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Annual Administration Activities



Annual Administration Activities

1. Website Resources for Administrators 

2. Relevant Authority Responsibilities 

3. Scheme Calculations

4. CPI

5. Annual Benefit Statements

6. Pensioner Declaration 

7. Annual Survey of Single Scheme 

8. Close 



Housekeeping

• Webinar will run from 10:30am to 12:30pm with ten-
minute break at 11:30am. 

• Mics will be muted for duration of delivery but plenty of 
opportunities for questions. Please use “Q & A” or “Chat” 
function to submit a question and we will review at various 
intervals.

• Webinar part of suite of other resources available on our 
website – www.singlepensionscheme.gov.ie

http://www.singlepensionscheme.gov.ie/


Objectives

• Better understanding of: 

 Scheme calculations (contributions and benefits)

 CPI and how it is applied

 Relevant Authority obligations and practicalities to do with Annual 

Benefit Statement issue

 Pensioner Declaration exercise and 

 DPER Annual Survey of Single Scheme membership 

• Availability of online resources and supports 



Website Resources



Annual Administration Activities Toolkit

www.singlepensionscheme.gov.ie



Guidance Note

www.singlepensionscheme.gov.ie



Annual Benefit Statement template

www.singlepensionscheme.gov.ie



Pensions-in-Payment Uprating Tool

www.singlepensionscheme.gov.ie



Scheme Calculations



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie

• Appendix B of Circular 
11 of 2014 

• Sets out Single Scheme 
membership categories 
and contribution and 
referable amount 
accrual rates 



Scheme Calculations - Contributions



• Required for the calculation of Scheme Contributions and Benefits 
(termed “Referable Amounts”) 

• These variables are: 

 Pay Frequency: how often a member receives 
pensionable remuneration 

 Pensionable Remuneration: basic scale salary plus any approved 
pensionable allowances

 FTE or “pension multiplier:” pattern of attendance

 State Pension (Contributory): current rate for a single person

Key HR and Payroll Variables 



Part
A

Part
B

3.5% of the member’s 
full-time net pensionable 

remuneration 
x

the member’s FTE or % 
work pattern 

3% of the member’s 
full-time gross 

pensionable remuneration 
x

the member’s FTE or % 
work pattern

Standard Accrual Member Contributions 



Variable Value 

Pay Frequency Monthly 

Pensionable Remuneration €60,000 full-time annual pensionable 
remuneration

or
€5,000 per month

FTE 1.0

State Pension 
(Contributory) 

€13,843.35 per annum or 
€1,153.61* per month 

Standard Accrual Member Contributions 

*(€13,843.35/12)



€150
Part
A

Standard Accrual Member Contributions 

3% of the member’s full-
time gross pensionable 

remuneration 
x

the member’s FTE or % 
work pattern

(3% x €5,000) x 1.0



“Net Pensionable Remuneration” or “NPR” is gross 
pensionable remuneration (FTE 1.0) less twice the rate of the 

State Pension (Contributory)

Gross pensionable remuneration (monthly) 
of €5,000 less €2,307.22 (€1,153.61 x 2)* = 

Net Pensionable Remuneration of €2,692.78

Standard Accrual Member Contributions 

*(€265.30 x 52.18 x 2) / 12



€94.25
Part
B

Standard Accrual Member Contributions 

3.5% of the member’s net 
pensionable remuneration 

x
the member’s FTE or % 

work pattern

(3.5% x €2,692.78) x 1.0 =



Part
A

Part 
B

Standard Accrual Member Contributions 

€94.25€150

€244.25



€244.25

Standard Accrual Member Contributions 

Member with FTE of 1.0 / Work-pattern 100% =

If working to an FTE of 0.6 / Work-pattern 60% say, then 

€244.25 x 0.6 = €146.55

Part-time / FTE less than 1.0



• Payable by employer in certain cases 

• Three times employee contributions per pay-period

• Circular 28 of 2016: 
 Predominantly self-financing 

 Predominantly non-Exchequer funded  

Employer Contributions 



• All Scheme contributions remitted to DPER 

• Must be remitted by 20th day of the month following 
deduction 

• Refer to “Letter to Personnel Officer, 7 November 
2013” for further guidance 

Remittance of Contributions 



Scheme Calculations - Benefits



0.58% of all pensionable remuneration up to 
3.74 x State Pension (Contributory) 

1.25% of any pensionable remuneration above 
3.74 x State Pension (Contributory)

and where applicable… 

Pension Referable Amounts

Lump-sum Referable Amounts

3.75% of all pensionable remuneration



Variable Value 

Pay Frequency Monthly 

Pensionable Remuneration €60,000 full-time annual pensionable 
remuneration

or
€5,000 per month

FTE 1.0

State Pension 
(Contributory) 

€13,843.35 per annum or 
€1,153.61* per month 

Standard Accrual Member Benefits 

*(€13,843.35/12)



(€13,843.35 x 3.74)/12 = €4,314.51

€4,314.51 x 0.58%

€25.02

Pension Referable Amounts

0.58% of all pensionable remuneration up to 
3.74 x State Pension (Contributory) 

Pension Referable Amount at lower accrual rate =



(€13,843.35 x 3.74)/12 = €4,314.51

Monthly Pensionable Remuneration is €5,000 so:-

(€5,000 - €4,314.51) = €685.49

€685.49 x 1.25% =

Pension Referable Amounts

1.25% of any pensionable remuneration above 
3.74 x State Pension (Contributory)

€8.57
Pension Referable Amount at higher accrual rate 



Pension Referable Amounts @ 0.58% = €25.02

Pension Referable Amounts @ 1.25% = €8.57

Total Pension Referable Amounts in the month are 

Pension Referable Amounts

0.58% of all pensionable remuneration up to 
3.74 x State Pension (Contributory) 

€33.59



Total FTE 1.0 Pension Referable Amounts in the month are 
€33.59

€33.59

Pension Referable Amounts

0.58% of all pensionable remuneration up to 
3.74 x State Pension (Contributory) 

If working to an FTE of 0.6 / Work-pattern 60% say, then 

x 0.6 = €20.15

Part-time / FTE less than 1.0



Lump-sum Referable Amounts

3.75% of all pensionable remuneration

€5,000 x 3.75% = €187.50



www.singlepensionscheme.gov.ie

www.singlepensionscheme.gov.ie



CPI



• Determined by CSO

• CPI is used to measure inflation in Ireland by seeing how the 
average level of prices that we pay for goods and services 
changes over time

• DPER notify Relevant Authorities of CPI annually by way of 
Circular

What is CPI ? 



CPI and Active/Deferred Members
• Single Scheme active/deferred member benefits linked to Consumer 

Price Indexing (CPI) or “inflation”

• CPI applied to:

 Single Scheme pensions in payment 

 Active and Deferred member referable pension and lump sum 
amounts accrued at 31 December of previous year e.g. Referable 
Amounts accrued by active members at 31 December 2021 uprated 
by CPI increase notified by DPER Circular 1 of 2023

• Single Scheme Referable Amounts increased where positive CPI 
increase from December Year 1 to December Year 2

What is CPI ? 

Where CPI is zero or negative it is not applied to Referable Amounts



• Pensioners are those in receipt of

 Retirement Pensions 
 Spouse/Civil Partner Pensions 
 Eligible Child Pensions 
 Designated Beneficiary Pensions (PAO) 

• Positive CPI is applied immediately to pensions in payment on 
31 December of the previous year unlike active/deferred 
members 

• Circular or Letter from DPER is the official instruction to 
Pension Paying Authority to apply positive CPI  

CPI and Pensions in payment



Pensions-in-Payment Uprating Tool

www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



Annual Benefit Statements



Important document showing key member information 
including:

• Relevant Personal Information 

• Contributions paid 

• Referable amounts earned by a Single Scheme member up 
to 31 December of the relevant Scheme Year

• CPI, where applicable, applied to referable amounts earned 
in years prior to the most recent Scheme Year

What is an Annual Benefit Statement?



• Relevant Authorities are legally required to issue an 
Annual Benefit Statement (ABS) to members within 
six-months of the end of a calendar year and by 30 
June at the latest.

• Where a shared service / third party is contracted to 
administer Single Scheme, legal responsibility for ABS
issue lies with the Relevant Authority

Legal Responsibilities



Relevant Authority’s are responsible for the issue of ABS to  

• all active members in pensionable employment on 

31 December 

• Deferred/Preserved members

• Non-vested members who did not apply for a refund of 
contributions and 

• Beneficiaries of Pension Adjustment Orders (PAOs) 

Who should get an Annual Benefit Statement?



• Where concurrent pensionable employments more 
than one ABS should issue from each Relevant 
Authority employer 

• Single Scheme year is the same as current tax year: 

1 January -31 December 

• Pensions Authority – Audit of Relevant Authority 
Compliance

Annual Benefit Statements





30 June

By which date each year should Annual 
Benefit Statements issue to active 
members at 31 December of the 

previous year?



Yes

Should an Annual Benefit 
Statement issue to a non-vested 
member who did not apply for a 

refund? 



Annual Benefit Statement template



www.singlepensionscheme.gov.ie

Suggested Annual Benefit Statement Template 



www.singlepensionscheme.gov.ie

Part A, Personal Information 



Part B – About Your Statement

www.singlepensionscheme.gov.ie



Part C – Summary of contributions and benefits earned to 
end of last year

www.singlepensionscheme.gov.ie



Part D – Breakdown of all contributions paid and benefits 
earned to the end of last year 

www.singlepensionscheme.gov.ie



Part D – Breakdown of all contributions paid and benefits 
earned to the end of last year 

www.singlepensionscheme.gov.ie



Part D – Breakdown of all contributions paid and benefits 
earned to the end of last year 

www.singlepensionscheme.gov.ie



Part D – Breakdown of all contributions paid and benefits 
earned to the end of last year 

www.singlepensionscheme.gov.ie



Part E – Benefits payable in the event of death 
in service

www.singlepensionscheme.gov.ie



Part F – State Pension Entitlements

www.singlepensionscheme.gov.ie



Part G – Increasing your benefits under this 
Scheme

www.singlepensionscheme.gov.ie



Part H – If you have further queries

www.singlepensionscheme.gov.ie



Part I – Important notes

www.singlepensionscheme.gov.ie





DPER Circular or Letter

What is the official instruction to 
apply CPI to referable amounts 

earned by active members of the 
Scheme and to Single Scheme 

pensions in payment? 



Relevant Authority

Who is legally responsible for 
the issue of Annual Benefit 

Statements? 



Other Annual Administration Activities



• Audit requirement / best practice (Pensions Authority guidelines)

• Declaration form issues to all pensioners – pre and post 2013

• Hold placed on payment of pension where form not returned to 
Pension Paying Authority  

 Reminder:
 Retirement Pensions 
 Spouse/Civil Partner Pensions 
 Eligible Child Pensions 
 Designated Beneficiary (PAO) 

Pensioner Declaration Form 



• For administrative ease, DPER calculates and remits fees to the 
Pensions Authority on behalf of all Relevant Authorities

• Fee payable is based on active membership of Single Scheme 
at 1 January 

• Annual survey requesting membership data issues at the start 
of each year by Single Scheme Project Team

• Important that this is completed in a timely manner

• Allows DPER to examine membership data across the public 
service and measure compliance 

DPER Annual Survey of Membership



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie

Suite of Training Videos covering: 

• Recruitment and Onboarding/Pension 
Scheme Assignment 

• Annual Administration Activities

• Leaving Employment 

• Contributions and Referable Amount 
Calculations

• Purchase of Single Scheme 
Retirement Benefits

• Single Scheme Transfer Facility  



www.singlepensionscheme.gov.ie

singleschemequeries@per.gov.ie

http://www.singlepensionscheme.gov.ie/
mailto:singleschemequeries@per.gov.ie
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