
FIDUCIARY COMPLIANCE CHECKLIST
RETIREMENT & BENEFIT PLAN SERVICES

You should periodically review your plan’s fiduciary governance structure and procedures to ensure that your 
plan is in compliance or within standard benchmarks. 

PLAN NAME 

PLAN EFFECTIVE DATE  DATE CHECKLIST COMPLETED 

PLAN LEGAL DOCUMENTS
___ 1. □Signed agreements are on file for all plan-related service providers, outlining responsibilities, fees, and service standards.

___ 2. □Authorized Signers’ Plan Document (SPD) is signed and in the plan’s records.

___ 3. □An IRS Determination Letter, if applicable, is on file.

___ 4. □Plan document has been uploaded and reflects the most recent legislative changes with signed copies of documentation,  

amendments, and resolutions.

___ 5. □Plan’s Loan Policy, if applicable, has been completed and signed.

___ 6. □Plan’s Qualified Domestic Relations Order (QDRO) procedures are on file.

___ 7. □Fee Disclosures and Participant notices are on file. (i.e., Safe Harbor Notice, Qualified Default Investment Alternative (QDIA),  

Automatic Enrollment Notice).

___ 8. □An up-to-date SPD is on file which describes the features of the plan and has been approved by legal counsel is distributed to  

participants at the frequency required by law. Employee Acknowledgement Form is maintained with employee files.

COMPLIANCE
___ 1. □ A documented method for selecting and monitoring the plan provider(s) is in place.

___ 2. □ Annual IRS Form 5500 completed by the required filing date.

___ 3. □ Annual plan contribution limits reviewed.

___ 4. □ Applicable annual written notices provided to plan participants 30 to 90 days before the beginning of the plan year (i.e., Safe Harbor 

401(k) Notice, Automatic Enrollment Notice, Qualified Default Investment Alternative (QDIA) Notice).

___ 5. □ Fidelity bonding requirements met in accordance with ERISA.

___ 6. □ Nondiscrimination testing completed and corrective action taken as needed.

___ 7. □ Plan met annual required minimum distribution (RMD) rules.

___ 8. □ Salary-deferral contributions submitted on a timely basis.

___ 9. □ Summary Annual Report provided to plan sponsor for distribution to participants.

(continued on next page)
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INVESTMENTS
___ 1. Investment Committee has been established to review fund options available to participants.

___ 2. Investment Committee has formalized and prepared an Investment Policy to which it conforms.

___ 3. Investment policy statement is current and kept on file with other plan documents.

□ The investment policy statement:

___ Defines the objectives of the investment options in the plan.

___ Defines the people or positions responsible for managing and administering the plan.

___ Outlines criteria to be used in selecting, measuring, monitoring, replacing, or eliminating investment options in the plan.

___ Explains how costs of the plan and investments within the plan will be monitored and evaluated against clearly defined benchmarks.

___ Summarizes ERISA guidelines for participant communication and the plans for addressing those guidelines.

___ Includes signatures from all known plan fiduciaries, acknowledging they intend to manage the plan in keeping with applicable laws, 

trust documents, and the investment policy statement.

___ Plan has made an election regarding compliance with QDIA regulations.

___ Investment performance is regularly reviewed and compared to appropriate benchmarks.

___ Plan maintains a broad, well-diversified investment lineup that covers the risk / return spectrum.

___ Plan sponsor provides investment education to the participants.

___ Reviews of the investments in the plan and action is taken (replacing or eliminating an investment option, e.g.) as needed.

Plan sponsors seeking ERISA 404(c) protection should ensure that:

___ The intention to be 404(c) compliant is documented, and legally required information has been distributed to participants.

___ An up-to-date SPD which describes the features of the plan and has been approved by legal counsel is distributed to participants  

at the frequency required by law.

___ Enrollment programs explain the importance of plan participation, saving for retirement, investment diversification, and  

other investment basics.

___ Ongoing participant education and communication is planned, delivered, and documented.

Important: This publication provides general information about fiduciary-oriented ideas and strategies for retirement plans. Always consult with your legal, tax, insurance, and investment advisors before 
implementing any financial or regulatory changes. Any tax statements contained herein were not intended or written to be used, and cannot be used for the purpose of avoiding U.S. federal, state, or local tax 
penalties. Please consult your own independent advisor as to any tax, accounting, or legal statements made herein.

  Hills Pension AssociAtes 
31 Hayward Street   Suite 2A/211   Franklin, MA 02038   |   38 Colchester Road    P.O. Box 157   Plympton, MA 02367

p 508-928-7172  |  844-395-401k  |   f  508-928-1910  |  e info@hillspallc.com | www.hillspallc.com

CONTINUED FROM LAST PAGE


