
 

 
 

 

2020/21 Annual Return  

Query Resolution Guide  
 

Introduction 
Prior to each end of year the Dorset Pension Fund (DCPF) reviews its systems and processes and 

implements improvements for the next end of year process.  Following receipt of End of Year 

submissions, to ensure accurate data is entered on members’ records, Dorset County Pension Fund 

(DCPF) will raise queries with our employers.   

 

Generally, the number of queries has reduced year on year, however we will continue to identify 

errors and our aim is to educate employers and improve processes to ensure the data you supply 

reduces the number of queries that we raise with you.   

 

Points to note 
 

1. EOY Return Template 

Validation has been put in place to ensure that the correct version of the EOY Return is being 

used.  If you do not use the correct version, which contains member data specific to each 

employer, you will not be able to mitigate your queries or upload the file.  

 

Your bespoke return spreadsheet will be uploaded by DCPF to your section of the Your Fund 

website on or prior to 19 March 2021.  You will be sent a notification when the file is available, 

and you will need to log into Your Fund to pick it up. 

 

2. Guidance Tab  

Notes to help complete the return can be found on the Guidance tab of the spreadsheet. 
 

 
 

This tab contains details and guidance on which fields are mandatory, which fields are 

conditional, how to complete them, and the correct formatting to use. 

 

It also contains notes relating to specific issues such as Assumed Pensionable Pay (APP), 

contribution rates, etc. 

 

 

 



3. Basic Data Tab  

This tab contains details of all members we hold on our systems that had a period of active 

membership in the fiscal year.  It can be useful to refer to this when resolving queries. 
 

 
 

4. Automatic Error Notification /Query Summary Spreadsheet  

Once you have entered your data into the spreadsheet, click on the Autoformat button (this is 

displayed above columns CC and CD) and you will first be presented with a pop-up box. 
 

 
 

This provides a summary of any critical errors which will need to be resolved before submission 

can be made. 

 

An additional spreadsheet will also be created which contains all the queries identified on the 

EOY spreadsheet split out on to different tabs.   
 

 
 

You will need to review these queries and update Sheet1 of the annual return accordingly prior 

to submission.  Note:  You will need to name and save this spreadsheet. 

 

Description of the queries will be displayed against the relevant members in columns BW to BZ 

of Sheet1. 
  

 
 

When resolving the queries, it may be useful to use the filter button in the column heading.  To 

deal with these queries, you will need to either amend any erroneous data or enter a comment 

in the Notes column (BR). 



5. Query Summary 

The EOY spreadsheet will also display a summary of the queries on the on the Query Summary 

tab.   
 

 
 

The table will display the number of occurrences of each query and in which column and tab to 

find the error. 

 

Critical Errors 

Critical errors include “High or Low PR”, “Missing Payroll Number”, “Missing joiner - DJS before 

01/04/2020”, “Hours greater than 100%”, etc.  To ensure that post-submission queries are 

reduced, a tolerance has been set on the number of critical errors that we will accept (see 

column F in table on the Query Summary tab for details).  Without resolving these critical 

errors, you will not be able to upload the return.   

 

Formatting Errors 

Formatting errors are totalled up on the Query Summary tab from row 36 downwards.  The 

system counts the number of formatting errors and shows an error rate against each field.  
 

 
 

No field should have more than a 1% error rate and a description of what is expected in this 

field is listed next to the error rate.  Fields with errors will be highlighted red on Sheet1.  Please 

revisit Sheet1 (it can help to use the “Filter by Colour” function on each of the columns) and fix 

the necessary fields. 

 

 

 

  



Query Types and Resolution 
 
This section explains the causes, impact and resolution of the various query types. 

 
2020/21 Full Time Equivalent (FTE) Query – High/Low PR 

Reason for query 
The figure that exists in Pre 2014 Scheme Pen Pay column (BO) of Sheet1 on the annual return is 
either 15% greater or lower than the previously submitted FTE pay/starting salary.  These are the 
tolerances that the actuary will raise with DCPF. 

Impact 
If a higher FTE pay is entered onto our systems and the member had pre-2014 membership (you 
may not be aware of this as the member may have transferred in Pre-2014 from a previous 
employer) then the member’s liabilities would be inflated.  This means that the FRS102/IAS19 report 
that goes into your company accounts will be incorrect, the same is true for those who have a low 
FTE pay query. 

In addition to this, DCPF needs to send out an Annual Benefit Illustration (ABI) to ALL active 
members before 31 August.  If the member’s FTE on the return is too high, then the member will be 
sent a statement informing them that their pension is going to be greater than it should be. 
Conversely, if the member’s FTE is lower than expected then the member’s ABI will show a pension 
benefit less than they are entitled to. 

Resolving Query/Mitigation 
For each of these error types please review the member’s FTE pay.  Check the Previous PR/Starting 
Salary (column BU) against the figure you are supplying in column BO as this is where this issue is.  
Make sure that all elements that should be included in this value are included and those that do not 
need to be included are removed (for example, the FTE pay in column BO of the Sheet1 tab should 
not include non-contractual overtime).   

If the member did indeed have a much higher/lower FTE pay this year compared to last year, you 
can enter the phrase “Agree High PR” or “Agree Low PR” into the Notes column (BR) followed with a 
brief explanation.  For example, “Agree High PR – Members FTE pay increased due to a promotion 
and their new FTE pay figure is £30,000.00”.   

Please note: If a member had a period of Maternity leave or sickness then this should not affect the 
members FTE figure.  Persons who go onto Maternity may come back to work on reduced hours, but 
it is unlikely that the employer would reduce their FTE pay. 

Important: Please do not type “Agree High PR” or “Agree Low PR” against all members identified as 
having a FTE query without checking them.  If this were to happen, all those members will receive an 
ABI with incorrect pension/lump sum amounts.  We highlight your potential FTE pay errors and once 
you respond (on the return) stating that this is correct then this is what is used for statements and 
ALL actuarial/financial purposes. 
 
 

No Trace Query 

Reason for Query 
Based on the information that appears on the Basic Data tab (which should contain all members on 
our systems that had a period of active membership in that fiscal year) the NI number provided on 
your return does not appear at all, suggesting that there is “No Trace”. 

 



Impact 
If we are not aware that the member should be on our systems, this could result in the member not 
receiving an ABI (which is a regulatory requirement), it may also impact the employers FRS/IAS 
reports and possibly the valuation.  Transferring in of benefits will also be delayed as the member 
should get the opportunity to transfer in previous membership as soon as they join the scheme, if 
the transfer is delayed then the impact of the previously stated two points will be magnified. 

Resolving Query/Mitigation 
The most common cause is that an on-line joiner form has not been submitted for this member. 
However, it maybe that the NI number that was quoted on the original joiner form does not match 
the NI number in column A of Sheet1.  Please refer to the Basic Data tab and ensure that the 
member in question does not appear under a different NI number. 

As the basic data on the template is not ‘live’ (usually run in early March), it may be that the joiner 
form was received after this date and therefore the member does not yet appear on our systems.   

If so, provide an explanation for the omission in Notes (column BR).  For example – “Member joined 
on 25th March 2021, a joiner form has already been submitted (Your Fund on-line forms Ref: 
JN0099/45245”). 

This is not a critical error for this reason, should it transpire that we are indeed missing a joiner form 
for this member you will be requested to submit an on-line joiner form. 
 
 

No 2020 PR (No Previous FTE Salary/FTE Starting Salary)  

Reason for Query 
The Basic Data tab shows the last two FTE pay figures that we hold on our systems, these values 
would have been provided by the employer on either the previous annual returns and/or the joiner 
form. 

If a member joined prior to the fiscal year, then there should exist an FTE value as at the previous 31 
March.  If the member joined the scheme during the 2020/21 fiscal year then we would not expect a 
previous FTE, but we would expect a starting salary.  Should the member have neither of these then 
this will cause the query. 

Impact 
This would have an impact on the member’s ABI as well as any actuarial/financial reports that we 
undertake.  The actuaries use this value for many reasons and this value should be the members FTE 
pay without any non-contractual overtime, pro-rated up by hours/weeks and annualised. If the 
member joined the scheme post 2014 (and only subjected to CARE), we still require this information 
as the member may have transferred in previous service that the current employer would not be 
aware of. 

Resolving Query/Mitigation 
In the Notes column (BR) of Sheet1, please provide details as to what is missing from our systems, 
such as last year’s FTE pay or the member’s starting pay. 
 

Payroll No. Query (Missing Payroll Number on Return / on our System) 

Reason for Query 
All members and their employments must have a unique identifier (payroll/post number).  This 
enables us to identify which contributions, pay and hours should appear for each employment.  It is 
possible for a member to leave one employment whilst retaining another and we therefore will need 
to easily be able to identify which employment has ceased.  To this end we require the member to 



have a unique payroll /post number for each employment and that it does not change from year to 
year so that we can differentiate. 

Impact 
If there is a mismatch between the member’s payroll number on the spreadsheet and the payroll 
number we hold, then the system will assume that this is a new joiner.  Although we manually 
review any issues raised to ensure we can post contributions, FTE and CARE correctly, this could take 
a considerable amount of processing time.  This would also lead to erroneous queries being 
automatically generated.  It is also possible that the joiner gets placed onto our systems causing 
duplicate employments for the same member and therefore doubling the liabilities for the 
employment. 

Resolving Query/Mitigation 
In the Payroll Post Number column (Y) of Sheet1, please provide unique payroll numbers for all 
members and their employments.  If a member has 2 employments, the payroll number for each 
employment should be unique and match the payroll number that we hold on our systems.   

The payroll number that we hold on our systems can be found on the Basic Data tab in column I.  If 
this payroll number is incorrect, please submit the return with the correct payroll number in the 
Payroll Post Number column (Y) and make a note in the Notes column (BR) that the payroll number 
on our systems is incorrect.  We will then update our payroll number with what you hold.   

Please ensure that the payroll number you hold for each employment does not change from year to 
year, but if they do, please let us know to ensure the number of this type of error is reduced at end 
of year.  If payroll numbers for all your employments have changed, please provide a separate listing 
of the new payroll numbers so that we can update our systems prior to the upload of the return. 
 

FTE under £10k Query 

Reason for Query 
No active member should have an FTE less than the national minimum wage except for apprentices.  
The national minimum wage from April 2020 for persons between 18 and 20 years of age is £6.15, 
which equates to an FTE of at least £11,193.00, and is higher for those over 20.  The FTE figure we 
request is required for all members who are actively paying into the scheme, so a zero value is not 
accepted. 

Impact 
If a member has a value of less that £10k in the Pre2014 Scheme Pen Pay column (BO) of Sheet1, 
this implies that they are earning less than the national minimum wage.  This is particularly 
important for members who have been employed prior to 01/04/2014 as this would affect the 
member’s benefits as well as the employers’ liabilities and FRS102/IAS19 reports. 

Resolving Query/Mitigation 
If you have apprentices who are paying into the scheme (and therefore appear on the 2020/21 
return) please put a comment in the Notes column (BR).  Please ensure that the phrase “Agree PR 
Apprentice” is included in the text in this field.   
 

Missing Joiner Query 

Reason for Query 
There are three main queries in relation to missing joiners and they are: 

Missing Joiner – Where a members NI number and Payroll number appears on Sheet1 but does not 
appear on the Basic Data tab. 
 



Missing joiner - DJS before 01/04/2020 - Where a member’s NI number and Payroll number appears 
on Sheet1 but does not appear on the Basic Data tab.  In addition to this the member’s date of 
joining the scheme is before this fiscal period.  This would mean that the member started paying 
contributions into the scheme in a previous fiscal year and did not appear on any previously 
submitted annual return. 
 
Missing Joiner AND Leaver – Where a member’s NI number and Payroll number appears on Sheet1 
but does not appear on the Basic Data tab, in addition to this they also have a date of leaving listed 
in the DOL column (BA) of Sheet1 suggesting that we are missing both a joiner form and a leaver 
form. 

Please note: It could be that the Payroll number on our systems for that individual member (Basic 
Data tab – Column I) does not match the payroll number on your systems (Sheet1 tab – Column Y) 
and therefore we cannot match the payroll number to the members NI number.  

Impact 
The impact of not having a member on our systems are many and could be considerable.  

• The member would not receive an Annual Benefit Illustration (ABI) and would therefore not 
adhere to the Pension Regulators requirement of sending out 100% of the active ABIs. 

• Delay in any transfers that the member may wish to bring into the fund. 

• Actuarial/Financial reports would not be accurate in terms of the number of active 
members/liabilities in the fund at a certain date. 

• Non-payment/delay of retirement benefits should the member retire between the start date 
and leaving date. 

Resolving Query/Mitigation 
Review each of these missing joiner queries and ensure that the payroll number on the Basic Data 
tab match the Payroll Post Number (column Y on Sheet1) for all the member’s employments.   

If the number on the Basic Data tab is incorrect, do not change this as this would have no impact.  
You should inform DCPF of any payroll number errors prior to uploading the annual return.  The 
query will still appear on the return; however, it should all ow you to upload to Your Fund.  

If the payroll number on Sheet1 is incorrect and the payroll number on the Basic Data tab is correct, 
then change the payroll number on Sheet1 (column Y) this should remove the query from the 
return. 

It may be that the NI number on our systems does not match the NI number on Sheet1. If this is the 
case, please confirm which NI number is correct (in the Notes column) and update the NI number on 
Sheet1 if it transpires that the NI number on the Basic Data tab is correct. 

If you agree that the “Missing Joiner” query is indeed a missing joiner, please ensure that ALL the red 
cells on that row are reviewed.  The FTE Pay On Joining (column AB) is often omitted and this value 
is compulsory for all members who joined the scheme in this fiscal year and should be like the Pre 
2014 Scheme Pen Pay figure in column BO of Sheet1. 
 

Missing Leaver Query 

Reason for Query 
There are two main Missing Leaver queries that can be identified on Sheet1 and they are: 

• DOL on Return, active on our systems 
• Missing Joiner and Leaver 



Based on the information we hold, the individual member’s employment appears as active on our 
systems, however the return suggests that they have since left employment.  This means that an on-
line leaver form was not submitted when the member left that employment. 

Please note:  If a member changed employment and did not have a break in service then we would 
not expect to see two lines on the return for this member. 

Impact 
If a member record appears active on our systems, we would expect contributions to be paid into 
the fund.  As an active member, they will be continuing to accrue benefits as well as liabilities.  If the 
member leaves employment, without DCPF being made aware, the liabilities will be building which 
could affect your triennial valuation and consequently your employer contribution rate.  This could 
also mean that should the member wish to transfer their liabilities to a different fund, this could be 
delayed and subsequently increases your liabilities. 

Resolving Query/Mitigation 
Review each of the missing leaver queries and ensure that the payroll number on the Basic Data tab 
matches the payroll number on Sheet1 for all the member’s employments.  

If the number on the Basic Data tab is incorrect, do not change this as it would have no impact.  You 
should inform DCPF of any payroll number errors prior to uploading the annual return.  The query 
will still appear on the return; however, it should allow you to upload it to Your Fund.  

If the payroll number on Sheet1 is incorrect and the payroll number on the Basic Data tab is correct, 
then change the payroll number on Sheet1 (column Y) this should remove the query from the 
return. 

It may be that the NI number on our systems does not match the NI number on Sheet1.  If this is the 
case, please confirm which NI number is correct (in the Notes column) and update the NI number on 
Sheet1 if it transpires that the NI number on the Basic Data tab is correct. 

If you agree that the “Missing Leaver” query is indeed a missing leaver, please submit an on-line 
leaver form via Your Fund. 

 

Multiple Query 

Reason for Query 
The multiple query is somewhat different to a missing joiner or missing leaver query as it involves 
either members with multiple employment records on our system or on your return.  The check 
specifically looks for the number of times an NI number appears on Sheet1 and compares this to the 
number of times that the NI number appears on the Basic Data tab.  If they differ then the Multiple 
Query column (BY) will state how many of that NI number appears on each sheet.   

Impact 
Having a multiple query error is one of the more complicated errors to get to the bottom of and has 
one of the biggest actuarial impacts.  Each employment that the member holds for your organisation 
should have an individual record on our systems.  This means for each new role that a member has, 
they should have the right to join the pension scheme for that role and/or opt-out should they wish.  
Should a member have 3 employments on our system and one on the return, this could increase 
your liabilities by up to threefold for a single member. 

Resolving Query/Mitigation 
Check the employments that appear on the Basic Data tab.  Each line on the Basic Data tab 
represents a different employment.   

Payroll numbers and NI numbers are key to multiple records.  If a member has two employments, 
we would expect to see two lines on the Basic Data tab.  If this is not the case it is likely that we are 
missing a joiner form for one employment (if the number on system is greater than the EOY return) 



or we could be missing a leaver (if the number on the EOY return is greater than on our systems).  If 
a member left an employment during the previous scheme year, we would expect to have a Date of 
Leaving (DOL) in column N on the basic data tab for that payroll number.   

If you identify that there is a missing leaver or joiner, please submit an on-line leaver or joiner form 
via Your Fund. 

 

Employee Conts Query 

Reason for Query 
There is a discrepancy between the employee contribution amount entered and the employee 
contribution rate.  Based on the contributions on Sheet1 (columns AS, AV, AY, BF and BH) and the 
contribution rates (columns AO, AQ, AT and AW) we can calculate the members actual pay for the 
year.  As the actual pay is provided by you, what is calculated should equal what you have entered 
for the member’s actual pay (columns BE and BG). 

The figures entered in the Cumulative Main Scheme Pay and Cumulative 50/50 Scheme Pay 
columns (BE and BG) are compared to the member contributions entered in columns BF and BH as 
well as the Contribution Rate in column AO.  If the difference between the calculated amount of 
actual pay and the actual pay listed is greater than £200 then a query will be raised.   

Impact 
An underpayment/overpayment of contributions can impact the employer liabilities as well as any 
annual reconciliations.  The total pay for each member in a fiscal year should marry up with the total 
actual pay on the return as well as the total employee AND employer contributions.  This may affect 
your employer contribution rate in the long term as well as the audit of reconciliation processes. 

Resolving Query/Mitigation 
Please ensure that all red cells in the Employee Conts/Pay Checker and Employer Conts Checker 
(columns BS and BT) on Sheet1 are reviewed.  Ensure you have provided correct figures and rates in 
the relevant columns.  

If a member changed contribution rates during the year, then a split of these contributions and the 
contribution rate needs to be shown in the Contribution Rate Change columns (AQ to AY).  The 
spreadsheet allows for up to four changes in contribution rates per employment each year.  If there 
has been any more, please contact us. 

Please ensure that any additional contributions or contributions /pay from previous years are NOT 
included in the contributions or actual pay fields.  Additional contributions need to be included in 
Cum Mem Add Conts column (BJ) and contributions for previous years should be included in the 
Add Cash column (BN).  If a value exists in the Add Cash column then please enter a comment in the 
Notes column (BR)explaining what they relate to and for which year 

Any Assumed Pensionable Pay (APP) should be recorded separately in the Assumed Pensionable Pay 
column (BD) and should not be included in the members actual pay figure.  If separated, then a 
query should not arise.   

However, if your payroll systems are unable to separate APP from a member’s actual earnings, 
meaning the member’s pay contains an amount of APP, this may explain the discrepancy.  If, so the 
discrepancy can be ignored, but please add a comment in the Notes column (BR).  

 

Hours Query 

Reason for Query 
The Basic Data tab holds current hours (column S) for each employment and this is converted into a 
percentage on the same sheet (Column AG).  This is then compared to the current hours that you 



have entered on Sheet1.  For ease of use, you will find the hours we hold on our systems in the 
Hours % on System column (CA) on Sheet1 and the date at which we have these hours for that 
employment is on the Basic Data tab (column P). 

Hours Greater Than 100% 
Queries will also arise where a member’s Contracted Hours entered in column AD are more than the 
FTE hours entered in column AE.  Please note: these hours should exclude overtime.  

Impact 
If a member does not have the correct hours on our systems, then this may affect the members pre-
2014 benefits and/or retirement date.  If a member joined the scheme after 31 March 2014 we still 
require the members hours to be accurate as the actuaries use these values within their actuarial 
calculations and could therefore affect your triennial valuation results and any future transfers. 

Resolving Query/Mitigation 
The hours we hold on our system for this employment can be found in the Hours % on System 
column (CA) of Sheet1.  If we cannot find a one to one match on our systems using the NI number or 
NI Number with Payroll Number then this field will remain blank and suggests a missing joiner query 
instead.  

Please review the hours noted in columns AD to AG on Sheet1 as this is what our systems use to 
compare against.  If the member changed their hours during this fiscal year, please ensure that their 
previous part time hours are included in columns AJ to AN and the date at which they changed to 
these hours is shown in column AH.  This will not make the query disappear, however we might be 
able to make the change on our systems to the correct hours if their previous hours match what we 
hold on our systems. 

 

Missing on Sheet1 (Missing leaver on Basic Data Tab)   

Reason for Query 
If there are more members or employments on our system than shown on Sheet1 of your EOY 
return, this is will generate a query.  However, for example, if you accidentally missed a member off 
your return, we cannot show this error type on Sheet1 as the member does not appear on Sheet1.  
Instead, this query will appear on the Basic Data tab in the Missing Leaver? column (AF). 

Impact 
There are several potential impacts for this query type: 

• When a member is missing from the annual return but appears on our systems this implies 
that we have not been notified that the member has left the scheme and could therefore be 
accruing benefits artificially inflating your organisations liabilities. 

• Annual reconciliations may not produce a nil balance due to missing lines from Sheet1. 

• Incorrect NI numbers could lead to duplication of records on our systems effectively 
doubling these members’ liabilities to the fund. 

Resolving Query/Mitigation 
Please review all the Missing Leaver? lines found in column AF of the Basic Data tab.  These 
members appear on our system as being active during this fiscal year and should therefore appear 
on Sheet1.  

Even if the member opted out on day one, please ensure that this member appears on Sheet1 for 
continuity and audit purposes ensuring that zero values are entered in the contribution columns if 
the member/employer did not pay contributions.  

It may also be that the NI number or Payroll Number we hold on our systems differs to what you 
have supplied on Sheet1.  Please ensure that both the NI number and payroll numbers are the same 
as what we hold.  



 
Revised Query List 

Once you have reviewed each of the queries, please update Sheet1 accordingly and press the 
autoformat button again.  This will create another query spreadsheet and revise the results shown 
on the Query Summary tab of the EOY Return.  You will notice that the queries you have resolved 
have been removed from the new query list. 

Please Note:  The queries that appear on the query spreadsheet are based on the data held on the 
Basic Data tab – i.e. the information held on our systems at the point of us creating your bespoke 
return.  If you submit an on-line leaver/joiner/hours form, then these queries will remain on the 
new/revised query list but should prevent you uploading your return. 

 

End of Year Spreadsheet Completion – Recap  

When compiling your return please ensure the following process has been completed: 

• Download the bespoke annual return that has been uploaded to your section of the Your 
Fund website. (Downloadable from mid-March 2021) 

• Populate the 2020/21 template with your initial data (Sheet1 of the EOY spreadsheet) 

• Press the Autoformat button (located in cell CC1:CD1 on Sheet1) 

• Review any highlighted cells to ensure that the data input is correct, make amendments if 
necessary 

• If changes were made, press the Autoformat button again 

• Review the initial Queries spreadsheet.  The sum of these queries can be found on the Query 
Summary tab of the EOY spreadsheet 

• Make necessary changes and updates to the Notes column on Sheet1 if required (this will 
reduce number of queries raised) 

• Please ensure that all critical errors are resolved and that all tolerances are adhere to by 
reviewing the Query Summary tab 

• If any further changes were made, press the Autoformat button again (and repeat process if 
any queries remain) 

• Submit return via the End of Year section of the Your Fund website (see guide ‘Your Fund 
End of Year Return Guidance for Employers 20-21’ for details). 

If you have any questions regarding this process, please do not hesitate to contact the Employer 
Relationship and Communications Team: 

Stephanie Clifton 01305 221547 
Vince Elliott  01305 221546 
Joe Hollick  01305 228233 
E-mail:    lgpsemployers@dorsetcouncil.gov.uk 

mailto:lgpsemployers@dorsetcouncil.gov.uk

