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How to request a one-off income 
payment

To begin, on your home page select the 
‘Actions’ button in the top right of the screen.

A list of actions will appear. Select ‘Manage 
accounts’.

To take an income from your SIPP, 
the relevant funds must first be 
crystallised. You may wish to 
speak to your financial adviser for 
guidance.

!
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Under the account you wish to request the 
income from, select ‘SIPP’.

At least one bank account that 
is nominated for withdrawals is 
required before you can request 
taking pension benefits. If you 
need to add bank details, follow 
the guide found on our website.

!

Under ‘Retirement options’, select ‘One-
off income payment’ and then select the 
‘Crystallised’ arrangement you wish to request 
the payment from.
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Risk warnings

Read, and tick your answers to the risk 
warnings. You’ll need to complete all questions 
to continue.

Before you proceed with your 
instruction for income it’s 
important that you’re aware of 
the implications of changing your 
income to the level entered.

What if you are not sure?

If you’re in any doubt about the 
implications of making changes to 
your plan and whether this is right 
for you, you should not proceed 
without seeking regulated 
financial advice. A regulated 
financial adviser will be able to 
give you further information on 
changing the level of income you 
take from your pension, so you 
can make an informed decision.

If you don’t have an adviser and 
would like to speak to one, you 
can visit www.moneyhelper.org.uk  
for help on how to find the right 
adviser for you.

!
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Further important information

Carefully read all the important information 
before proceeding.

If you would like to retain a copy of these 
statements or use them to seek further 
information, please press the print icon on the 
screen and print a copy before proceeding or 
pressing cancel.

If you wish to proceed  having considered the 
information, select ‘Yes’ and then ‘Continue’ to 
go to the next page. 
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Income payment details

At least one bank account that 
is nominated for withdrawals is 
required before you can request 
taking pension benefit. If you need 
to add bank details, follow the 
guide found on our website.

!

Here you’ll see confirmation of the total 
available estimated value, also the 
breakdown of cash and estimated assets.
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Confirm whether the withdrawal type will be 
from the available cash or investments and 
available cash.

Select the question marks at any 
point for further information.
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Withdrawal type – cash 
withdrawal

If you selected available cash, enter the gross 
income withdrawal amount required.

You can add a reference which we’ll use when 
we make the payment. Any reference entered 
here will appear on your bank statement.

Payment method will be bank transfer.

Choose the bank account required if you have 
multiple saved.
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Withdrawal type – investments 
and available cash

If you selected investments and available cash, 
confirm your ‘Withdrawal amount option’.
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If you select ‘Specify amount’, you can tell us 
how much you want to withdraw and then 
select the cash below, that you wish to be 
used to make this withdrawal. If you select 
‘Specify investments/cash’, you can tell us 
which investments/cash you want to sell. The 
amount of the withdrawal will then be the 
total value of the investments/cash you select.

In the field below ‘Withdrawal amount’: 

If you selected ‘Specify amount’ enter the  
withdrawal amount in the field below.

If you selected ‘Specify investments/cash’ the 
field will be greyed out. 

You can add a reference if you like which will 
appear on your bank statement.

Change payment method to Bank transfer.

Select the correct bank account if you have 
multiple saved.

Under ‘Asset to sell’ add ‘%’ against the cash 
and/or investments. The total will either be the 
amount you want to withdraw, or 
100% depending on your chosen method to 
withdraw.

When you’re happy with the details completed, 
select ‘Continue’ to move onto the review 
page.
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Review

Review the application details for accuracy. 
Use the ‘pencil’ icon to make any necessary 
changes.

Under ‘Supporting documents’, you can print 
your SIPP illustration. This will also be saved in 
your document library.

Once you’re happy with the accuracy of the 
application, select ‘Submit’.
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Confirmation 

Confirmation will appear when the one-off 
income payment application is submitted and 
has been successful.

You’ll now receive an email to confirm the 
payment is being processed.
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