Template – example inserted in red

	Area
	Issue
	Action (include date action taken)
	Outcome
	Sign-off

	Membership Tracing
	Membership not fully accounted for – x missing members
	Used DWP letter forwarding service (12 Feb 2005)
	only y now missing
	Date and name

	
	Membership not fully accounted for – y missing members
	Put Section 27 notices in all local newspapers
(15 April 2005)
	Only z now missing – 
	Date and name

	
	Membership not fully accounted for – z missing members
	No further action to be taken to resolve outstanding queries as agreed with caseworker for following reasons:- [……]

 (16 July 2005)
	N/A
	Date and name

	Membership 

existence


	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Data Completeness
	
	
	
	

	
	
	
	
	

	Reconcile GMPs
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Check the application of scheme rules
	
	
	
	

	
	
	
	
	

	
	
	
	
	


I certify that this an accurate representation of the work undertaken 
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