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FUTURE SERVICE DELIVERY CONTRACT  

 

SCHEDULE 2.1  

 

PART 7 - LONG SERVICE ADVANCE OF PAY AND FORCES HELP TO BUY SCHEMES 

 

ANNEX G - LSAP & FHTB 
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Please note: 

 The column headed KPI/SPI identifies only those SRs that are measured as KPIs or Reportable SPIs (RSPIs). All other SRs are SPIs 

 Where the Target Performance Level cell against individual SPIs is empty, these should be read as requiring 100% compliance with the SR in relation to compliance, timeliness and/or accuracy as applicable.  
 

 

ID SERVICE 
AREA 

PRIMARY SERVICE 
REQUIREMENT 

TARGET PERFORMANCE 
LEVEL 

VOLUME KPI/SPI ADDITIONAL INFORMATION  TRACEABILITY – LOCATION IN  SCHEDULE 4.1 
(CONTRACTOR SOLUTION) –e.g. clause, para 

reference 

Long Service Advance of Pay  

G1 LSAP  1.1 Create and maintain a 
database of Long Service 
Advance of Pay (LSAP) 
applications. All relevant fields 
on the LSAP database to be 
populated. 

(a) Records to be created / 
updated on JPA within 10 
Working Days of receipt of 
notifications and eligibility 
responses. 

 7,300 
records  

  The figure of 7,300 is based on a count on 31 Dec 
17 with a current monthly decrease of approx. 150.  
The rate of decrease will reduce over time so that 
the volume will not reduce to zero until Sep 2026 on 
current forecast. 

 As LSAP has been effectively a "closed scheme" 
since Apr 14 there should be few, if any, new 
records to create. 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.3 LSAP [Serials G1-G5] 
Paragraph: 5.3.1 

G2 LSAP  2.1 Conduct periodic checks on 
continued eligibility of all 
individuals in receipt of LSAP. 
Continued eligibility of all 
individuals in receipt of LSAP 
shall be checked every 6 
months after original 
authorisation.  Eligibility 
proforma shall be sent through 
the recipient's parent Unit HR 
for completion and return 

2.2 Send hasteners between 20 
Working Days and 28 Working 
Days after issue of proforma 
and, if required, a further 
hastener between 20 Working 
Days and 28 Working Days 
later 

2.3 Refer a case to the Authority 
(DBS MilPers Mil Ops R&WO 
C1) if after 28 Working Days no 
completed proforma has been 
received following the issue of 
a 2nd hastener. 

2.4 Responses received from the 
periodic check which change 
the circumstances of the case 
shall then be referred to the 
Authority (DBS MilPers Mil Ops 
R&WO C1) 

2.1 100% accuracy 

2.2 100% within 28 days 
following issue of proforma. 

2.3 100% within 2 Working 
Days 

2.4 100% referred within 10 
Working Days of receipt. 

 

Measured Monthly 

600 per 
month and         
150 
Hasteners 

RSPI  This serial checks continuing eligibility for LSAP is 
maintained.  A subsequent serial checks that the 
recovery of LSAP is being correctly actioned. 

 The checks here should include, but not be limited 
to, ensuring that Letting Interest is being charged 
when it should be. 

 The volume figure is based on the number of active 
LSAP records divided by 12.  Decreases through 
natural wastage as loans are paid off means this 
volume should decrease proportionately. 

 The Hastener volume is based on 25% of the 
baseline volume for this serial. 

 Both volumes will reduce as the number of 
individuals having an LSAP decreases as loans are 
fully repaid and no new loans are issued. 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.3 LSAP [Serials G1-G5] 
Paragraph: 5.3.2 - 5.3.3 

G3 LSAP  3.1 Conduct an annual one-off 
check on the correctness and 
validity of all LSAP debts. 
Continued monitoring of LSAP 
also to be conducted by means 

 7,300  

 

  The aim is to ensure that every live LSAP record 
(i.e. where an individual has received an LSAP but 
irrespective of whether recovery has commenced) is 
checked once every year to ensure that the LSAP 
debt continues to be correctly shown and the debt 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.3 LSAP [Serials G1-G5] 
Paragraph: 5.3.4 
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ID SERVICE 
AREA 

PRIMARY SERVICE 
REQUIREMENT 

TARGET PERFORMANCE 
LEVEL 

VOLUME KPI/SPI ADDITIONAL INFORMATION  TRACEABILITY – LOCATION IN  SCHEDULE 4.1 
(CONTRACTOR SOLUTION) –e.g. clause, para 

reference 

of a 12 month rolling 
programme.  

3.2 The Authority (DBS MilPers Mil 
Ops R&WO C1) to be informed 
of any irregularities within 5 
Working Days of their 
discovery.   

recovery is being actioned in every case.  

 The volume is to remain in step with the total of 
LSAP records being maintained.  

 Volume as at 31 Dec 17. 

G4 LSAP  4.1 Levy interest charges at the 
HMRC official rate when a 
property purchased with the 
benefit of an LSAP is let to a 
third party in accordance with 
the following: 

(a) interest charge is 
calculated on the amount 
of the FHTB outstanding 
at the end of each month;  

(b) charges to be calculated 
monthly and debited on 
the claimant's pay 
account; and 

(c) monthly charges to be 
shown as a monthly 
charge on the claimant’s 
pay statement.  

4.2 Issue letter to individual 
explaining the monthly interest 
charge within 10 Working Days 
of notification of letting 
arrangement. 

 30 new 
cases per 
month. 

  Interest charge is calculated on the amount of the 
LSAP outstanding at the end of each month. 

 Charges calculated monthly and debited on the 
claimant's pay account and shown as a monthly 
charge on the claimant’s pay statement.  

 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.3 LSAP [Serials G1-G5] 
Paragraph: 5.3.5 

G5 LSAP  5.1 Transfer LSAP balances to 
another eligible SP in 
accordance with stated 
regulations, ensuring all 
necessary amendments to 
payroll and accounting records 
are accurately completed within 
10 Working Days of the 
transfer being approved. 

 5 per 
annum 

  This is a very rare occurrence. Refer to JSP 752 
Chapter 2 Section 4 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.3 LSAP [Serials G1-G5] 
Paragraph: 5.3.6 

Forces Help to Buy  

G6 FHTB 6.1 Issue provisional assessments 
of an individual's entitlement to 
receive a Forces Help to Buy 
(FHTB) in accordance with JSP 
464 Volume 1 Part 1 Chapter 
12. 

(a) within 10 Working Days of 
receipt of an accurate and 
fully completed MOD 
Form JPA E035/E036;  or 

(b) within 10 Working Days of 

 600 per 
month 

  Referred to as a FHTB forecast. Refer to JSP 464 
Vol1 Part 1 Chapter 12/13 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.4 FHTB [Serials G6-G13] 
Paragraph: 5.4.1 
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ID SERVICE 
AREA 

PRIMARY SERVICE 
REQUIREMENT 

TARGET PERFORMANCE 
LEVEL 

VOLUME KPI/SPI ADDITIONAL INFORMATION  TRACEABILITY – LOCATION IN  SCHEDULE 4.1 
(CONTRACTOR SOLUTION) –e.g. clause, para 

reference 

receipt of an accurate and 
fully completed on-line 
self-service application. 

 

6.2 Incomplete MOD Forms JPA 
E035/E036 to be returned to 
the originator within 2 Working 
Days of receipt. 

G7 FHTB 7.1 Process and check eligibility 
and validity of applications 
(JPA Form E035/036 or 
completed on-line self-service 
application) for FHTB in 
accordance with JSP 464 
Volume 1 Part 1 Chapter 12.  

7.2 Return rejected applications  

7.3 Forward valid application to the 
appointed legal representative, 
with an information copy to the 
Service Personnel's (SP) Unit 
HR Admin, to obtain proof of 
purchase and a Promissory 
Note letter for signature  

 

7.1 100% accuracy within 2 
Working Days 

7.2 100% accuracy within 2 
Working Days of rejection 

7.3 100% accuracy within 10 
Working Days 

Measured Monthly 

450 per 
month 

RSPI  FHTB is interest free and recoverable from pay and, 
if necessary, immediate terminal benefits. 

 Completed applications must be forwarded at least 
6 weeks before the expected purchase completion 
date. 

 The volume is based on 75% of those requesting a 
provisional assessment. 

 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.4 FHTB [Serials G6-G13] 
Paragraph: 5.4.2 

G8 FHTB 8.1 Create and maintain a 
database of FHTB applications 
to include all details. All 
relevant fields on the LSAP 
database to be populated. 

(a) Records to be 
created/maintained on 
JPA within 10 Working 
Days of receipt of 
notifications and eligibility 
responses. 

. 11,670 
records  

  The figure of 11,670 is based on a count on 31 Dec 
17 and a monthly increase of approx. 270 per 
month thereafter should be assumed.   

 The volume increase has a minor seasonal variation 
with Q1 (AP01-03) showing an above average 
increase and Q4 (AP10-12) showing a below 
average increase.  

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.4 FHTB [Serials G6-G13] 
Paragraph: 5.4.3 

G9 FHTB 9.1 Conduct periodic checks on 
continued eligibility of all 
individuals in receipt of FHTB. 
Continued eligibility of all 
individuals in receipt of FHTB 
to be checked every 6 months 
after original authorisation.  
Eligibility pro-forma to be sent 
through the recipient's parent 
Unit HR Admin for completion 
and return. 

9.2 Follow-up communication to be 
sent between 20 Working Days 
and 28 Working Days after 
issue of pro-forma and, if 
required, a further follow-up 

 1000 per 
month and 
250 
Hasteners 

  This serial checks continuing eligibility for FHTB is 
maintained throughout the life of the FHTB scheme.   

 The checks here should include, but not be limited 
to, ensuring that Letting Interest is being charged 
when it should be.  

 The volume figure is based on the number of active 
FHTB records divided by 12.  Increases through 
new loans approved mean this volume should 
increase proportionately. 

 The Hastener volume is based on 25% of the 
baseline volume for this serial. 

 Both volumes will increase as the number of 
individuals having a FHTB increases as loans 
already issued have a lengthy repayment period 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.4 FHTB [Serials G6-G13] 
Paragraph: 5.4.4 
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ID SERVICE 
AREA 

PRIMARY SERVICE 
REQUIREMENT 

TARGET PERFORMANCE 
LEVEL 

VOLUME KPI/SPI ADDITIONAL INFORMATION  TRACEABILITY – LOCATION IN  SCHEDULE 4.1 
(CONTRACTOR SOLUTION) –e.g. clause, para 

reference 

communication between 20 
Working Days and 28 Working 
Days thereafter. 

9.3 28 Working Days after the 
second follow-up 
communication, refer case to 
the Authority (DBS MilPers Mil 
Ops R&WO C1) when no 
completed pro-forma received. 

9.4 Within 10 Working Days of 
receipt of the response from 
the periodic check which 
change the circumstances of 
the case are then referred to 
the Authority (DBS MilPers Mil 
Ops R&WO C1). 

whilst new loans are made. 

G10 FHTB 10.1 Conduct an annual one-off 
check on the correctness and 
validity of all FHTB debts. 
Continued monitoring of FHTB 
also to be checked by means 
of a 12 month rolling 
programme. 

10.2 The Authority (DBS MilPers Mil 
Ops R&WO C1) to be informed 
of any irregularities within 5 
Working Days of their 
discovery. 

 11,670    The aim is to ensure that every live FHTB record 
(i.e. where an individual has received an FHTB but 
irrespective of whether recovery has commenced) is 
checked once every year to ensure that the FHTB 
debt continues to be correctly shown and the debt 
recovery is being actioned in every case.  

 The volume must equal the total number of active 
FHTB records. 

 Volume as at 31 Dec 17. 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.4 FHTB [Serials G6-G13] 
Paragraph: 5.4.5 - 5.4.6 

G11 FHTB 11.1 Levy interest charges at the 
HMRC official rate when a 
property purchased with the 
benefit of an FHTB is let to a 
third party in accordance with 
the following: 

(a) interest charge is 
calculated on the amount 
of the FHTB outstanding 
at the end of each month;  

(b) charges to be calculated 
monthly and debited on 
the claimant's pay 
account; and 

(c) monthly charges to be 
shown as a monthly 
charge on the claimant’s 
pay statement.  

11.2 Issue letter to individual 
explaining monthly interest 
charge within 10 Working Days 
of notification of letting 
arrangement. 

 30 new 
cases per 
month. 

  A delay of more than 3 months in reporting a 
cessation in letting charges will preclude a full 
refund of interest charges. 

 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.4 FHTB [Serials G6-G13] 
Paragraph: 5.4.7 
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ID SERVICE 
AREA 

PRIMARY SERVICE 
REQUIREMENT 

TARGET PERFORMANCE 
LEVEL 

VOLUME KPI/SPI ADDITIONAL INFORMATION  TRACEABILITY – LOCATION IN  SCHEDULE 4.1 
(CONTRACTOR SOLUTION) –e.g. clause, para 

reference 

G12 FHTB 12.1 Transfer FHTB balances to 
another eligible SP in 
accordance with stated 
regulations, ensuring all 
necessary amendments to 
payroll and accounting records 
are accurately completed within 
10 Working Days of the 
transfer being approved. 

 5 per 
annum 

  Ensure all necessary amendments to Payroll and 
Accounting Records are completed. 

Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.4 FHTB [Serials G6-G13] 
Paragraph: 5.4.8 

G13 FHTB 13.1 Within 10 Working Days of 
receipt of a request for a 
Personal Information Note 
(PIN) from an SP, issue the 
PIN to the requesting SP.  

 120 per 
month 

  Schedule 4.1 Core Services - Military Personnel 
Services 
Section: 5.4 FHTB [Serials G6-G13] 
Paragraph: 5.4.9 

 


