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Forms and Guides 

 

To access the documents below please select the one you want to view. 

General guidance 

April Submission Quick Guide (PDF, 

171 KB) (This link opens in a new 

window) 

A quick guide on how to complete your April submissions. 

Providing contributions payment 

and MCR file (PDF, 125 KB) (This 

link opens in a new window) 

A document that shows how to provide your contributions payment 

and MCR file. 

Contribution Calculations (PDF, 

198 KB) (This link opens in a new 

window) 

A document that shows how the 'When Earned' and 'When Paid' 

methods are used. 

Role Identifier (PDF, 84 KB) (This 

link opens in a new window) 

A document that shows what the 'Role Identifier' is and how to 

generate it.
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Guide 

Download (PDF, 1.6 MB) (This link opens in a new window) 

Calculators 

Calculators 

On‐boarding forms and guidance 

User guide and example scenarios 

MCR Template and user instructions 

Last Updated: 09/04/2024 09:36  

MCR Employer Error Table (XLSX, 

105 KB) (This link opens in a new 

window) 

An Excel table including all of the upfront, STOP and WARNING errors 

that can be produced from your MCR submission. 

MCR Missing Members Routine 

Guidance (PDF, 147 KB) (This link 

opens in a new window) 

A document explaining the guidance needed to complete the MCR 

missing members checklist file that you'll receive after making your 

MCR submission. 

Back Dated Pay Awards Quick 

Guide (PDF, 101 KB) (This link 

opens in a new window) 

A quick guide explaining how back dated pay awards should be 

completed within your MCR submission. 

MCR On‐boarding Guide v9 (PDF, 

2.2 MB) (This link opens in a new 

window) 

 

Which explains the on‐boarding process and details what you’ll 

expect throughout the transition. 

On‐boarding Form (XLSX, 37 KB) 

(This link opens in a new window) 

Form for on‐boarding to MCR. 

MCR On‐boarding Checklist (PDF, 

209 KB) (This link opens in a new 

window) 

An interactive step‐by‐step guide on what you'll need to do when 

starting your on‐boarding journey 

MCR User Guide v6 (PDF, 1.6 MB) 

(This link opens in a new window) 

An in‐depth document for payroll providers, software providers and 

employers to develop an automated MCR solution or to collate the 

required information to use in the MCR template. 

User Guide ‐ Appendix A (XLSX, 

380 KB) (This link opens in a new 

window) 

A document that shows how the examples at the end of the MCR user 

guide can be populated within the MCR Template. 

MCR Template User Instructions v4 

(PDF, 3.2 MB) (This link opens in a 

new window) 

Which provides instructions to those who will be completing MCR 

manually using the MCR template directly. 

MCR Template Factsheet (PDF, 

418 KB) (This link opens in a new 

window) 

A document that shows the updates made to the MCR Template. 

Get to grips with MCR using our guide.

See how members pensions are built and explore the available options.

https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr-employer-error-table10.ashx?rev=e6ccbcdbac1743089573f30d7bd356f3&hash=68B6587B28757DB79E36595679E3795D
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https://www.teacherspensions.co.uk/-/media/documents/employer/documents/mcr/backdated-pay-awards-quick-guide.ashx?rev=b664fd79165c497d871c63dc07635514&hash=41431A7320F1F24263EA66D1DD8CE97C
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr-on-boarding-guide.ashx?rev=e31b790bf4bc4ed7b0ec35d952b9556a&hash=94AE95D37FC724A67255A187501D5108
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr-onboarding-form.ashx?rev=8916208d92f04d0290abe9283cf46d42&hash=C466E2EDF38479185809EF0C7E8FFDF6
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr-checklist-may-2023.ashx?rev=7c751d73399645af827d92c811708b0e&hash=AFB2A032D50F9A7C1C0D872AB37FFF5B
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr_a4_user-guide_full_version.ashx?rev=bb4996c7dbc544308049f502a6d6b779&hash=12FB1C75971186389499B661E002AF2B
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/monthly-contributions-reconciliation--user-guide--appendix-a--v40locked.ashx?rev=a1fa3df238f64629876a0526a109e266&hash=C5A215E195769168D5081A2969EED5F6
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr-template-user-instructions.ashx?rev=c19bfc38706a4cc1940f779a582d2d40&hash=343A966E14E01592D09F5D534ECF81A0
https://www.teacherspensions.co.uk/-/media/documents/employer/documents/mcr/mcr-template-april-2024.ashx?rev=cb6e54ae38714d9f927203499a481801&hash=7E85AF6AEC56FAED6B53072645D4512B
https://www.teacherspensions.co.uk/-/media/documents/employer/guides/monthly-contributions-reconciliation/mcr_a4_user-guide_full_version.ashx?rev=bb4996c7dbc544308049f502a6d6b779&hash=12FB1C75971186389499B661E002AF2B
https://www.teacherspensions.co.uk/employers/calculators.aspx


FAQ 

FAQs 

Have you read our Monthly Contributions Reconciliation FAQs?

Related Information 

Employer Portal 

Answer a question 

  

Latest News 
The latest policy updates and announcements about the scheme and the news that affects it:  

We've made updates to the MCR template  

Multi Academy Trust and Academy submission  

Contributions drop‐in session  

More News  

Follow us on social media 
Find us on social media to get the latest news and announcements from Teachers' Pensions 

 

 

Like us on Facebook 
 

 

 

Join us on LinkedIn 
 

 

 

Follow us on X 
 

 

 

Subscribe to our YouTube 

channel 
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