
Income Instruction Form 

You should complete this form if you want to change the level or frequency of income payable under an 
existing arrangement, or take a one-off payment of income.      
        
If you want to take additional benefits from all or part of your plan, you should use the Benefit Payment 
Form. 

To take benefits as an UFPLS please complete the Benefit Payment Form - Uncrystallised Funds 
Pension Lump Sum. 

To convert a Capped Drawdown arrangement to Flexi-Access without taking any benefits please 
complete the Capped to Flexi-Access Drawdown Form. 

If you are receiving advice from a financial adviser, this form should be returned via them to complete 
steps 2-4 of this form.  

This completed form must be sent to: 
EBS Pensions Limited
5th Floor
100 Cannon Street 
London
EC4N 6EU

The decision to access your pension savings is an important one and we strongly recommend that you 
take regulated advice to understand your options at retirement. If you do not have a  financial adviser 
you can find details of local regulated financial advisers by visiting unbiased.co.uk or clicking on “Find 
financial services in your area” on the FCA’s Financial Services Register at register.fca.org.uk.

If you  decide to take your benefits without consulting with an adviser, we strongly suggest that you 
instead contact MoneyHelper and book an appointment with their Pension Wise service. See the 
MoneyHelper section for further details. If you do not take advice, there are some additional sections 
that need to be completed, which are highlighted throughout the form.

Pension Wise is a government service from MoneyHelper that offers free, impartial pensions guidance 
about your defined contribution pension options.

An appointment with Pension Wise is free and will help you understand what your overall financial 
situation will be when you retire.

An independent pension specialist will talk you through your options to help you make the right 
decision. You’ll also find out about the other factors you need to consider when deciding on your 
options before retirement.

MoneyHelper do not offer advice. For advice, lease speak to a financial adviser. MoneyHelper’s 
website is moneyhelper.org.uk, or you can contact them on 0800 011 3797.

Further information about how the Pension Wise service from MoneyHelper can help you is in section 3.

Scams and frauds are often both sophisticated and seek to exploit you. Falling foul of a scam could 
mean you lose some or all of your money. See pension-scams.com or fca.org.uk/scamsmart for 
further information. Be vigilant and mindful of investments / opportunities that appear to be too good 
to be true – they often are!

Financial Advice

MoneyHelper and 
Pension Wise

Beware of pension scams

http://unbiased.co.uk
http://register.fca.org.uk
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Section A
Your contact details

Title          Mr          Mrs      Miss      Ms          Other
 
First Names

Surname

Home Address

             Postcode

Telephone Number                   

Email Address

Date of Birth

EBS Plan Number

D  D  M  M  Y  Y  Y  Y

Please complete this section letting us know what advice or guidance you have taken on your 
income changes.

1.  Have you taken advice from a regulated financial adviser about the retirement options available 
to you? 
             Yes                          No 
 
2.  Will an adviser or some other intermediary be sending this form to us on your behalf? 

             Yes                          No 

If you answered ‘Yes’ to both question 1 and 2, please ask your financial adviser to complete 
section E and go straight to step 1 of section D.

If you answered ‘No’ to question 1, we strongly recommend that you consider taking 
regulated financial advice before proceeding. Taking benefits from your plan is an important 
decision to make, and careful consideration must be given to the options available to you and 
how you will invest your funds in retirement.

Please note should you decide to take financial advice, your adviser will charge for this 
service. Your adviser charges can be deducted from your SIPP.

If you still want to proceed without taking the advice of a regulated financial adviser, and:

• you answered ‘No’ to question 2; and
• you are currently not receiving any income and are instructing us to start making 
income payments,

there are two additional requirements for you to follow. These are summarised below. 
Otherwise please go straight to section D.

Please ensure you complete section C of this form. 

Please also confirm whether the reason you have not taken regulated financial advice is 
because you have already had an appointment with MoneyHelper’s Pension Wise service? 

             Yes                          No 

If you have already had an appointment, you may still benefit from receiving guidance from 
Pension Wise again if your personal circumstances, or the value of your pension savings, have 
significantly changed since your appointment.

We will need you to complete our Risk Warning Questionnaire, which we will send to you 
once you have returned this form to us.

On receipt of your completed questionnaire we will send you a statement highlighting the 
potential risks of your chosen option. If you still want to proceed, you will need to sign and 
return the statement to confirm that you have read and understood the risk warnings. 

Section B
Financial Advice

1. Pension Wise service 
from MoneyHelper

2. Risk assessment



As described on the first page, Pension Wise is a government service from MoneyHelper that 
offers free, impartial pensions guidance about your defined contribution pension options.

If you are not taking regulated financial advice, we strongly recommend that you book an 
appointment with Pension Wise to discuss the options available to you. The appointment will 
take between 45-60 minutes and can be over the telephone or somewhere local to you.

The purpose of the appointment is to help you make an informed decision about what to do 
with your pension savings, including the different options available to you about accessing 
your pension savings. During a Pension Wise appointment, an independent pension 
specialist will:
•  explain your pension options
•  explain how each option is taxed
•  tell you what your next steps are

Please select one of the following options:

  I am going to book an appointment with Pension Wise (see below)

  I am going to ‘opt out’ and not book an appointment with Pension Wise 
 (please go to section D)

You can book an appointment with Pension Wise online at moneyhelper.org.uk/pensionwise.

Just click ‘Book your free Pension Wise appointment’ and follow the steps. You will be asked 
to select a suitable time and day for your telephone appointment and to provide some details 
about yourself.

There is a lot of information about Pension Wise that can be accessed on this page and we 
recommend that you review this content to get the most out of your appointment.

Alternatively, you can call Pension Wise on 0800 138 3944 to book an appointment.

If you decide to book an appointment with Pension Wise, 
please confirm the date of the appointment:

If you prefer, we can book the appointment for you. If you would like us to do so, please 
provide the following information:

Details of when you can attend a meeting:

     Time:

     Time:

D  D  M  M  Y  Y  Y  Y

Making an appointment with 
Pension Wise

Or you can ask us to do it for you

D  D  M  M  Y  Y  Y  Y

D  D  M  M  Y  Y  Y  Y

Section C
The Pension Wise Service 
from MoneyHelper 

Email address to receive confirmation of your  appointment: 

Telephone number for Pension Wise to call you on: 

If a mobile phone number is provided you will get an SMS appointment reminder. For non-UK 
numbers please include the country dialling code.

A memorable word for Pension Wise to repeat on the call:

This provides additional security so you know it is Pension Wise calling.

Do you require any adjustments to help you access the appointment?

We will attempt to arrange an appointment for you in one of the timeslots you have provided 
above.
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Section C
Important Notice

Income type:

I want to take a Flexi-Access Drawdown pension from an existing  
Flexi-Access Drawdown arrangement. 

I want to convert a Capped Drawdown arrangement to Flexi-Access 
and take a Flexi-Access Drawdown pension.

I want to take a Capped Drawdown pension from an existing Capped 
Drawdown arrangement. 

Please select how much of your plan you want to take as income:

Entire plan

Defined gross amount £ 

GAD maximum income

If you want to withdraw your entire plan, you need to let us know whether you want to keep 
your plan open.

Yes, please keep my plan open

No, please close my plan

We will not be able to progress your income request until we have received confirmation 
that you have had your appointment or you decide to opt out of receiving the Pension Wise 
guidance. You can opt out at any point.

When you have attended your appointment, please contact us on 0203 953 1060 to confirm.

If we do not hear from you, we will be in touch shortly after your appointment to confirm 
your attendance. This however will cause a delay and our preference is for you to contact us 
as soon as you have had your appointment.

If you fail to attend your appointment, we will need to arrange another for you to attend, 
unless you decide to take regulated financial advice or opt out of guidance.

Section D
Completing your request 
Step 1 - Income instruction 
1.1 Income type
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1.2 Payment details 

1.3 Tax status

1.3 Funding benefits

Step 2 - Your bank details

Please select the option below that applies to you:

A: This is my first source of income since last 6 April and I have not 
been receiving taxable Jobseeker’s Allowance, Employment and 
Support Allowance, taxable Incapacity Benefit, State Pension or 
Occupational Pension 

B: This is now my only income but since last 6 April I have had other 
income, or received taxable Jobseeker’s Allowance, Employment and 
Support Allowance or taxable Incapacity Benefit. I do not receive a 
State Pension or Occupational Pension

C: I have another source of income or receive a State Pension or 
Occupational Pension

We will send you payslips and a P60 at the end of each tax year by email.

Unless you have decided to withdraw your entire plan under Flexi-Access Drawdown, please 
tell us the frequency of payment you require:

Single one off payment

Pay the above defined amount per annum 

Pay the above defined amount half-yearly 

Pay the above defined amount each quarter  

Pay the above each month 

Please indicate below how the payment of benefits is to be funded. Additional forms may be 
required to carry out these plans:

If this is the first time benefits are being paid into this account, please supply a copy of your 
bank statement.

Please supply one of the following:
• An original bank statement (dated within 1 month).
• A certified copy of a bank statement (dated within 1 month)

Printed bank statements showing the name and address the account is held in will be 
acceptable. For a UK resident, copy documents must be certified with an original signature 
from one of the following: 

Chartered Accountant, Bank Official, Building Society Official, Barrister, Civil Servant, 
Commissioner of Oaths, Financial Adviser (regulated by Financial Conduct Authority), General 
Practitioner / Consultant or Medical Professional, Justice of the Peace, Member of Parliament, 
Officer of the Armed Services, Police or Customs Officer, Postmaster or Solicitor. Certification 
by retired professionals will not be accepted.
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Step 3 - Declaration Please accept this as my instruction to take income from my EBS plan as set out in section C 
of this form. We will prepare an information pack showing you the outcomes that could arise 
from your instruction and we will ask you to confirm that you wish to go ahead. We will also 
tell you of any further information or decision we may need to implement your instruction.

Please carefully read the declaration below before signing it, to ensure you understand the 
process by which you will receive your benefit(s). If you have any queries, please call us on 
020 3953 1060.

I confirm that all the statements given in this form are true and correct.

I instruct EBS Pensions Limited (EBS), the Scheme Administrator of the EBS SIPP, to pay the 
benefits as requested in this form. 

I accept the consequences of choosing to have a benefit payment, including;
• the rate at which I choose to draw funds may be unsustainable;
• the more I draw during my lifetime, the less funds will be available to provide benefits for 

dependants or other beneficiaries on my death;
• all of the payment will be subject to income tax for the tax year in which it is drawn;
• any decision about the rate of drawing funds may hold significant income tax and/or 

inheritance tax consequences. I will be responsible for obtaining any advice and making 
any decisions relating to all tax matters;

• EBS is not responsible for assessing my financial circumstances or needs and has no duty 
of care in relation to the rate at which I draw funds;

• the Money Purchase Annual Allowance will apply to me if any Flexi-Access Drawdown is 
paid; and

• if I am or become an active member of any other pension schemes, I may be obliged 
to inform the Scheme Administrator of that scheme if I have flexibly accessed pension 
rights within a required time limit.

The certification wording should include “This is a true copy of the original document that 
I have seen”. Each certified document should be stamped by the certifying body (where 
applicable), and must state the name, address and telephone number of the certifier as well as 
their profession, signature and date. The date on the certification must be within the past 12 
months.

Please provide details of the account to which you would like us to pay your lump sum and 
income:

Section D (Continued)
Completing your request
Step 2 - Your bank details

If you will be taking income from your EBS plan you may need to complete a Direct Debit 
mandate for your pension plan account, documents can be found on our website:
www.ebspensions.co.uk.

If you are taking income from your EBS plan for the first time we will open a Bank of Scotland 
pension account for you within your plan to pay your income.

If you are a signatory on the plan bank account we may require a completed Bank Authority to 
be able to pay your Pension Commencement Lump Sum once the calculated figure is known.

Any bank charges incurred in the conversion of a payment from Sterling to a different 
currency will be payable from your plan.

We will make the payment from your SIPP bank account to your bank or building society 
account. Please give details below.

Bank / Building 
Society Name 

Bank / Building 
Society Address

                                                                                             Postcode

Sort Code 

Account Name

Account Number
         



Title         Mr          Mrs      Miss     Ms          Other

First Names

Surname

Firm name 

FCA number 

Have you provided a personal recommendation to the plan member in relation to the drawing of 
their benefits?

            Yes                           No 

On which basis has recommendation been provided?

            Face to face        Distant 

Have you agreed with the plan member that we should pay you a fee from their EBS plan?

            Yes                           No 

Income Instruction 

Section E
Adviser details
(if advice received)

I acknowledge that:
• I have not received advice from EBS;
• I am solely responsible for ensuring that sufficient cash is available to EBS to pay the 

benefits requested and that EBS will not pay the amount requested until the necessary 
funds have cleared into the SIPP bank account;

• EBS is not liable for any costs incurred in disinvesting my SIPP assets in order to pay the 
amount requested;

• all taxes due on the payment of the benefits requested will be settled from the SIPP 
before the payment;

• if tax is charged due to an incomplete or false declaration, I may be personally liable; and
• if income tax is overpaid on my benefits, I will be responsible for reclaiming the 

overpayment from HMRC.
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Step 3 - Declaration (Continued)

By signing the below, I agree to the above declaration

    
Signed
(Member)

Name

Date 

Signed
(Adviser)

Name

Date 

D  D  M  M  Y  Y  Y  Y

D  D  M  M  Y  Y  Y  Y



Checklist Before submitting this form please make sure:

You have answered the questions in Section A and B plus 
completed steps 1-3 in Section C

If you have recieved advice, that your financial adviser has 
completed and signed step 4 in Section C

You have included your bank statement if required

Income Instruction 

      EBS FM 0010 (05/22IH)

EBS Pensions Limited (No. 998606) is a company registered in England with its registered office at 100 Cannon Street, London, EC4N 6EU and 
is a wholly owned subsidiary of Embark Group Limited. EBS Pensions Limited is authorised and regulated by the Financial Conduct Authority 
(Financial Services Register number 134908).

EBS Self-Administered Personal Pension Plan Trustees Limited (No. 02853014) is a company registered in England with its registered office at 
100 Cannon Street London, EC4N 6EU and is a wholly owned subsidiary of Embark Group Limited.

020 3953 1060 ebsinfo@ebspensions.co.uk embarkpensions.co.uk/closed-products
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