
 
 
Replies to Best Practices Retirement Plan Services RFP  
 
 
ORGANIZATION BACKGROUND 
 

  Please provide the name(s), title(s) and contact information of the individual(s) responsible for  
responding to this request and for any follow up questions. 

 
Parker Payson 
Executive Vice President 
Employee Fiduciary Corporation 
(877) 401-5100 x 11 
payson@employeefiduciary.com 
(251) 436-0801-fax 
 

Whit Tanner 
Senior Vice President 
Employee Fiduciary Corporation 
(877) 401-5100 x 14 
whit@employeefiduciary.com 
(251) 436-0801-fax 

 

 Please provide a brief overview of your company including history and experience and any 
differentiating characteristics your firm has in servicing the retirement plan market.  

 
Employee Fiduciary Corporation was established in 2004 specifically to provide an alternative for 
companies in the micro and small plan market (under $40 million in plan assets) seeking  

 access to index and institutional class investments without mark-up  

 meaningful fiduciary and administrative support 

 fee transparency  
 

… in an easy-to use, low cost program. 

We were the first major provider in the nation to offer low-cost, flat fee pricing in the micro and 
small plan market and forward all third-party revenue sharing payments we receive to the plan.   
 
Our staff has established and provided recordkeeping for approximately 2,000 qualified 
retirement plans with $5 billion in assets.  In aggregate, our administrators have handled the 
preparation and distribution of approximately 350,000 participant statements, reconciled more 
than 2-million trades and market instructions, administered more than 15,000 loans and 
completed 22,000 ADP/ACP compliance tests. 
 
Unlike other providers 
 

 We guarantee the lowest total-cost, full-service plans in the nation 

mailto:payson@employeefiduciary.com
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 We do not get paid on assets—either explicitly or implicitly (so sponsors and participants  
do not pay more as plan assets grow for essentially the same amount of service) 

 We do not retain any “revenue sharing” payments and forward all money we receive from 
mutual fund companies and other sources to the plan or to participants 

 We explicitly assume fiduciary responsibility for our work, which binds us to act solely in 
the best interest of participants 

 We offer a complete open architecture fund line-up, with no mark up or proprietary 
investment requirements (30,000 share classes from 377 fund families). 

    

 Please describe ownership structure and any common ownership and/or direct or indirect 
compensation or benefits received from any service providers you may use or recommend.  These  
service  providers may include custodians, advisors, brokers, brokerage firms, third party 
administrators, mutual fund companies and investment managers. 

 

We are 100% employee owned.  We have no ownership stake, nor receive any direct 
compensation or benefit from any service providers, investment managers or mutual fund 
companies with whom we work.  

 Is there any plan size minimum?  What is your typical size plan? 
 
Employee Fiduciary does not get paid on assets; consequently there are no plan size minimums 
(on assets or number of participants).  Our largest plans have 2,000+ - employees and $40 million 
+ - in plan assets.  These are outliers.  Typical plans range from 2-500 employees from $0 to $10 
million in plan assets.  “Start-up” plans are fine. 
 

 Please provide a breakdown of your primary sources of revenue. 
 
Daily value recordkeeping, administration and consulting of qualified plans: 100%   
   

 How many new daily valuation recordkeeping/administration clients have been added in each of 
the past five years?  
 

2006: 96 
2007: 311 
2008: 282 
2009: 371 
2010: 318 

 

 What is your annual client retention rate (client base less those who left with cause) during the 
last five years?  
 
Annual client retention/renewal exceeds 98%. 
 

 Will you accept any fiduciary responsibility in writing?  If not, please describe.  
 

Yes. We explicitly assume fiduciary responsibility for our work, which binds us to act solely in the 
best interest of participants 



 

 Does your company bear the associated costs for correcting administrative errors made by your 
company?   
 
Yes. 

 

 Does your firm itemize and recapture 100% of all revenue sharing payments it receives?  Examples 
include finder’s or service fees, 12b-1s and sub-transfer agency fees.   
 
Yes. 
 

 If the plan trustee wishes, can these monies by added to participant accounts?  
 
Yes. 

 

 How are plan assets protected? 
 

All contributions are transmitted via ACH to an external custody bank account maintained by 
either MG Trust (Matrix) or Mid Atlantic Capital Corporation for each plan.  Contributions are 
invested daily at 4:00 eastern time (excluding weekends and market holidays).  Plan assets 
deposited in the plan’s custodial account (awaiting investment) are federally insured up to 
$250,000 per participant account. 
 

 Please discuss the terms, limits, and coverage of your liability insurance policy. 
 

Employee Fiduciary maintains liability and E&O coverage up to $1 million per occurrence.  This is 
in addition to general liability coverage. The custodian of plan assets also maintains a Professional 
Liability policy with a limit of $5,000,000. In addition to this coverage, the custodian also carries a 
STAMP Bond with a $5,000,000 limit.  
 

 Do you use an outside service to survey client satisfaction?  Is this done on an on-going basis? If 
so, please describe results. 
 
Yes. Blind survey results are updated quarterly.  Here are summary results: 
 
  

Employee Fiduciary Corporation 
 
Contact Information 
Employee Fiduciary Corporation 
1102 Dauphin Street 
Mobile,  AL 36604 
Phone: (877) 401-5100 
Email: info@employeefiduciary.com 
 

 Overall Rating    
 Professionalism 

mailto:info@employeefiduciary.com?subject=My%20BuyerZone%20Request%20for%20Quote


 Timeliness of Response 
 Product/Service Quality 
 Product/Service Value 

 
Would recommend to colleagues: 91% 
Rated by: 177 users nationwide 
Surveyed since: January 2005  

 
Employee Fiduciary also surveys every new client after plan establish and conversion.  
 
Survey results affect staff compensation and aid in assessing training and professional 
development programs. 
 
 

APPROACH TO CLIENT SERVICING, STAFFING & TRAINING 
 

 Do you provide a dedicated administrator to service the plan?  If not, please describe approach to 
client relationship management. 
 
Each client is assigned  two dedicated plan administrators—one provides day-to-day support and 
servicing to the plan sponsor and staff handling HR functions; the second serves as a plan 
conversion/set-up  specialist to manage the set-up of each plan and, when applicable, the  
transition from outgoing providers.   Our administrators are full-time salaried employees and are 
not “customer service reps” or “client relationship managers” but actual administrators in charge 
with servicing your plan.     
 
Participant questions can be addressed to each plan’s dedicated administrator or a toll-free 
participant help line. 
 

 How many of employees work on defined contribution plans? Provide breakdown by 
functional area. 
 
Employee Fiduciary currently has 36 employees who work on defined contribution plans. 
Recordkeeping & Administration: 15; Documents & Compliance: 6; Payroll Processing: 5; 
Distributions and Trading: 3; Client/Prospective Client Services: 3; Billing 1; Office Staff: 3 
 

 What type of training is required for new employees before they work on client plans?  
 

All Employee Fiduciary plan administrators have a college education and at least 1-3 years of 
direct “hands on” experience.   Many employees have more than 5-10 years of plan administration 
experience.   In- house training is provided by our Vice President of Operations, who currently 
serves on the Technical Advisory Board for retirement plan issues of the American Institute of 
Certified Public Accountants (AICPA), and by other managers and team leaders, with CPC, QPA and 
QKA designations.  All administrators are required to receive base-line and on-going training and 
are encouraged to further their education thru additional coursework and examination by the 
American Society of Pension Professionals and Actuaries (ASPPA). 

 



 
RECORDKEEPING SERVICES 

 

 Please describe your daily valuation recordkeeping software.   
 
Employee Fiduciary uses the latest release of SunGard Relius Administration (ASP).  SunGard  
provides recordkeeping services for more than $25 trillion in banking and retirement plan assets, 
worldwide. 

   

 Do you provide SAS 70 reports on your recordkeeping system in support of a limited scope audit?  
 

Yes.  Copies are available on request and are part of our comprehensive audit support package,  
which also includes SAS 70s from the plan custodian and certified statement of assets from the  
plan custodian. 
 

 Do you provide daily valuation? Describe in detail how your system allocates earnings. 
 
Yes. Our recordkeeping system provides daily valuation.  Earnings are allocated each day.  (We get 
confirmation of trades and purchase settlement each evening when the market is open and 
update the website the following business day).  Dividends and other income payments are 
posted when credited to the underlying investment and show up as gain or loss on the participant 
statement and appear on the web as a dividend.   
 

 Please describe the system for contribution processing and reporting.  
 
9ƳǇƭƻȅŜŜ CƛŘǳŎƛŀǊȅΩǎ system allows seamless contribution processing via secure ftp upload from 
sponsor’s payroll department or payroll provider.  Upon receipt, Employee Fiduciary initiates an 
ACH (direct bank-to-bank transfer) to the plan’s custody bank account.  All investment instructions 
are processed on the same day that the ACH is received by the custodial bank, assuming the ACH 
is received prior to 4:00 pm eastern on market trading days.  (If the ACH occurs after the market is 
closed, contributions will be processed on the next business day). 

 
Employee Fiduciary accepts payroll files in multiple electronic formats and sends confirmation of 
ACH activity to the client, upon request.  Sponsors can also request transaction confirmation 
directly from the mutual fund companies.   

 
Plan Sponsor can easily reconcile data with activity reports listed on the Plan Sponsor website, 
which summarizes contributions into the plan by source and date and reports numbers of shares 
and values of mutual funds purchased during each contribution period.  Plan Sponsors can also 
review this data in aggregated quarterly reports. 
 
Here is an illustration of the contribution process: 
 
 

Employer uploads a spreadsheet to EFC website showing participant deferrals (pre tax and Roth) and 
employer contributions of $1,000. 



↓ 

EFC initiates an ACH for $1,000 drawing the money from the account the employer has designated. 

↓ 

$1,000 arrives via ACH to the plan’s bank account at the custodial bank.  The money remains in cash in the 
plan’s account until it can be invested at 4:00 pm eastern.  (While the money is in cash at the custodian, it 
is federally insured up to $250,000 per participant). 

↓ 

Mutual fund companies receive $1,000 from the custodian at 4:00 pm and credit the plan with $1,000 
worth of shares.   (The shares do not reside at the custodian.  They are held-in-trust for the plan by the 
mutual fund companies, or their holding agents). 

↓ 

EFC gets confirmation of settlement after the market closes and updates the website in the morning.  The 
plan’s website will show the $1,000 transaction and any trades placed by the trading deadline. 

↓ 

Participants can login to EFC website (www.planlogin.com) and see that their portion of the $1,000 was 
invested as instructed.  The employer can also login and confirm that $1,000 was invested.  (The employer 
also can request transaction confirmations directly from fund companies).  Plan and participant level 
transaction history remains on EFC website for as long as the employer remains a client. 

↓ 

For plans that require an audit (generally 100 participants), EFC and the custodian provide a certified 
statement and SAS70 audit reports of controls to satisfy the requirements of an independent, external 
auditor, chosen by the employer. 

 
 
 
 
 

 Please describe your back-up and disaster recovery procedures.  
 

http://www.planlogin.com/


Data is backed up daily in two redundant, secure, off-site locations, in Jacksonville, FL and 
Birmingham, AL. This system is tested daily.  

 
 

 Can your system maintain separate records for employee and employer contributions? 
 
Yes.  The system tracks employer and employee contributions separately. Employers can view a 
plan’s current employer and employee contributions on the Plan Sponsor Website. 
 

 Can your system maintain separate records for different types of employer 
contributions? 
 
Yes. The system can track an unlimited number of contribution sources and tracks different types 
of employer contributions such as employer match and employer profit sharing, etc. separately. 
 

 Describe how your system can track traditional pre‐tax and Roth after‐tax employee deferrals. 
 
Yes.  Pre-tax and Roth after-tax deferrals are remitted to our recordkeeping system as separate 
sources.  The system tracks both sources separately.  The system also keeps track of the basis of 
after-tax contribution, for tax reporting purposes for participants who may take distributions from 
a Roth account prior to the required holding period. 
 

 Can your system maintain separate records of money rolled in from other investment vehicles 
from plan contributions? If so, describe. 
 
Yes.  The system can track each original source of assets within rollover contributions. 
 

 Can your system maintain separate records of from different company divisions, or different 
affiliated service groups? 
 
Yes. 
 

 How does your system process transactions such as loans, withdrawals, rollovers, etc.?    
 

We program all loan, distribution, in-service withdrawals and rollover provisions established in the 
plan document into the recordkeeping system, which ensures compliance with plan provisions and 
IRS regulations and inform sponsors if a request exceeds allowable limits. 
 
The loan/distribution process (from request to distribution) is as follows:  
 
 

Step 1. 
A participant can contact us, their employer or can go to the plan website for necessary 
paperwork.  The participant can also model a loan on the web, which will show payment 
amounts and due dates.   

Step 2. Participant fills out loan/distribution form and forwards to employer.   



Step 3. 
The plan sponsor (or authorized rep) approves distribution in writing and forwards the 
form to us by email or fax.   

Step 4. 
Once the loan is approved, we generate a loan document package, containing the loan 
promissory note and amortization schedule, which the participant signs and faxes or 
emails to us.   

Step 5. 
We submit the distribution for trading.  Generally this is on the same day the 
documents are received in good order, assuming receipt by submission deadline; if not, 
the trade order is processed the next business day. 

Step 6. 
When the trade has settled, Employee Fiduciary requests a check from the custodian, 
and appropriate federal and state tax reporting agencies are notified.   

Step 7. 
The participant receives check in mail.  This is typically within two weeks of submitting 
completed paperwork. 

 
 

 Do you review and validate and/or confirm submissions for hardship withdrawal? 
 
We rely on the plan sponsor to validate the submission of the hardship withdrawal. 
 
 

 How do you handle a delinquent or defaulted loan? 
 
A defaulted loan is treated as a distributable event, resulting in a 1099-R being issued to the 
participant.   
 

 Do you support the use of loan credit cards? 
 
No. 
 

 Will you provide an administration manual? 
 
Yes.  We offer three manuals—a plan administration manual, participant web instructions and a 
payroll submission manual.   Additionally, other materials, newsletters, forms, etc, may be posted 
to the plan’s website.   
 

 How do participants receive statements? How quickly do you prepare participant statements 
following the quarter-end?  Are participants able to request a statement at any time?  Are there 
additional fees for producing or mailing hard copy participant statements? 

 
Quarterly Participant Statements are posted on-line or mailed within 15 days of quarter-end.  In 
addition to reviewing current and previous quarterly statements, participants can generate 
statements on demand for any time period they wish.   
 
We will send email reminders to participants each quarter that statements are available for on-
line viewing, assuming the sponsor provides valid email addresses. 
 



Employee Fiduciary can also mail hard-copy, quarterly paper statements to participants’ home 
address, for $1.50 per statement.     
 

 Please provide a sample quarterly participant statement.  Does the statement show personal rates 
of return? 
 
Please see attached.  
 
 Yes.  The statement shows each participant’s personal rates of return. 

 

 How quickly are fund contributions allocated to investment options?  
 
Fund contributions are allocated to investment choices on the same day that the ACH is received 
by the plan’s custodian, assuming the stock market is open at time of receipt. 
 

 How long is transaction history available on-line, and are transaction confirmations available 
directly from the mutual fund companies?  
 
Transaction history remains on the web (for participant and sponsor viewing) as long as the plan 
retains Employee Fiduciary as record-keeper. Sponsors may also request written transaction 
confirmations directly from the mutual fund companies offering investments to the plan. 
 

 Does your firm accept trade instructions by phone?  
 

No.  Employee Fiduciary requires written trade instructions.  These are accepted via the web or in 
writing by the participant, trustee or designated representative.  

 

 How long does it take for the following  transaction requests to be processed: 
 

o Changes in investment elections (received via web before market close)  – Processed on 
the same business day 

o Trades (received via web before market close) – Processed on the same business day 
o Distributions  –  Processed within 1-2 business day of receipt*   
o Loans  –  Processed within 1-2 business day of receipt *  
o Rollovers to and /or from the plan –  Processed within 1-2 business day of receipt* 
 
* All distributions and loans require written sponsor approval prior to processing. Check or  
  ACH typically received by participant or institution within 2 weeks of processing.  

 
 

 
PLAN ADMINISTRATION AND COMPLIANCE SERVICES 

 

 What type of plans do you service? 
 
Employee Fiduciary provides recordkeeping and administration services for 401(k), profit sharing, 
ERISA 403(b), 457(b), Roth 401(k)/403(b), money purchase, “Davis-Bacon,” and multiple employer 



plans.  This includes age-weighted, cross tested/new comparability plans.  Unleveraged ESOPs and 
non-qualified plans are accepted on a case-by-case basis after compliance review.  In addition, 
Employee Fiduciary provides “recordkeeping-only” service for non-ERISA 403(b) plans, cash 
balance/defined benefit plans, in tandem with an outside TPA/actuary.  We do not service 
leveraged ESOPs, 457(f), 1165e (Puerto-Rican) or tribal plans. 
 

 Describe your firm’s approach to plan design? 
 
Plan design consultation is part of Employee Fiduciary’s core services.  Generally, companies with 
existing plans either instruct our administrators to map over existing plan provisions or make 
specific changes.  Other companies may welcome a complete plan design review. 
 
Companies setting up new plans typically receive comprehensive plan design consulting including 
information and recommendations on plan provisions, and, if applicable, strategies to “max out” 
tax benefits of targeted employees.  Discussion topics also often include affiliated companies or 
controlled groups (if applicable), auto enrollment, eligibility, employer contributions, safe harbor 
and various profit sharing formulas, vesting, loan and hardship provisions, provisions for 
terminated employees,  etc.        
  

 Describe your firm’s capabilities for providing plan documents, document updates and 
notifications. 
 
Employee Fiduciary provides non-standard prototype documents, pre-approved by the IRS, or 
volume submitter documents, depending on the needs of the client.   
 
Our plan administrators notify plan sponsors when the law changes and may require a plan 
amendment or restatement to ensure that plans remain in compliance with up-to-date 
documents at all times. 
 
As a full service provider, Employer Fiduciary prepares all necessary amendments, restatements 
and notifications (including document statements, black-out notices, safe-harbor notices, and 
Summary Plan Descriptions) for sponsor safekeeping and distribution to participants.     
 

 Are there any limitations on plan design choices, e.g. hardships, loans, employer contribution 
formulas, cross testing, etc.  
 
Employee Fiduciary generally supports all common plan provisions.  The following “atypical” plan 
provisions are not supported: 
 
Loans -- More than two outstanding loans per participant (except for participants 

grandfathered in from prior plans) 
 -- No partial pre-payment 
Distributions -- Cash distributions (proceeds must be check or ACH) 
 -- In-kind distributions 
Rollovers -- In-kind distributions 
Allocations -- “per payroll” allocations 
 
Check with Employee Fiduciary if you have questions about specific plan provisions.   



 

 Will your firm prepare the plan’s tax return (Form 5500) and Summary Annual Report?     
 
Yes.  Form 5500s are prepared to a signature-ready level for the sponsor to submit to the IRS 
website.  Employee Fiduciary also prepares Summary Annual Reports for each client.   
 

 What services do you provide for auditors?  
 
Employee Fiduciary provides a comprehensive audit package. Our audit support package includes:     
 

o Standard auditor telephone support and reporting in support of a limited scope audit 
o Certified Trust Statements (from custody bank) 
o Statement of Assets 
o Participant Allocation Report 
o Year-end Loan Summary Statements 
o Current Plan Document 
o Current Plan Amendments 
o Summary Plan Description 
o IRS Determination Letters 
o Prior Form 5500 and Prior Year Auditor’s Reports (if available) 
o Annual Census Report (including both ineligible and eligible employees) 
o Year-end Loan Summary Statements 
o ADP/ACP, 415 and Other Compliance Tests 
o Current Form 5500 and Other Applicable Tax Returns 
o Custody Bank Type II SAS 70 
o Recordkeeping System Type II SAS 70 

 

 How is testing handled?   
 
Employee Fiduciary requests an updated census and compensation data from each client at year-
end.  We complete compliance testing within 30 business days of receipt of accurate and 
complete data.  
 

 How do you work with plans that fail tests?  
 
Our dedicated administrators present alternatives to plan sponsors, including withdrawing excess 
contributions (to be distributed back to one or more HCEs) or making non-elective employer 
contributions.  If the client does not wish to fail tests in the future, we can recommend strategies 
to help pass testing or amend the plan to satisfy safe harbor rules for future plan years.      
 

 How will your firm handle payments of excess deferrals, contributions, aggregate contributions, or 
annual additions?   

 
Our recordkeeping software flags and rejects excess salary deferrals, employer contributions and 
forfeiture allocations to ensure that aggregate contributions do not exceed regulatory limits, 
including 415(c) and 402(g).  If the software rejects an excess deferral or contribution, the plan’s 
dedicated administrator contacts the plan sponsor or designated representative to discuss.   
 



Employee Fiduciary provides illustrations or instruction to help allocate year-end employer 
contributions, according to sponsor’s goals, plan documents and applicable limits.  

 

 Does your system have the ability to project test results through plan year-end? 
 
Yes.  Mid-year projections are provided upon request for an additional fee. 

 

 What materials do you supply for plan sponsor’s wishing to comply with ERISA Section 404c?   
 

Most sponsors seek to comply with ERISA Section 404(c), which affords protection to plan 
fiduciaries for any loss resulting from a participant’s exercise of control over his or her account.  To 
qualify for 404(c) protection, plan participants must be given the opportunity to exercise control 
over the investments in their accounts, choose from a broad range of investment alternatives, and 
obtain sufficient information to make informed investment decisions. 
 
The Department of Labor has interpreted a broad range of investment alternatives to mean at 
least three investment alternatives, each of which is diversified and has materially different risk 
and return characteristics. As an open-architecture provider, our program offers sponsors nearly 
unlimited investment choices, with substantially different risks and returns.   
 
Exercise of control has been interpreted to mean that participants have the freedom to select and 
change investment elections without substantial delay or penalty. Our program permits 
participants to select and change investment elections on demand without charge.   
 
The information our program provides on each investment intends to comply with the 
requirement to provide suitable investor information for participants to make informed decisions.  
This information includes general investor educational material, a description of each investment, 
including investment strategy, top holdings, relative risk, performance, managers’ tenure and fund 
expense.  This information is available at time of enrollment and on-going via the participant web.  
In addition, sponsors and participants can generate up-to-date prospectuses on demand. 

 

 Do you offer investment advice? 
 
No.  RIAs work with Employee Fiduciary without concern of client “poaching.” 
 
About 50% of sponsors hire an investment advisor, and 50% do not.  This matches national industry 
averages.     
 
Sponsors who want an investment advisor and don’t have one can contact Employee Fiduciary for a 
recommendation.   
 
 

 
 
 
INTERNET ACCESS 
 

  Please describe the information and transaction capabilities participants receive on-line. 



 
Our Participant Website is designed by SunGard, which provides recordkeeping software for more 
than $25 trillion in banking and plan assets worldwide.  It is state-of-the-art.  Participants can view 
contributions by source, holdings, vested balance, current allocations by investment and style box, 
loan history, transaction history, statements, forms, and view quarterly, monthly and annual rate-
of-return information for their account as a whole or individual investments.  Participants can also 
examine mutual fund fact sheets from Morningstar or request prospectuses and any applicable 
fund-company fees or restrictions on rapid trading.  
 
Participants can change investment elections, make trades, conform balances, set up automatic 
rebalancing schedules, model loans, use a retirement plan “gap-savings” calculator, and request 
changes in salary deferrals.   Data can be downloaded into Excel or Ascii for easy upload into 
personal financial software programs, such as Quicken or Quickbooks. 
   

 Please describe the information you provide on-line for Plan Sponsors?   
 
The site provides the same functionality for sponsors as participants describes above.  In addition, 
the Sponsor Website provides aggregate plan-level reporting and gives employers the ability to 
pull up individual participant account level information via name and social security number.  
Quarterly plan-level statements are posted to the site within 15 days of quarter-end.  Participant 
statements are also posted as a batch pdf file for optional in-house distribution.    
 
Plan level statements and reports can be generated any time, upon demand. 

    

 Is there a demonstration for your Internet system?  If so, please provide the information for us to 
test your services. 
 
Yes. 
 

Participant view 
URL: www.planlogin.com 
User ID: 123456789 
Password: 6789 
Click the “participant” button. 
 
Employer View 
URL: www.planlogin.com 
User ID: demoplan 
Password: demoplan 
Click the “sponsor” button.   

 

 What transaction reports will participants receive when they transfer money via the Internet?   
 
All participant transaction history is posted on-line.  In addition, participants can request 
transaction confirmation emails. 
 

 Does the Internet site support foreign languages? 
 

http://www.planlogin.com/
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English and Spanish. 
 

 Do you have a toll-free number for participants who need help or do not want to use the Internet? 
 

Yes.  The participant helpline is manned 9:00-6:00 M-F, Eastern time. 
 

 
CONVERSION AND IMPLEMENTATION 
 

 Do you have a specialized and dedicated implementation team? 
 

Our staff typically handles one conversion a day.  The process is well defined and orderly.  Each 
plan is assigned a dedicated conversion/plan set up specialist within one business day of 
submitting signed and completed service agreements.  This person is responsible for managing the 
entire conversion and set-up process.   

 

 Describe your conversion and implementation process.  What is the minimum amount of lead-
time your firm needs before the effective date of the recordkeeping conversion? 
 
The dedicated conversion specialist will forward a customized plan establishment kit to each new 
client.  This includes a customized timeline of events and all the information we need to set up a 
new plan and manage the conversion.    
 
The speed of a conversion is dictated almost exclusively by the outgoing provider, who will need 
advanced lead time to provide reports and reconcile data.  The outgoing provider will also largely 
dictate the amount of time the plan will be in blackout, based on the amount of time it needs to 
reconcile account balances and the sequence and format in which it delivers plan records to us 
and plan assets to the plan custodian.  Typically most outgoing providers require 2 weeks to 1 
month for blackout, although this varies widely by provider. Since the law requires that 
participants receive written notice 30-days in advance of blackout, most conversions take at least 
6 to 8 weeks to complete.   
 
Many clients ask us to start contributions to the new plan in advance of conversion.  This allows 
participants to invest in the new fund line-up quickly and also avoids unnecessary gaps in 
contribution processing during blackout.  Generally, it takes us 15-30 days to establish a new plan 
and accept contributions into the new fund line-up.   
 
See the sample timetable and installation checklist below or for details.  



 
 

There are four main tasks in converting a retirement plan:  asset transfer, document creation, investment 
selection and participant enrollment.  This table outlines responsible parties and offers an approximate 
timeline for completion.  Conversions generally take 45-90 days, but actual timeline may vary depending 
on the lead time required by your outgoing provider.  Usually we can start contributions to the new plan in 
advance of transfer.  We are able to provide specific conversion and blackout dates after you provide a 
service termination letter to your outgoing provider and we are able to coordinate the asset transfer with 
them.   

 
 

Asset Transfer  Document Creation  Investment Selection  Participant Enrollment 
 

       

Step 1 
(Week 1) 

Notify prior provider of 
service termination  

 
Forward current plan 
docs and set-up info 

 Select investment menu   

        

Step 2 
(Week 2) 

Establish transfer 
timeline and blackout 
dates

À
  

 
Complete new plan 
document 

 
Confirm investment 
availability 

 Distribute blackout notice
ÀÀ

 

        

Step 3 
(Week3) 

  
Review & approve 
new plan document 

 
Prepare enrollment 
materials* 

 
Schedule enrollment 
meetings 

        

Step 4 
(Week 4) 

  
Distribute summary 
plan description to 
participants 

 

 

 Hold enrollment meetings 

        

Step 5 
(Week 5) 

      
Return all completed 
enrollment forms to EFC 

        

Step 6 
(Week 6) 

Receive assets & 
records from prior 
provider 

     Set up participant accounts  

        

Step 7 
(Week 6) 

Allocate assets via 
participant investment 
elections 

     
Distribute website 
instructions to participants 

        

Step 8 
(Week 6) 

Conduct payroll training 
and upload 1

st
 payroll 

      

 
 
 
 
 
 
 
 
 

*5 business days    

   plus shipping 

Approximately 

30-60 days
À

 

 

SAMPLE CONVERSION TIMETABLE  

À 
  Dat es determined by prior  provider    

ÀÀ  
Part icipants must receive notice 30 days  

                 in advance of blackout  

= Responsibility of Advisor (or Sponsor if no advisor)  

= Responsibility of Employee Fiduciary Corp.  

= Responsibility of Plan Sponsor  



SPONSOR CONVERSION CHECKLIST 
 

 

Task: Completed? 

  
 

Provide completed Plan Establishment Kit Ç 

The following sections require your completion (pages 4-13): 
 

Ç        Company Profile 
 

Ç        Plan Profile 
 

Ç        Contact Information 
 

Ç        Plan Investments 
 

Ç        Plan Service Options 
 

Ç        Employee Fiduciary Fees 
 

Ç        Advisor/Broker Information 
 

Ç        Bank Debit Authorization 
 

  Provide Plan Documents and supporting information Ç 

Please include the following to Employee Fiduciary: 
 

Ç        Plan Document & current amendments 
 

Ç        Summary Plan Description(SPD) 
 

Ç        Most recent plan valuation 
 

Ç        Most recent compliance testing 
 

Ç        Most recent Form 5500 
 

  Sign and mail/fax the service termination letter to outgoing provider Ç 

  
 

Provide employee census via Excel spreadsheet Ç 

  
 

Distribute Blackout Notice Ç 

The Blackout Notice will be provided by Employee Fiduciary once the 
transfer of plan assets has been coordinated with your outgoing provider.  

Approve and execute new plan documents Ç 

  
 

Distribute Summary Plan Description (SPD) Ç 

  
 

Schedule and hold enrollment meetings Ç 

  
 

Send in participant enrollment forms Ç 

  
 

Schedule payroll training/Upload first payroll together with EFC  Ç 

   

 What process/forms are required for a plan employee to roll IRA or old 401K plan assets into your 
plan?   



 
Participants fill out a roll-over form.  This can be our form or a form from the outgoing provider.  
(Most outgoing providers require participants to fill out their own outbound rollover distribution 
form).  We can assist participants by pre-filling accurate ACH or remittance information, so 
rollover monies are sent to the plan’s custodial account and are not inadvertently routed 
elsewhere or made subject to withholdings.    
 

 What is the expense of producing and mailing enrollment packages?   
 
Employee Fiduciary offer two enrollment package choices: a) hard copy enrollment booklets or b) 
pdf/word enrollment forms and facts sheets emailed to the employer.   Hard copy booklets 
(provided by an outsourced provider specializing in customized enrollment booklet) run 
approximately $4 a booklet plus shipping.  PDF/word forms and fact sheets are free. 
 
Participants may enroll by paper enrollment forms (faxed or emailed to us) or on-line via the web.   
 

 Do you support auto enrollment? 
 

Yes.  Auto, or negative enrollment, has become an increasingly popular choice among clients.   
 

 How are conversion dollars allocated to the new investments? 
 
Typically participants will complete enrollment forms and prior to conversion.  We’ll use their 
investment elections to allocate their conversion money at time of transfer.  If a sponsor prefers a 
mapping strategy, we will look to the advisor to offer fund-to-fund mapping.  Mapping occurs 
infrequently, because many sponsors offer new QDIAs or investment categories (such as lifecycle 
funds or model portfolios) and prefer employees the opportunity to select afresh.    
 
Re-registrations and transfers-in-kind require the cooperation of the outgoing provider and are 
supported, without additional charge, on a case-by-case basis. 
 

 How are employees trained on how to use the website? 
 

During the enrollment meeting, each participant receives a copy of our Participant Website 
Instruction booklet, which we email to the sponsor along with the plan’s SPD.  If the prior provider 
offered a web interface, many participants are likely to find the booklet unnecessary.  The website 
is designed to be intuitive and includes help-icons and imbedded tutorials.   
 
If participants need help, they can also contact our toll free participant help-line. 
 

 How is our payroll clerk/bookkeeper trained to remit deferral and contribution information?  
 
Payroll upload training is provided to each client.  We provide Payroll Upload Instructions in pdf 
to the person submitting payroll data for each plan.  We also provide real-time telephone training 
and upload the first payroll jointly with each new client.  If the payroll clerk or bookkeeper has on-
going questions, he or she can always contact the plan’s dedicated administrator for assistance.      
 
For a typical client, the payroll upload process requires 2-3 minutes per payroll.  



 
 

INVESTMENT OPTIONS 
 
 

 What investments do you offer? 
 
We offer nearly the entire universe of mutual funds and share classes from every fund family. 
(Funds must be NSCC-tradable, available thru custodial platforms and open for new investing).  
This includes nearly 30,000 share classes from 377 fund families.  This includes all the DFA Funds 
and Vanguard Funds.    
 

 Are Exchange Traded Funds (ETFs) available through your program? 
 
Yes.  We offer every major exchange traded fund.  ETFs, unlike mutual funds are bought and sold 
like a stock and consequently have trading costs and other fees to allow the purchase and sale of 
fractional shares.  These trading and fraction share reporting services are provided by the plan’s 
custodian and trading agents, who charge additional fees.  For example, Matrix charges 7¢ a share 
on every ETF share purchased or sold, and Mid Atlantic charges a 0.15% annualized charge on ETF 
holdings in the plan.   
 
While ETFS are much less expensive than the typical mutual fund offered in the typical 401(k), 
most sponsors and advisors prefer lower cost mutual funds to ETFs lower cost mutual funds are 
inexpensive and do not have any additional trading costs or unitization fees.    
 

 Are there any proprietary fund requirements?  For Money Market or Stable Value?   
 
There are no proprietary fund requirements at all.  This includes money market or stable value 
funds.   
 
Each plan must set up a default investment (or set of funds for default investments) to satisfy the 
default investment requirements of the Pension Protection Act.  To receive certain liability 
protection, the plan can select a Qualified Default Investment Alternative (QDIA).   Employee 
Fiduciary can advise on the types of funds that satisfy this requirement, but the sponsor (or 
advisor) can pick whatever investment it wants that meets QDIA criteria.  
 

 What is the maximum number of investment options supported? 
 
Plans can have up to 30 mutual funds for no additional charge.  Plans requesting more than 30 
funds will be charged an add’l $250. 
 

 What is the maximum number of model portfolios supported? 
 
No restrictions (as long as the number is reasonable, given the plan size). 
 

 Is there any additional cost to add new funds to the plan line up or make substitutions? 
 



No, assuming changes are made only periodically and consistent with long-term investing.  Our 
program does not support rapid-traders or so-called “momentum investors.”  

  

 Have often can participants make trades?  Is there any additional fee? 
 
Participants can trade whenever they want, for no additional fee, assuming they are not rapidly 
trading or frequently moving in and out of the market.*    
 
* Certain mutual funds may impose short-term redemption fees or trading restrictions on rapid traders. Please see the 

plan website and fund company prospectus on specific mutual fund company short-term redemption fee charges and 
restrictions.  Rapid trading is generally defined as trading the same investment, or moving in and out of the same 
investments more than once a month, or engaging in sufficient short term trading activity to trigger successive short-
term redemption fees or provoke a warning from the plan’s custodian or mutual-fund company. 

 
 

 What is the minimum dollar amount/percentage allowed for transactions? 
 
Participants must provide investment election instructions in whole percentages (1% minimum 
increments).  Trades instructions can be provided in either whole percentages or in dollars. 
Employee Fiduciary does not limit trades to a minimum size.  (The applicable dollar minimum 
varies depending upon mutual fund company; some allow trades of < $1 others do not.  Typically, 
whole dollar increments are fine). 
  

 Are there any minimum account balances. 
 

No.  Minimum purchase requirements, if any, are 100% dependent upon the policies of the 
mutual fund companies.  Minimums, if applicable, are always set at a plan level, not per 
participants.  If you have questions about specific fund availability, please let us know.  

 
 

 Do you offer publicly traded mutual funds?  Are the prices and performance the same as those 
published in The Wall Street Journal and other market publications? 
 
Yes.  Yes. 
 

 Are participants investing in actual shares of each fund or in separate accounts?  
 
Participants invest directly in the actual shares of each fund. 
 

 Do you offer institutional share classes with the lowest expense ratios that a plan would qualify 
for?   
 
Yes. 
 

 Would selecting these share classes (or any fund, regardless of fund family) affect pricing?  
 
No. 
 



 Are there surrender charges, back-end loads, or market value adjustments if participants leave the 
plan or if the employer changes service providers?  If so, please describe. 
 
No.  Not on mutual funds (including money market funds) or ETFs. 
 
Certain Stable Value Funds (which are optional) may impose timing restrictions or market value 
adjustments on liquidation, per their own polices.  These are described in a separate service 
agreement from the Stable Value Fund provider, presented and signed by the sponsor, if 
applicable.    
 
 

 Do you offer self directed brokerage accounts?   
 
Yes. Optional self directed brokerage accounts (SDBA) are available thru TD Ameritrade.  In 
addition to TD Ameritrade, other SDBAs are available on a case-by-case basis.  These include 
Morgan Stanley-Smith Barney, Merrill Lynch, AG Edwards, Fifth Third, Robert W. Baird, Pershing, 
and State Street.   
 

 Do you allow assets to be held away (at a custodian other than Matrix/MG Trust or Mid Atlantic)?  
How do you deal with frozen assets?  What about investments that the sponsor wishes to retain 
to avoid outbound surrender charges?  How about company stock or real estate?    

 
Employee Fiduciary generally requires all plan assets to be custodied at either Matrix/MG Trust or 
Mid Atlantic.  (This provides operational efficiencies for our firm, which we pass along to clients in 
steeply reduced fees).  We recognize, however, that some clients require exceptions, which we 
consider on a case-by-case basis.    

 
We employ different strategies to address assets held-away depending upon the circumstance.  
Here are the most common: 

 
1) Surrender charges or back-end loads: If a client is in a plan that has investments with 

surrender charges or back-end loads, we can explore re-registration or transfer-in-kind to 
set the investment up on the new system without triggering outgoing sales fees.   Re-
registrations and transfers-in-kind require the cooperation of the outgoing provider.  
Usually, no additional charges apply.   
 
This strategy will not work if plan assets are invested in separate accounts thru an 
insurance company’s group variable annuity program. 
 

2) GICs, Stable Value Funds, and illiquid assets within a group variable annuity: If a client has 
assets in group variable annuity, the sponsor can freeze additional contributions to these 
assets, keep them on the annuity platform until the surrender or restriction period ends 
and then move assets to the new system.  During the frozen period, we perform year-end 
trust reporting on the assets held away.  This typically requires an information sharing 
agreement from the insurance company.  It is up to the sponsor to ensure that we receive 
the appropriate data to complete year-end reporting.  Additional fees apply, typically 
$500 (if a single report provides data on all participants holding outside assets) or $500 
per investment held away (if multiple reports are required). 



 
3) Publicly traded company stock, individual stocks and bonds:  The plan’s custodian can 

unitize publicly traded company stock and other individual stocks and bonds for $5,000 
per holding per year.  Alternatively, participants can purchase, trade and hold publicly 
traded stocks and bonds with us by setting up individual SDBAs for each participant.  Fees 
will be $100 per SDBA, plus TD Ameritrade charges.       
 

4) Non-publicly traded company stock, real estate, other illiquid assets: We can perform 
year-end trust accounting for plans with non-publicly traded company stock, real estate 
and other illiquid assets.  This is similar to 2) above except it requires the sponsor to use 
an outside trustee to value the company stock for year-end reporting, provide safekeeping 
of plan assets and provide year-end reports to Employee Fiduciary on trades and 
distributions.  The trustee or sponsor is responsible for preparation of 1099s in the event 
of distribution.  Fees are quoted on a case-by-case basis. 

 
Alternatively, clients may wish to use us to provide recordkeeping-only services for assets that 
can be moved to Matrix/MG Trust or Mid Atlantic and engage an external TPA to provide 
document, compliance support and year-end reporting for the plan.   
 

 
Fees & Plan Expenses 

 

 Please provide a schedule showing all plan fees. 
 
 

FULL SERVICE RECORDKEEPING & ADMINISTRATION FEE SCHEDULE 

 
One-time Plan Set-up/Conversion Fee:   

 New Plans:  $500  

 Existing Plans: $1,000* 
 
* Fees assume one conversion; add’l conversions $500 ea.   
 

Recordkeeping & Administration Services Fee: 

 Plans with 1-30 eligible employees: $1,500 per year ($375 per quarter)  

 Plan with >30 eligible employees: $30 per additional employee ($7.50 per quarter)  
 
Custody Charge: 
0.015% charge (0.06% annual) on plan assets calculated as of the end of each calendar quarter, as 
per Custodian records. (This equates to $600 per million in plan assets). All amounts shall be billed 
immediately at close of each quarter and are due and payable on receipt.  The custody charge is 
waived on accounts with less than $1,000,000 in asset value. 
 

……continued on next page 
 
 



 
Additional Optional Services: 
 

 Loan Fees (paid by participant): $50 origination fee concurrent with loan 
disbursement; $50 annual fee assessed each January per loan balance outstanding 

 Distributions to participants (paid by participant): $50 per distribution 

 Hard copy enrollment kits: $3.50-$5.00 each, based on costs incurred 

 Paper statements mailed to participants: $1.50 per mailing  

 New Comparability/Cross-tested Plans: $500 per year 

 Self directed brokerage account processing: $100 per account per year (plus TD 
Ameritrade $50 account maintenance charge and applicable brokerage/trading fees)  

 Employer initiated amendments to plan documents: $150 

 Audit support package: $500 (includes certified statement) 

 Optional directed trustee service: $1,000  

 Plan de-conversion and outbound reconciliation: One-time fee of $300   

 Additional Administrative Services billed at $85 per hour, including: 
o Regulatory initiated amendments to plan documents 
o Allocation corrections 
o Preparation of filings for mergers, consolidation or plan termination 
o QDRO review 
o Mid-Year contribution projections 
o Manual data entry 

 
Revenue Sharing Credit: 
Employee Fiduciary does not retain any third-party revenue sharing payments and agrees to 
forward all third-party revenue sharing payments it receives as a result of providing services to the 
Company to the plan.
 
 
 

 How do clients pay your fees? 
 
This is up to the plan trustees.  On-going fees can either be deducted out of plan assets or billed to 
the company.  (We can also charge a portion of plan fees—such as recordkeeping and 
administration charges— to the company and another portion—such as custodial charges—to the 
plan.  
 
Any fees deducted from plan assets are allocated pro-rata based on account balances, in keeping 
with best practice recommendations from the Department of Labor. 
 
One-time set-up/conversion fees cannot be charged to plan assets.   

 

 Can advisory fees be paid out of plan assets? 
 
Yes, per the authorization of plan trustees.  
 



 Please describe if and how all fees deducted from participant accounts are disclosed to plan 
participants?  Are these charges itemized? 
 
All fees deducted from plan assets are separated from investment gains and losses and itemized 
as “fees” on participant statements. 
 

 Can you give me an idea of the expense ratios of the funds offered in your plans? 
 
This will be determined by the specific investments offered by your plan.   
 
Sponsors, working with their advisors, can offer employees diversified investment line-ups with 
extremely low expense ratios—as low as 0.20%, with no up-charge or additional fees. To our 
knowledge, this is the lowest cost diversified fund line-up offered to small or mid-sized businesses 
in the country. 
 


