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NHS Pensions - Additional Pension decision tree 

The process shown below will also accommodate an AP single payment purchase by an 

employing authority. 

Following completion of 
application form AP1, 

the employer must 

discuss arrangement 
and payment method 

with the member.

Does the member wish 
to proceed with the 

purchase?

Send AP1 to NHS Pensions for 
validation and approval. NHS 

Pensions will inform employer and 
member of decision by AP3 or 
AP4 if accepted and by AP5 if 

rejected.

No further action 

required

AP5 issued. Member 
may submit a new AP1 

application form.

Is payment by lump 

sum?

Has payment been 
made to the employer 

within one month of the 

date of the form AP3?

The employer must 
forward payment to 

NHS Pensions by the 

19th day of the following 
month.

Yes

Rejected

Accepted

Yes

No

No

Member elected to make payment 

by monthly contributions. Where 

the AP commences or ends during 
a part month a full month’s 

contribution must be collected and 

not apportioned.

Tax relief must be 

claimed by the member 

directly from HMRC or 

through the Self-

Assessment form, if the 

member is required to 

complete one.

No

Yes

*Forms AP4 and AP5 are issued both to the member and employer for their records


