution fram an unincarporated business? Yes

If 'yes, you'll need to supply evidence of its identity.

Acceptable evidence

A photocopy of their latest annual report and accounts, plus an HM Revenue & Customs tax return or invoice.

No
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CONTRIBUTION DETAILS

SINGLE CONTRIBUTION

This section should be completed for contributions that'll be paid only once.

Employee
(£) (net) relief at source

Employer (£) (gross)

REGULAR CONTRIBUTIONS

This section should be completed for contributions that'll be repeated on a reqular basis.

Employee

Employer (£) (gross) (£) (net) relief at source

If your employer wishes to reqularly contribute to your SIPR please have them complete the section below and provide a

completed Direct Debit mandate. Please allow 15 working days for us to set up any Direct Debit instruction.

FREQUENCY OF CONTRIBUTIONS

Half-
Monthly Quarterly yearly Yearly
Startdateforregularcontﬂbuhon ol 7 ol ol
payments: (dd/mm/yyyy)

We will use this start date as the ongoing collection date for reqular contributions. The due date for The Pensions Regulator

purposes, in relation to these reqular payments, will always be the 19th day of the following month.
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TO BE SIGNED ON BEHALF OF THE EMPLOYER

I confirm that the person signing the Direct Debit mandate (DDM) is an authorised signatory on the bank account from
which the payments will be deducted, and is authorised by the company/organisation named as the account holder to set
up Direct Debits on this account for the benefit of the employee named in this form.

Name of person

signing DDM

Position of person
signing DDM

I acknowledge that Wealthtime reserves the right to
request proof that the above-named person is an authorised
signatory of the company/organisation before the DDM can
be set up. I also agree to provide such proof when requested
e.q. a certified, authaorised signatory list or a letter on com-
pany letterhead, signed by a Senior Director confirming the
signatory’s authority. I confirm the information provided
here is accurate and any changes will be notified in writing.

EMPLOYEE'S SIGNATURE

Employer's
authorised signature

Name of employer's
authorised signatory

Position of employer's
authorised signatory

Date
(dd/mm/yyyy)

I agree with these arrangements and have kept a copy for my records.

Employee’s signature

Employee’s name

Date
(dd/mm/yyyy)

If you require this document in an alternative format, please contact us.

Wealthtime Limited. Registered in England No. 6016480. Registered Office: The Oak House, Barford Lane, Downton, Salisbury, Wiltshire
SPS 3QA. Telephone: 01725 512925. Web: wealthtime.co.uk. Wealthtime Limited is authorised and requlated by the Financial Conduct
Authority, based at 12 Endeavour Square, London E20 1JN, under Firm Reference Number 468461 and you can check this autharisation

at fcaorguk/register.
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CONTRIBUTION NOTES FOR EMPLOYERS

Under the ‘reporting late payment of contributions to
personal pensions’ code of practice issued by The Pensions
Regulatar, Wealthtime is required to report any failure by
the employer to make a contribution where this has been
agreed with an employee.

Such an agreement between an employer and 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.

both of the above.

The code applies in the following circumstances:
if there's a late payment™* of a contribution which
is likely to be of material significance to The
Pensions Regulator.
if information isn't provided to us by an employer
when requested to do so for contribution
monitoring purposes.

The code requires us to report to The Pensions Regulator in
these circumstances.

*ate payment means a payment that's not received at all,
isn't received on time, or a payment that's not received in full.

The due date will be the 22nd of the month following
the month the contributions were deducted from the
employee's pay when collected electronically (i.e. by
Direct Debit).

We expect, for example, contributions deducted from
payroll in May to be collected by Direct Debit on 7th or
21st June.

REPORTING LATE PAYMENTS

The late payment of a contribution applies to any type of
contribution that falls into the category of direct payment
arrangement that's not paid to us by the due date. The due date
is the latest date this type of payment must be received by.

This due date will be as defined in the bold paragraph
above. Please allow 15 working days for us to set up any
Direct Debit mandate. Money received after the due date
will be regarded as a late payment.

Please note: if the person signing the Direct Debit mandate
is doing so on behalf of a company or partnership, then proof
that person is an authorised signatory of the organisation
may be required before the Direct Debit mandate can be set
up. Please provide the relevant authorised signatory list.

DECIDING TO REPORT

If we have reasonable cause to believe a late payment is
likely to be of material significance, we have to submit a
material payment failure report to The Pensions Requlator.

For example, a report will be made if:

- contributions are unpaid 90 days after the due date, or
we become aware you don't have adequate procedures
or systems in place to make sure the correct and
timely payment of contributions due, or
if we have reasonable cause to believe that an employer
cannot or will not pay an outstanding contribution.

TIMESCALES FOR MAKING A REPORT

We'll report to The Pensions Regulator within 10 working days
of identifying that a late payment is of material significance.

CHASING LATE PAYMENTS

We'll pursue late payments on a proactive basis before
submitting a report to The Pensions Requlator. Your
employee will be kept informed of our actions.

TIMESCALES FOR US TO INFORM YOU

If we make a late payment report to The Pensions Requlator,
we'll inform employees/their representatives of this event at
the same time.

REPORTING NON-PROVISION OF INFORMATION

If we ask you for information to help us monitor the
payment of contributions, you must provide the required
information within seven days of the original request.

We must then report to The Pensions Requlator within

14 days of the date of the request if we haven't received
payment information from you that enables us to

monitor payments. We'll also report this non-provision of
information to the employees concerned at the same time.

We'll make capies of all correspondence with you available
to the employee and/or their representative regarding late
payments.

More information about this code of practice can be found
at thepensionsrequlatorgovuk.

Please note: We'll need a separate, individual Direct Debit
mandate for each employee. Multiple employee payments
on the same Direct Debit mandate can't be accommodated.
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