
1	 Whilst LGPS regulations state that a transfer in should be arranged within 12 months of joining the scheme, your employer will have a discretions policy which sets out some exceptional circumstances which they may consider where the 12-month time frame could be extended.
2	 If Capita hasn’t received your new starter forms from your employer, you’ll get a Transfer Investigation form with your new starter letter. Fill it out and return it to Capita, even if you’ve previously sent one to your employer, so Capita can start your transfer.  
	 Please note - the LOA does not commit you to a transfer; it only allows Capita to request the relevant details from your previous pension provider so we can give you a quote of what the value will buy in the EAPF.
3	 Timescales differ across pension providers. If your case is held up, you should contact your previous fund to help move things along. Capita have no control over how long your pension provider may take to complete their actions.

Important note: If you have other benefits in the Local Government Pension Scheme (LGPS), these may be automatically combined with your EAPF benefits (known as aggregation) unless you choose to keep them separate. If you’d prefer to keep them separate, you must let us know in 
writing within the first 12 months of you becoming a contributing member in your new employment.

Transfer in process flowchart For members within the first 12 months of joining the EAPF.

What you  
need to do

What Capita 
needs to do

What your employer or line manager  
needs to do

What your old pension provider 
needs to do

Key:

Within 5 working days of 
you starting employment.

Your employer sends 
Capita your completed 
New Starter form and 
letter of authority 
(LOA).2

2

When:

On your official 
employment start date 
with your employer.

You join the EAPF and 
your 12 month transfer 
in time limit starts here!1 

1

When:

Within 16 days of 
receiving New starter form 
and LOA.

Capita writes to your 
old pension provider.

3

When:

Determined by your old 
pension provider.3

Your old pension 
provider sends a 
transfer value to 
Capita.3
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When:

Within 15 days of 
receiving transfer value.

Capita provides you 
with a quote and 
discharge forms 
showing what the 
transfer value will buy 
in the EAPF.
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When:

Within 12 months of you 
starting employment with 
your employer.

You complete and 
return your election 
form to Capita if you’re 
happy to proceed.
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When:

Within 8 days of receiving 
election form.

Capita requests 
transfer monies from 
your old pension 
provider to EAPF.
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When:

Determined by your old 
pension provider.3

Your old pension 
provider transfers 
monies to EAPF via 
Capita.
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When:

Within 15 days of 
receiving transfer 
payment.

Capita receives 
transfer monies and 
confirms to you in 
writing the pension 
bought in EAPF.

9

When:


