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If you wish to transfer benefits from another pension provider you will firstly need to check that 
your current pension scheme will accept a transfer, then complete this form and return it with a 
transfer quotation from your previous pension provider. 
 
It is your responsibility to obtain a transfer quotation from your previous provider and we 
will be unable to start the transfer process without all the required information. 
 
Please complete this form using black ink and capital letters, and ensure you sign it before 
returning. 
 

 

 

 
Part 1 
 

Your details 
 

Your member reference:          
 

Your title (Mr/Mrs/Miss/Other):  
 

Your first name:  
 

Your surname:  

 

Your reference number with 
previous pension provider: 

 

  

 

Your date of birth (DD/MM/YYYY): D D / M M / Y Y Y Y  
 

Your address: 
 

 

 

 

 

 
 

Postcode:          
 

Your previous pension provider:  
 

Your previous pension provider’s 
address: 
 

 

 

 

 

 
 

Postcode:          
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Part 2 – to be completed only if your transfer is to a Money Purchase/Defined Contribution Scheme 

or the transfer includes AVCs. 
 

Your transfer will be used to buy units in a range of investment funds. You can choose one or more 
of the funds available and/or you can choose a Lifestyle strategy where your investments are 
managed for you. If you already invest into a Lifestyle strategy and want to invest your transfer into 
a Lifestyle strategy, you must use the same Lifestyle fund and the same Target Retirement Age. 
 

Railpen strongly recommends that you consider speaking to an independent financial adviser (IFA) 
before making any decisions about your investments. You can find a list of IFAs in your area at 
www.unbiased.co.uk. 
 

Please note that your fund choices must add up to 100%. 
 

Lifestyle strategies: (you may select only one Lifestyle strategy) 
 

 

Full Cash Withdrawal Lifestyle  %  
 

or 
 

Annuity Purchase Lifestyle  %  
 

or 
 

Flexible Drawdown Lifestyle  %  
 

and /or 
Self-Select funds: (as well as a Lifestyle strategy, you can choose from the funds below): 
 

 

UK Government Fixed-Interest Bond Fund  %  
 

 

 

Deposit Fund  %  
 

 

 

Global Equity Fund  %  
 

 

 

UK Government Index-Linked Bond Fund  %  
 

 

 

Long Term Growth Fund  %  
 

 

 

Corporate Bond Fund  %  
 

 

 

Socially Responsible Equity Fund  %  
 

 

 

Sharia-Compliant Equity Fund  %  
 

 

 

Total: 100 %  
 
 

 
 

http://www.unbiased.co.uk/


 

Transfer-in request form 

www.btppensions.co.uk csu@railpen.com 0800 012 1117 PO Box 300, Darlington, DL3 6YJ 

 

000061 Page 3 of 9  

   

Target Retirement Age (TRA)  
 

Your TRA is used by Lifestyle strategies to gradually switch your investments to less risky funds as 
you approach retirement (known as de-risking).  
 

We will assume your TRA will be the same as your pension scheme’s Normal Retirement Age, 
unless you tell us otherwise.  
 

If you intend to retire at an age which is different from the Normal Retirement Age for your pension 
scheme, you can set a personal TRA to be used for your Lifestyle strategy. This will ensure that 
the switching takes place over the years prior to your chosen TRA.  
 

If you invest in a Lifestyle strategy and you change your TRA for the Lifestyle strategy you are 
invested in while you are in a period of de-risking, you need to be aware of some important 
information. 
We need to let you know that, if you increase your TRA, your funds will be ‘re-risked’. This may 
mean moving some, or all, of your investments back into more high-risk investments, or changing 
the proportions invested within the strategy. 
 
NOTE: Your TRA will default to your Normal Retirement Age if you do not indicate an age. 
 
 

Please set the Target Retirement Age for my Lifestyle strategy to   
 

 

Part 3 
 

Data Protection  
 

We may be required to use and share the information you have provided for the purposes set out 
in the enclosed “data protection – how we use information about you” notification. By signing and 
returning this form you are confirming that you have read the enclosed Data Protection notification 
and understand that we will use your personal information as set out in the notification. 
 

I confirm that all the details are true and I have enclosed a transfer quotation from my 
previous pension provider. 
 

I am also confirming I understand that the unit price available on the day the instruction is actioned 
will be used and that Railpen typically aims to action instructions within 5 working days of receiving 
my form.  
 

Please note that if a contribution to your fund is being made at the time you make this request, the 
change to your holdings may not be actioned until the contribution has been processed.  
 

Your wishes will usually to be reflected in your online myRPS account within 10 working days. 
However there are circumstances when it may take longer. 
 

 

Signature:   
 

Date signed: 
D D / M M / Y Y Y Y 

Please enter date in DD/MM/YYYY 
format. 

 

 
Thank you. Please send this information to the address at the top of the page. 
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Frequently asked questions 
 

Is the price shown on the website today’s price? 
 

 

 

No. The website will state which day’s price is being used for fund valuation. 
 

 

Why is the value shown on the website not today’s value? 
 

 

 

Today’s prices for the funds aren’t yet available as financial markets are still open for trading. We 
cannot finalise the prices until after the markets have closed. Prices are available with a few days’ 
lag. 
 

 

When and why do prices change? 
 

 

 

Prices change daily and change in accordance with the value of the underlying investments of the 
funds. 

 

What’s the difference between the traded price and the price that’s showing in my account? 
 

 

 

The price that is used to value your fund account is the unit price. The price that you will trade at, 
on any given day, is the traded price. 
 
Each day, for each investment fund, a traded price is calculated. This price is based on the unit 
price (which is used for valuing your fund), but with what are known as ‘trading spreads’ applied to 
this. The trading spreads are adjustments applied to the unit prices to cover costs incurred by the 
funds when trading in underlying investments. 
 
We only calculate one traded price, per investment fund, per day, which means that members 
trading on any given day will trade at the same price regardless of whether they are buying or 
selling units in the funds. 
 

 

What price is used when I trade (change my investments)? 
 

 

 

The traded price. 

 

Will I be charged for trading and switching my funds? 
 

 

 

We don’t charge a per trade fee to trade or switch funds, but there are costs inherent in trading. 
These are incorporated into the traded prices through the trading spreads. 
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Data protection notice 
 
We, the Railways Pension Trustee Company Limited and Railpen Limited (each with its registered 
address at 7 Devonshire Square, London EC2M 4YH), are a "data controller" in respect of your 
personal information for the purposes of applicable data protection legislation. If there is a 
Pensions Committee for your Section, it will also comply with the data protection legislation. 
 
This privacy notice is intended to give you a clear picture of how we handle your personal data. It 
describes what personal data we collect about you, the basis upon which we process it, with whom 
it is shared, how it is stored and certain other important information relating to the protection of 
your personal data. 
 
Why we use your data 
We will use your personal details in order to deal with and pay any benefits you may be entitled to 
under the rules of the Railways Pension Scheme, the BT Police Superannuation Fund, the British 
Railways Superannuation Fund, or any other pension fund administered by Railpen. 
 
The Trustee will also use your personal data for the purposes of complying with any legislation and 
procedures, which apply to them and to establish, exercise or defend their legal rights. 
 
The Scheme actuary, the Scheme auditor and the appropriate legal advisors may be given access 
to personal data for the purpose of advising the Trustee and Railpen on the management of the 
Scheme. 
 
We may occasionally use your personal data for the purposes of statistical analysis or to respond 
to government surveys (for example, compulsory questionnaires sent to us by the Pensions 
Regulator or the Office of National Statistics) but this is usually completed on an anonymous basis. 
If we wish to use your personal data for any other purpose, we will update this privacy notice. 
 
We may collect and use the following types of personal data about you and, in some 
circumstances, your spouse, civil partner, partner or dependants: 
·      contact details such as name(s), home address, telephone number and personal e-mail 
address 
·      national insurance number   
·      gender and date of birth   
·      marital status, next of kin and family / dependants 
·      dates on which you joined and left pensionable service 
·      financial details such as your salary information 
·      information relating to any pension sharing or earmarking order (if your marriage or civil 
partnership ends) 
·      information about pension benefits you have accrued, investment choices and death benefit 
nomination forms 
·      tax information and any protections that you may have in relation to your pension benefits 
·      your bank account details 
 
This information may be obtained from your current or former employer, government agencies, any 
financial or other adviser or representative acting on your behalf, service providers that allow us to 
verify the accuracy of your personal details (for example, to trace your current address or to verify 
your continuing existence); and from yourself. 
 
In certain circumstances, we may ask you for information relating to your health; for example, if you 
are applying for ill health benefits. In some circumstances, additional medical information may be 
required from your doctor or appropriate medical advisor. We will explain to you at the time why we 
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need that information and how we intend to use it. When we need to, we will ask for your consent 
to use your health information. 
 
You do not have to provide the information requested from you, but there may be a delay in the 
payment of your benefits if that information is not provided. 
 
You may also need to provide us with personal data relating to other people (for example, your 
spouse, civil partner or dependants) for example when completing a nomination form. When you 
do so, you will need to check with them that they are happy for you to share their personal data 
with us and for us to use it in accordance with this privacy notice. 
 
If you are acting on behalf of a child, we may also hold and use your personal information, which 
will be dealt with on the same basis as set out earlier. 
 
What our law basis is for using your personal data 
Under data protection legislation, we need to have what is called a lawful basis each time we use, 
share or otherwise process your personal data. The legal basis upon which we will process your 
personal data could include the following: 
·      there is a legal obligation for us to do so 
·      it is for our legitimate business interests 
·      you have given us your consent to do so 
 
Our legitimate business interests include fulfilling our role in dealing with, assessing eligibility for 
and paying any benefits you may be entitled to. We will not use your data for our legitimate 
business interests if your interests, rights or freedoms override them. 
 
Our legitimate interests, can also mean our (or a third party's) interests in operating the Scheme or 
Fund as efficiently and securely as possible. For example, we may choose to use a third party to 
store your personal data; we may do this in part because our use of that service means that your 
personal data is more secure. 
 
In certain circumstances, we will need your consent to collect and use your personal data; this is 
most likely where we are collecting information relating to your health (for example, in applying for 
ill health benefits). 
 
If we are processing your data on the basis of your consent, you can withdraw your consent at any 
time by contacting Railpen's Data Protection Officer (details shown on the back page). The 
withdrawal of consent will not affect the processing of personal data carried out before consent 
was withdrawn. 
 
Whom the information may be shared with 
From time to time, we may need to share your information with other parties. Where this is 
necessary, we are required to comply with all relevant data protection legislation. The types of third 
parties we may need to share some of your information with include: 
 
·      your current or former employer - for the purposes of operating the Scheme; 
·      pension schemes with which the person whose personal information we are processing has 
an association; 
·      the Scheme or Fund actuary — this is an actuary that is personally appointed to provide 
advice on the funding of the Scheme or Fund. The actuary will be supported by an actuarial team 
who will also have access to your personal data;    
·      the Scheme or Fund auditor - they prepare the Scheme's or Fund's annual accounts and audit 
them for us;    
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·      the Scheme or Fund legal advisor - they advise us on all legal issues affecting the Scheme or 
Fund;    
·      government agencies (for example, HM Revenue and Customs);    
·      ombudsmen and regulatory authorities;    
·      companies that provide services to us, such as printers, information technology systems 
suppliers and support, including provider's email archiving, back up and disaster recovery and 
cyber security services; 
·      your data may be shared with third parties in order to verify your identity as well as to prevent 
and detect fraud. This would involve a 'soft' credit check from a credit referencing agency. They are 
visible on your credit report but don't show up in the same way as a 'hard' check and do not affect 
your credit rating. 
 
Your personal data will also be disclosed to third parties: 
·      if we are under a duty to disclose or share your personal data in order to comply with any legal 
obligation, or any lawful request from any legal or regulatory authority; or   
·      to respond to any claims and to establish, exercise or defend our legal rights 
 
Details of all of the main advisers to the Scheme are available in the Scheme's annual report and 
accounts, which are available on request by writing to us. 
 
Most third parties with whom we share your personal data are limited (by law and by contract) in 
their ability to use your personal data for the specific purposes identified by us. 
 
Certain third parties (most notably, the Scheme actuary and other professional advisers) are 
themselves subject to certain legal or regulatory obligations (including professional codes of 
practice). They will be responsible for their own processing of personal data to the extent that 
processing is subject to, or relates to, those obligations. 
 
Willis Towers Watson provide actuarial services for the Railways Pension Scheme and the British 
Railways Superannuation Fund. Their Privacy Notice is available at 
www.willistowerswatson.com/personal-data 
 
XPS Pensions Group provide actuarial services for the BT Police Superannuation Fund. Their 
Privacy Notice is available at https://www.xpsgroup.com/legal-regulatory/privacy-policy 
 
We will always ensure that any third parties with whom we share your personal data are subject to 
privacy and security obligations consistent with this privacy notice and applicable laws. 
 
How long do we retain your personal data 
Our standard policy is for information or data to be kept for only as long as necessary for the 
purposes set out above. It is then disposed of in a managed and secure way. However, as 
pensions are a long-term saving vehicle, it may be necessary to retain your personal data for the 
remainder of your life and any dependants' lives in order to determine your entitlement to and pay 
the benefits you may be entitled to, along with any dependant's benefits payable. 
 
Transferring data overseas 
Our core systems, data, and administration services are all carried out and stored within the UK. 
 
However, TCS an international multinational information technology service, based in India, 
provides maintenance support. Therefore, on rare occasions it may be necessary to transfer your 
data overseas to TCS. 
 
Transferring personal data to a country outside the European Economic Area that does not have 
adequate data protection is prohibited unless the country has been approved by the European 
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Commission as providing an adequate level of data protection or adequate safeguards have been 
put in place to ensure the security of the data. 
 
As India is currently not on the European Commission's list of countries providing adequate data 
protection, Railpen and TCS have entered into a data protection contract using standard clauses 
adopted by the EU Commission (so-called 'model clauses'). These contain enforceable data 
subject rights and effective legal remedies for data subjects against TCS. Further details on the 
steps we take to protect your personal data in these cases are available on request by writing to us 
at the address on page 7. 
 
Your rights 
You will have a number of rights under the GDPR. These include the right to: 
·      receive a copy of the personal data we hold about you 
·      request personal data to be amended if it is inaccurate or incomplete 
·      request the deletion or removal of personal data where there is no compelling reason for its 
continued use 
·      block or restrict the processing of your personal data 
·      object to the processing of your personal data 
 
There is also a right under the GDPR to receive your personal data (in a structured, commonly 
used and machine-readable format) and to transfer your data to another service provider or data 
controller. This right applies where your data is being processed on the basis of your consent or in 
line with a contract to which you are party. Please note that, for the majority of members, this is not 
applicable as we rely on our legitimate business interest to collect and process your data rather 
than individual consent or contracts. 
 
In order to exercise any of the above rights please write to the DPO at the address below. 
 
How do we keep your personal data secure 
 
We are committed to protecting your personal data from loss, misuse, disclosure, alteration, 
unauthorised access and destruction. We take all reasonable precautions to safeguard the 
confidentiality of personal data. 
 
Although we make every effort to protect the personal data, which you provide to us, the 
transmission of information over the internet is not completely secure. As such, you acknowledge 
that we cannot guarantee the security of personal data transmitted to us over the internet, and that 
any such transmission is at your own risk. 
 
Once we have received your personal data, we will use strict procedures and security features to 
prevent unauthorised access (and take steps to ensure that any third parties with whom we share 
your personal data do the same). 
 
Further questions or making a complaint 
If you wish to exercise any of your rights or have concerns about the processing of your personal 
data or wish to raise any issues in relation to data protection, including in relation to the use of it by 
Railways Pension Trustee Company Limited, Railpen Limited or the Pensions Committee for your 
Section, please contact the Data Protection Officer at Railpen: 
 
Data Protection Officer 
Railpen 
Stooperdale Offices 
Brinkburn Road 
Darlington 



 

Transfer-in request form 

www.btppensions.co.uk csu@railpen.com 0800 012 1117 PO Box 300, Darlington, DL3 6YJ 

 

000061 Page 9 of 9  

   

County Durham DL3 6EH 
Tel: 0800 012 1117 
Email: csu@railpen.com 
 
If you are unhappy with how your personal information is being handled, you also have the right to 
make a complaint to the Information Commissioner's Office, an independent body set up to uphold 
information rights, which will investigate your complaint. 
 
 
 


