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1. Find out when your company staging date is
This is your starting point for planning a structured and cost effective project. You can visit The Pensions Regulator website at www.thepensionsregulator.gov.uk to find your date or just give us a call and we will help.
2. Start early (it takes a lot longer than you think..)

The Pensions Regulator (TPR) recommends at least 12 months to set up your Auto Enrolment scheme before your staging date.  By starting early you can secure the best deals and it will cost you less.

3. Pick the best pension scheme for your company
This is one of the most important decisions you will have to make.  An Independent look at ALL the pension providers will secure you the best performing, flexible, easy to run and cost effective scheme for your company.
4. Decide on your contribution basis
Are you aware there are 4 different ways you can decide on how you are going to calculate your Employers contributions and care must be taken in this area as it will make thousands of pounds difference each year.
5. Identify your workforce categories
There are 3 main categories of worker, eligible, entitled and non-eligible and by identifying the groups now it will save lots of time later.  You can find guidance on The Pensions Regulator (TPR) website or call and we will help.
6. Review any existing company schemes
It is possible that an existing scheme could be used or adapted to be your compliant Auto Enrolment scheme. 
Compliant guidance can be found on the (TPR) website or we can perform a free existing scheme review.

7. Having software to help
The ongoing administration of Auto Enrolment is complex and time consuming.  Depending on the size of your company specialist software may be necessary.  Payroll may be able to help or look at providers like Sage.
8. Communicate the changes with workers
It is your responsibility to provide your workers with relevant and timely information about all the new changes so they can make an informed decision on whether to join.  There are guides on the (TPR) website or we will co-ordinate all the correspondence and offer back to back presentations at your work premises.
9. Register your scheme with The Pensions Regulator
It is necessary to register your compliant scheme with (TPR) not more than 5 months after you’re staging date and then re-register every 3 years after that.  You can register here https://www.autoenrol.tpr.gov.uk/
10. Ongoing
It is your responsibility to ensure that the scheme you have chosen continues to give good outcomes to your workers. Either form an investment committee from management or we can provide you with this information.


