Appendix C: Suggested wording for a first instance decision letter regarding a request for an employer to exercise a discretion
	Mr John Smith 

14 Road Street 

Townley 

AB1 2CD 

1 May 2013
	Employer Name
00 Nowhere Street 

Any Town 

Any Shire 

AA0 Z00 

Direct line: 01010 111111 

Fax: 01010 111100 

email : xxxxxx@xxx.xxx.uk 

website : www.xxx.xxx.uk 




Dear Mr Smith 
Local Government Pension Scheme: Decision on the exercise of a discretion 
Thank you for #enter details of how request was received e.g. your letter of ..#.  For #employer name# to agree to your request it must exercise the power it has under #enter relevant regulation number and regulation title (remember that if this is a deferred into payment request the relevant regulations will be the ones in force at the time the person left the LGPS)#.
The regulations requires #enter the detail of what is required by the regulation and what you as the employer now need to do#.
I have decided that #employer name# #enter your decision in summary form#.
Our policy regarding this issue is #enter wording of agreed discretion policy or attach as a separate document if you have a specific document#.

I have taken note of your particular circumstances, notably:

· #List circumstances you have considered#

My main reasons for this decision are:

· #List your reasons using format of evidence used and the impact of this evidence on your decision#
· On the basis of this I have decided that your circumstances are #reiterate your decision by comparing to your discretion e.g not sufficiently different from normal for me not to apply the discretion as written.#  

#If you have consented to the requests then add a Next Steps paragraph telling the applicant what to do now e.g. return attached Pensions Application Form to the LGSS Pensions Service with the enclosed copy of this letter#
Right of Appeal

If you are not satisfied with this decision you should contact me for clarification and further explanation of the matter in question.  Many misunderstandings or incorrect information can be explained or put right quickly and easily by doing this.  If, following this, you are still not satisfied with the decision you have the right of appeal, within six months of this letter, to #enter job title and contact details of adjudicator #.  If you are not satisfied with his/her decision you can then appeal to the Director of LGSS Law & Governance Cambridgeshire and Northamptonshire, a separate person specified by #Cambridgeshire County Council acting as Administering Authority of the Cambridgeshire Pension Fund or Northamptonshire County Council acting as Administering Authority of the Northamptonshire Pension Fund#.  A leaflet on the Internal Dispute Resolution Procedure is enclosed.

Yours sincerely. 

Mr John Brown 

Title - eg Human Resources Manager 

