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Office 

Application form  
issued to 

Contracting 
Authority

Application form 
completed 

Cabinet Office 
advise MyCSP of 

new admission and 
confirm Schedule 1 
or 25(5) admission

Update details on 
Admissions 
Pipeline and 
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going contacts 

Contracting 
Authority and 

Admitted Body 
provide member 
details Inc. HR/

Payroll/Accounts 
contacts

Interface developed 
and ‘Live File’ sent 

to MyCSP

List of 
transferring 

members 
provided to 

MyCSP

Issue introduction email 
including links to Civil 
Service Pensions website 
and Readiness checklist/
process map

Live File tested and 
queries raised with 

employer
Reconcile members to 
Admission Agreement

Queries resolved 
and ‘Live File’ 
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‘Live File’  loaded in 
Compendia

Interface is signed 
off after three ‘Live 

Files’

Copy of Application 
received

Schedule of 
members provided

Admission 
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for approval

Contribution & AVC 
information issued 

to employers

Employer Obligation 
letters issued to 

Admitted Body and 
Contracting 
Authority

Details of new employer to 
be sent to:
Scheme Medical Advisor
Pensions Finance Team

End

Run Live Payroll

Send contributions to 
Pensions Finance 
Team along with 

reconciliation advice

Notify MyCSP and 
Cabinet Office of any 

leavers

Confirmation 
Contributions 
received by 

Pensions Finance 
Team

Invoice Paid

Queries raised? No

Yes

MyCSP arranges 
Introduction 

meeting with all 
parties

MyCSP circulate 
details internally 
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contact 

information

Employer and 
Paypoint codes 

created and 
MyWork set up

Pre Go-live 
meeting
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Interface 
Development call

Project closure 
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handover to BAU
Raise Invoice

Admission 
Agreement 
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Application received: 
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- Admission Agreement 
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Engage Government 
Actuary’s Department 

(GAD) to commence bulk 
transfer process

Engage Government 
Actuary’s Department 
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transfer process

Final interface provided to 
MyCSP

Close off members SCV and 
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To be drawn


	NFD 2nd Gen process map 2022.vsd
	Admissions
	Bulk Transfer


