










































A fixed amount of an employee's gross pay is PRSI-free 
unde r a number of the PRSI classes. However, the pay is 
liable for the heal th levy. The employee pays a PRSI 
contr ibut ion on earnings above the fixed amount . For 
example, let's assume the PRSI-free amoun t is €127.00. This 
means that the employee will only pay PRSI on earnings 
above this amount . The PRSI-free a m o u n t per week or 
month is non-cumulative. This means that if it is not used in 
any week or month then the benefit is lost. If an employee 
did not work in a particular week, then he or she cannot 
carry over the PRSI-free amount to the next week. The PRSI-
free allowance does not apply to the employer 's contr ibut ion 
towards PRSI. 

The PRSI con t r ibu t ion rates, free amoun t s , i ncome 
thresholds etc are decided upon by the Depar tment of 
Finance and principally the Minister. Changes relating to 
PRSI are effective from the beginning of the new tax year, 
i.e. 1 January. 

PRSI contributions are calculated by the employer and are 
recorded on the employee's tax deduct ion card (see Figure 
1.1). A computerised payroll package will automatically 
generate PRSI contr ibut ions taking into account all the 
various data such as income thresholds, PRSI subclasses etc. 

All the information regarding the different classes of PRSI, 
the rates payable by the employee and employer, the income 
thresholds etc are contained in the 'PRSI Rates and User 
Guide ' , also referred to as the SW14 Leaflet. This is a very 
informative, easy to read guide and it is available at offices of 
Social and Family Affairs or by te lephone 01- 7043274. 
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How to calculate PRSI contributions 
Example 10 
Claire Short earns €330.00 gross basic pay per week. She pays 
Class A PRSI. She works overtime on occasions and in her 
second week of work she earns €420.00. Assume an income 
threshold of €380.00 for Class AX PRSI. 

Her PRSI for the two weeks is calculated as follows: 

Week No. 1 (Class AX) 
(EE) Employee's share € 

€127.00 @ 0.0% = 0.00 
€203.00 @ 4.0% = 8T2. 
€330.00 8.12 

(ER) Employer's share 
€330.00 @ 8.5% = 28.05 

(Tot) Total contribution = 36.17 

Week No. 2 (Class Al) 
(EE) Employee's share € 

€127.00 @ 2.0% - 2.54 
€293.00 @ 6.0% = 17.58 
€420.00 20.12 

(ER) Employer's share 
€420.00 @ 12.0% = 50.40 

(Tot) Total contribution = 70.52 

Claire paid Class AX PRSI in week 1 and Class Al PRSI in week 
2. This is because her pay in week 2 exceeded the income limit 
(threshold) for Class AX. Therefore, all of her income is liable 
for Class Al PRSI for that week. If in week 3 she earns €330.00 
again, then she will pay class AX PRSI. 
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14. Management Information Systems 
This refers to systems that provide summarised and critical 
information to management on a regular basis. The system may 
be computerised or manual. Manual systems can take the form 
of a simple report which captures the main financial information 
each month and shows it on a monthly basis for tracking 
purposes. This type of information is often helpful to 
management committees who are not involved in the day to day 
running of the organisation's finances. It gives a summarised 
picture of what has happened in a particular period and what was 
and is planned for the future. Having this type of information on 
a regular basis helps management to deal with changes, 
anticipate difficulties or plan more effective spending. Some 
groups (with significant funding) provide such reports monthly 
and other smaller groups normally provide this type of report 
quarterly. 

Example 12 
Sample financial report summary 

Details Jan Feb 

Date: 

Budget for month 5,000 5,500 
Actual for month 5,800 5,800 
Variance -800 - 300 

Bank Balance 3,300 3,000 

Outstanding Bills 2,400 2,500 

Funding Received 0 3,000 

Vlar Apr May June etc YTD* 

10,500 
11,600 
-1,100 

3,000 

2,500 

3,000 

*YTD = Year to date, i.e. cumulative figures 

The above is a summary report (all groups can design reports to 
suit their own organisation.) In some cases a second page would 
give more detail, e.g. what expenses were paid out for the 
month, what bills were outstanding and so on. 
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15. Accounting Returns 
Many funders now require accounting returns on a regular basis 
and in a particular format. Some of these formats are straight 
forward and simple, whereas others, especially those involving 
European funds, are more complex in their requirements. 

Where funders do not specify the type of returns they want but 
do want an account at the end of the funding period, the 
formats in Appendix 1 (a & b) are often acceptable. 

Other standard financial returns required by different funders, 
which are not included in this booklet because of their size, can 
be obtained from the following: 

Community Development Programme, Department of 
Social and Family Affairs 

- return forms can be obtained from: 
Voluntary and Community Services Section, 
Department of Social and Family Affairs 
Aras Mhic Dhiarmada, 
Store Street, 
Dublin 1. 

Local Development Companies and Partnerships 
- return forms can be obtained from: 
Area Development Management, 
Holbrook House, 
Holies Street, 
Dublin 2. 

This list is not conclusive, but covers two major sources of 
funding available to numerous groups in the community and 
voluntary sector. 
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Appendices 
Where a funder does not specify the kind of accounting return 
required, either of the formats presented in these appendices 
are often acceptable. 

[Appendix 1(a) 

For small grants 

Accounting return 
Date: 31 /03/02 

Grant received from 

Expenses: 

Telephone 
Stationery 
Programmes: Arts tutor 

Materials 
Creche 

300.00 
150.00 

1,500.00 
700.00 
350.00 

3,000.00 

€ 

3,000.00 

Signed: (Treasurer or otherpersnn(s) responsible for ftwnces), . 

Date: 

Note: In some cases, you may have to show additional income and 
expenses for the same project, if you were required to have extra funding. 
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Appendix 1(b) 

Larger grants 

Accounting return 
Quarter ending 01 /03 /02 

Quarter ending Projection 
31 /03 /02 30 /06 /02 

Grant received from: 
= = = — = €30,000.00 €30,000.00 
Payments 
Administration payments: 
Salaries: Project Leader 6,000 6,000 

Development Worker 5,200 5200 
Employer's PRSI 1,350 U 5 0 

lelephone 825 
Electricity ggO 
* e n t 2,000 
Maintenance 500 
Stationery g00 
Audit Q 
Legal 

825 850 
540 

2,000 2,000 
400 
550 

0 
0 0 

17,095 16,890 
Project payments: 
Youth programme 1,200 1,500 
Personal Development (Men) 850 1,200 
Cookery classes 1,200 1,200 
Literacy 600 800 
Creche 1,000 1,000 

4,850 5,700 
Organisational development: 
One day planning session 500 
Financial Management training 200 

1,000 
Other payments: 
Fixed Assets 0 0 

Total 22,945 

Surplus/Deficit €7,455 

Signed: Date: 

42 

(1) 
(2) 

600 
0 

600 

0 0 

23,190 

6,810 
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Useful references 

A Guide to Good Employment Practice in the Community and Voluntary 
Sector- Jane Clarke (Combat Poverty Agency, 2002) 

The Money Management Handbook for Voluntary and Community 
Groups- Ian Smith (Sheffield City Council, 1994) 

Organising Your Finances - Maggi Sikking (National Council for 
Voluntary Organisations, London, 1987) 

Accounting for Voluntary Organisations - Brian Courtney 
(Northern Ireland Council for Voluntary Action, 1985) 

The Money Book - (Scottish Community Education Council, 1988) 

Manual of Accounting Principles and Practice for Partnerships and 
Other Directly Funded Local Community Groups - (Area Development 
Management (ADM), 1996) 

Guidelines for Financial Management - Maria Power (Co-ordinating 
Structure to the EU Employment Initiative, 1996) 

Voluntary But Not Amateur- (London Voluntary Service Council, 
1990) 

Just About Managing- Sandy Merritt Adirondack (London Voluntary 
Service Council, 1989) 
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Financial Management for Community and Voluntary Groups by 

Maria Power is the sixth booklet in Managing Better - A Series 

on Organisational and Management Issues for die Community 
and Voluntary Sector published by the Combat Poverty Agency. 

The aim of the series is to provide accessible and clearly written 

booklets diat offer a basic introduction to key management and 

organisational issues faced by community and voluntary groups. 

Each booklet provides practical advice and guidance on what 

constitutes good policy and procedure, using examples where 

possible, and refers readers to other sources for more 

specialised advice or training. 

Bookle t s ix , Financial Management for Community and 
Voluntary Groups outlines the basics of accounting for groups 

who are just starting u p or groups who are well established but 

are only developing their financial management capacity. It 

provides a glossary of key accounting terms for handy reference, 

and includes examples of typical financial documents or reports, 

inc lud ing bank reconci l ia t ions , budge t s , petty cash books , 

expense claim forms and so on. The booklet also outlines the 

financial management where policies and procedures 

i red and check lists to ensure that these are in place. It 

uncomp :id valuable resource for groups 

T maintain thi in order. 
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