


Saving enough for a comfortable retirement is probably the biggest financial challenge we face 
in the UK. As most of us change jobs quite often, we can accumulate many pensions over our 
working life including any personal pension plans you may have started. Not surprisingly, it can be 
hard to keep track of everything and it is not uncommon for people to forget about their pensions 
altogether. This guide shows how to track down old pension plans, however most clients prefer our 
advisers to do this for them. 

What should you do first?

The first step is obvious. Go through pension 
statements or paperwork to see if you can find 
details from old schemes. Most people lose 
touch with their pensions because they have 
moved address and never told their former 
employer or pension provider. If you were a 
member of a previous employer’s pension 
scheme, contact the company and they should 
guide you in the right direction. If your previous 
employer doesn’t exist anymore or you can’t 
find any paperwork this guide can help you.

How to track down a personal or a previous 
employer pension plan?

Pension providers must send each member a 
statement each year. These statements include an 
estimate of the retirement income that the pension 
pot might generate when you reach retirement. If 
you’re no longer receiving these statements then 
there are three bodies you can contact: -

• The Personal Pension provider.
• Your former employer if it was a workplace 

pension.
• The Pension Tracing Service.
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Contact the Personal Pension provider

If you know which pension provider your pension was with, then 
your first step should be to contact them. You should provide as 

many of the following details as possible: -

• Full Name including maiden name if applicable.
• Plan number.
• Date of birth.
• National Insurance number.
• Current and all previous addresses.

You should also include in your letter the following questions: -

• What is the current value of the pension pot?
• How much has been contributed into the pension pot?
• What charges are you paying for management of the pension pot?
• Projected income the pension is likely to pay out at your chosen 

retirement date?
• What funds the pension is invested in?
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Tracing a previous employer pension

If you want to trace a workplace pension or any plan run by an employer then your first point of 
contact should be your previous employer. However, if your employer provided access to a personal 
or stakeholder scheme, then you should contact the pension provider if you know their details.

Either way, the key information you need to provide to the employer is: -

• Your National Insurance number.
• The date you started work with the employer.
• The date you stopped working there.

Pension Tracing Service

If either of the above options draw a blank then you 
can contact the Pension Tracing Service. This is a free 
service which searches a database of both workplace 
and personal pension schemes to try to find the 
contact details you need.  

There are 3 ways you can get in touch with the Pension 
Tracing Service: -

1)  Telephone: 0800 731 0193  

2)  Visit their website at  https://www.gov.uk/find-
pension-contact-details

3)  Write: The Pension Service 9, Mail Handling Site A, 
Wolverhampton  WV98 1LU
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How can Scottish Pension Advice help you?

Once you have found your pension, the next stage is to find out 
how to get the maximum value from it. This is where our advisers 
can help you. We will gather all the facts about you and your 
pension, discover your risk profile and explain what this means for 
investment returns. We establish how much money you will need 
at retirement, explain how much you are likely to get from your 
existing plans (including the state pension) and agree a plan to 
bridge any shortfall. 

Why use a Qualified Pension Adviser?

Once your plans are in place, it is vital to monitor the progress on 
a regular basis to ensure your plans are on track. That is why our 
advisers provide an ongoing service which includes an annual 
review as well as regular updates throughout the year. Research* 
shows that those who used a financial adviser could be 41% better 
off over the course of a 21-year retirement.

Please see our Why I Should use a Financial Adviser Guide for more 
information.    
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The Next Steps 

We appreciate that tracing your pension may be daunting but this 
is where our advisers at Scottish Pension Advice can help you. The 
first step is to contact us on 0800 193 8767 to arrange a free initial 
informal meeting.

*Source: Retirement Income Uncovered – The New Normal


