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START

3.0
Will the member’s previous 
purchase contracts (if any) 

overlap with the new 
contract?
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Disclaimer: This Recommended Process has been designed by the DPER Single Pension Project Team for straightforward cases that administrators might expect to encounter on a day-to-day basis.  It should be read in conjunction with the relevant Process Guidelines.  It does not purport to cover all eventualities and no liability is accepted by the Minister for Public Expenditure & Reform for any omissions or errors arising.  Administrators should carefully consult the Public Service Pensions (Single Scheme and Other Provisions) Act 2012 and associated 
regulations that, at all times, have precedence.

5.0
Based on verified info available 

is the member currently vested or
 will the member be vested prior to start 

of the 12-month contract 
period?

6.0
Has the member the potential 

to complete 9 FTE years 
service as a Single Scheme 

member?

NO

6.1
Based on the verified information 

(a) RA determines the Referable 
Pension and Lump Sum limits up to 
which a member may purchase 
additional retirement benefits

(b) RA advises member of the cost 
to purchase €1 of additional benefits 
for the 12-month contract period 
referring to relevant Toolkit 
Calculation tools.

7.0
RA issues purchase cost 

quote to Member seeking 
advance confirmation that 
member wishes to proceed 
with purchase and setting 
out deadline for response.

8.3
Member makes one off 
payment (Bank Draft, 

Cheque, EFT) to RA

8.6
RA remits payment to DPER/

PMG under normal remittance 
process.

4.1 
Was prior Single Scheme 

employment(s) with an RA 
under your control?

1.0
Annual Notification to 

Single Scheme 
Members with details 
of purchase scheme, 
application process 

and deadline for 
receipt of expressions 

of interest

1.2
Receipt and validation of 

EOI submitted. High-
level eligibility check

4.0
Does the member have any 

prior Single Scheme 
employments with another 

RA?

YES

7.1
Member reviews quote

8.0
RA issues formal 

contract with member 
checklist

8.1
Member completes contract 

confirming amounts to be 
purchased, payment 

method, completed checklist 
and returns to RA

8.4
RA receives and 

processes payment

END

8.2
RA confirms contract and 

payment method and 
reconfirms eligibility

4.4
Retained SPS Benefits 

Form issued by Member 
to Former RA(s)

2.0
Has the EOI been received 
within RA Notice Period?

4.2
RA verifies Member 

Service using their own 
records

NO

4.6
Retained SPS Benefits 
Form completed and 

returned to HR (current 
RA)

4.7
Retained SPS Benefits 

Form reviewed and 
validated

7.2
Member sends advance 

confirmation of intention 
to proceed with 

purchase

7.3
Is member eligible to 
proceed with formal 

purchase? 

10.0
Issue Non-Eligibility Template 

letter setting out reason(s)

4.3
Issue Retained SPS 

Benefits Form to Member 
for completion 

4.9
Calculate overall 

period of SPS 
membership for 

which contributions 
retained

1.1
Member completes 

Expression of Interest 
form and returns to  RA

4.5
Former RA Completes  

and returns Retained SPS 
Benefits Form to 

Member

8.5
Final check and review. Is it 

in order to proceed and 
finalise purchase? 

YES

NO
9.0

RA Returns Payment

YES

NO

4.8
Is member eligible to 

restore benefits for which a 
refund of contributions 

previously issued? 

4.8a
Member informed of option 
to restore benefits for which 

a refund of contributions 
previously issued by a 
former RA employer

YES

NO

Separate 
Process

YES

NO NO NO

END

YES

YES

Important:  It is assumed that the member’s benefits 
are not subject to the terms of a Pensions Adjustment 
Order issued under the Family Law Schemes.  If this is 
the case it may be necessary to seek further guidance 
from DPER at www.singlepensionscheme.gov.ie 

YESYES

Sub 
Process

NO

8.7
 RA updates member and local 

records to reflect, purchase 
payment amount,  purchased 
retirement benefit amounts etc. 

 RA factors member details into 
annual eligibility review 
activities.



6.2
Does the member wish to 

purchase pension referable 
amounts and\or lump sum 

referable amounts?

6.3
Pension Referable 

Amounts

6.4
Lump-Sum 

Referable Amounts

6.3.3
The limit on maximum purchase 
of pension referable amounts is 
determined on the basis of the 

lesser amount resulting from the 
outputs from Formulas 1&2

6.4.2
MAX Lump-Sum Referable Amount 
Member can Purchase 

Formula 1 = (A x 1.5) – E – (F x G)

OR

Formula 2 = F x Purchase Multiplier

This information is 
used to populate 
relevant fields in 

Quote to Member 
template letter

6.3.1
Establish Members

 A - Annual pensionable remuneration 
based on FTE for most recent year.

 B - CSP at the end of most recent year.
 C - Total of Pensionable Referable 

Amounts (both accrued and previously 
purchased) by the Scheme member. 
“Previously purchased” includes all 
referable amounts purchased whether 
by actual purchase or purchase by way 
of transfer;

 D - Pensionable Referable Amounts 
accrued by the member in that most 
recent year

 G - Period of time in calendar years to 
the member’s individual normal 
retirement age (whole years only to be 
taken into account).

 Purchase Multiplier - Total period, in 
FTE years, as a Single Scheme Member 
to NRA

6.3.2
MAX Pension Referable Amount Member 
can Purchase 

Formula 1 = (A/2) – B – C – (D x G)

OR

Formula 2 = D x Purchase Multiplier

6.4.1
Establish Members

 A - Annual pensionable remuneration 
based on FTE for most recent year.

 E - Total Lump Sum Referable Amounts  
(both accrued and previously purchased) 
by the Scheme member. “Previously 
purchased” includes all referable 
amounts purchased, whether by actual 
purchase or purchase by way of transfer;

 F -  Lump Sum Referable Amount 
accrued by Scheme member in that 
most recent year;

 G - Period of time in calendar years to 
the member’s individual normal 
retirement age (whole years only to be 
taken into account).

 Purchase Multiplier - Total period, in 
FTE years, as a Single Scheme Member 
to NRA

6.4.3
The limit on maximum purchase 
of lump-sum referable amounts 
is determined on the basis of the 
lesser amount resulting from the 

outputs from Formulas 1&2
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7.0
RA issues purchase cost quote to 

Member seeking advance 
confirmation that member wishes 

to proceed with purchase and 
setting out deadline for response.

Sub 
Process
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