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in a timely and concise manner, in order to make informed decisions. Also to ensure the Pensions Office notifies other parties
(Salaries, the employee or Mercer as appropriate) of material information in relation to employee’s AVC decisions.
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Employee / Line Manager

HR

Employee raises
query on AVC’s and
is directed to Mercer

for advice by HR

Employee decides
to avail of AVC and

HRO requests
employee to complete

contact Mercer as
advised by HR

Y

Irish Life AVC
Application Form

Completed Irish Life
AVC Application Form
is returned to HR

HR date stamps the completed
application form & sends to
Irish Life (code@irishlife.ie).

Memo is sent to
salaries to commence
AVC deductions

HR puts a copy of the
application form and a
copy of the memo on
the employee HR file

Amendment
procedure (if
required)




Date: 16" May 2017

Business Objective: To ensure employees who wish to avail of, amend or cease AVC's are provided with accurate
information in a timely and concise manner, in order to make informed decisions. Also to ensure the Pensions Office notifies
other parties (Salaries, the employee or Mercer as appropriate) of material information in relation to employee’s AVC

Employee HR
Employee
contacts HR to
adjustAVC's
Employee is
referred to Mercer
by HR

Employee indicates to HR in
writing their wish to amend

their AVC

HR sends memo to salaries authorising AVC
amendment as appropriate.

Copy of all correspondence
in respect of amendment
placed on employee HR file

Cessation

Procedure
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Business Objective: To ensure employees who wish to avail of, amend or cease AVC'’s are provided with accurate
information in a timely and concise manner, in order to make informed decisions. Also to ensure the Pensions Office notifies
other parties (Salaries, the employee or Mercer as appropriate) of material information in relation to employee’s AVC decisions.

Employee

HR

HR advises
Mercer of
impending
retirement

|

Employee where having
AVCs is advised to
contact Mercer for
financial advice via

retirement letter

HR provide data
requested by
Mercer in respect

Y

of the AVC
including Benefit
Statement

HR sends memoto salaries
authorising AVC deductions to
be ceased.

Copy of all correspondence
put on employee file

Cessation
Procedure
Requested




PP001.10 Additional Voluntary Contributions (Cessation Procedure) Owner: HR Officer Pensions

Date: 25" March 2019
Business Objective: To ensure employees who wish to avail of, amend or cease AVC’s are provided with accurate
information in a timely and concise manner, in order to make informed decisions. Also to ensure the Pensions Office notifies
other parties (Salaries, the employee or Mercer as appropriate) of material information in relation to employee’'s AVC decisions.

Employee HR

Employee informs HR in
writing of their decision
to cease their AVC and
effective date of
cessation

HR forwards memo to

salaries instructing
deductions to be ceased]
& effective date

Y

HR advises Mercer of
cessation in writing

HR puts a copy of the request of the
cessation and HR instruction to
salaries / Mercer on employee HR file




	4489e596-1d04-48aa-a6a1-3489f5bb4f72.vsd
	Applications
	Amendment
	Cessation (Retirement)
	Cessation (Requested)


