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Jan Feb Mar Apr May Jun Jul Aug

Employer 
Communication

Active ABS 
Production

Member 
Communication

Send Employer Communications  - information 
and timescales for End of Year return 

22.0431.0328.02

Send Member Comms – Increase Member Self Serve 
Sign Up (MSS) (default for statement publication)

Comms Team System team

Draft Member 
comms
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Response Situation 
checkpoint 18th April

Response Situation 
checkpoint 25th April

Tom

Draft & Sign off 
updated 

statements

Response Situation 
checkpoint 1 July

Response Situation 
checkpoint 10th Aug

Chaser Emails & Phone calls 

End of year data collation and interface processes & CARE increase by employer 

Employer Queries (missing leaver/starter data or CARE pay queries )

Once statements run by employer start member comms 
via GOV Notify & Docmail. Default position email to 
inform statement has been published on MSS. Post 
statement if requested hard copy. Post letter inviting to 
register with MSS if no email

Run ABS calc & statement  production by employer & share 
updates with comms. Run Annual Allowance reports.

Test 
mnemonics in 
statements 

Draft & Sign off 
ABS plans

Draft & 
Produce ABS 
Video / FAQs

Draft & Produce 
EOY Video

Sandy / Mandy

Manual calcs for 
error statements 

Service Delivery 

Load new statement into 
Altair & produce sample 

ABS in LIVE (Colin)

Produce all iConnect
statements est. 14.05

Validate iCon data 
30.04 

(Missing Pay / Data)

Valuation Data Cleanse

Sign off comms

Spot check ABS 
batches (varying 
member scenarios)

Run CARE revaluation  
Early August P
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Jan Feb Mar Apr May Jun Jul Aug

Pension
Increase 

Deferred 
Statement 
Production

Deferred

System team Sandy / Mandy

Draft & Sign off 
ABS plans & 

Member comms

Process Owner Key: Tom
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Run Pension Increase 

Comms Team

Member 
comms via 
GOV Notify & 
Docmail

Run Pension Increase BS production

Download 
statements & send 
in post cfh

Draft & Sign off 
Statement plans 

& Member

Draft & Sign off 
updated 

statements

Test 
mnemonics in 
statements 

Test 
mnemonics in 
statements 

Manual calcs for 
error statements 

Manual calcs for 
error statements 

BS production 
Run AA reports.

Validate def statements 
pre uploadValidate Def 

members eg: JLT 
open cases move to 

st2 / K1 cases

Valuation Data Cleanse

Service Delivery 

Load new statement into 
Altair & produce sample 

ABS (Colin)

Spot check 
ABS batches
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