Recordkeeper Comparison Checklist
As plan sponsors consider various service providers for their retirement plan, a major focus is naturally given to fees. Certainly, every fiduciary has a duty to understand costs as part of their vendor selection process. However, many vendor searches often pay considerably less attention to administrative considerations, which are more difficult to measure and compare. For example:

· What is the day-to-day role of the plan sponsor in each program?

· What administrative services are performed by the recordkeeper, and which by the HR department?

· What is the process for core daily transactions (new enrollments, submitting contributions, loans, hardships, distributions, online enrollment, etc)?

· How many firms are involved and what roles are played by each firm?

· What are the service standards?

· What does the service model look like, and how will we ensure high quality service?

· How to the providers stack up on important due diligence items like size, number of employees, financial strength, profitability, audit and regulatory considerations?

Since these matters will have a lasting impact on the plan sponsor’s day-to-day experience, it is critical to understand how vendors stack up before making a vendor selection decision for your retirement plan.

Attached is a recordkeeper comparison checklist. This can be used by the plan sponsor as a “mini-RFP” to compare the administrative capabilities of various recordkeepers. To use the checklist, first edit the document to add any additional relevant points, then provide an electronic copy to all firms under consideration. Responses can be copied and pasted into the Word document shown below – allowing for a clear, side-by-side comparison.

Please note that this tool is focused on assessing administrative capabilities only. There is a second tool available, called the vendor cost comparison matrix, which helps the plan sponsor obtain a clear assessment of total vendor costs, including explicit and implicit fees. And while formats vary among providers ,the new 408(b)(2) fee disclosure document can also be a useful tool in a vendor selection process. 
Recordkeeper Comparison Checklist: Completed by _________________________ (TPA name)
Please provide succinct answers to the questions listed below (1 or 2 sentences maximum)

	Item / Issue
	TPA Name

	Founded
	

	Location
	

	Type of entity (public, privately held, description)
	

	Corporate entity
	

	Number of plans and participants administered
	

	Minimum plan size or minimum annual fee?
	

	Target market
	

	Total DC plan assets administered
	

	Average DC plan size (total employees, # participants, total assets)
	

	Total number of employees
	

	Will firm provide audited financial statements?
	

	Number of plan consultants
	

	Comprehensive administration or recordkeeping?
	

	Investment philosophy
	

	Proprietary funds?
	

	Will you support a menu of 100% institutional funds (no revenue sharing) where 0% of the funds are your own funds?
	

	Stable value collective funds supported? List funds currently traded if so.
	

	Unitized portfolios supported (single plan)?
	

	Who performs recordkeeping services?
	

	Who performs TPA / administration services?
	

	Who performs clearing services?
	

	Who performs custodial services?
	

	Is any work outsourced to outside U.S.? If yes, explain
	

	SSAE 16 audit report?
	

	Does your SSAE 16 report cover the plan, the trust, or both?
	

	Method for revenue sharing recapture (ERISA recapture account or some other approach)
	

	Dedicated call center?
	

	Call center hours
	

	Recorded lines?
	

	Will call center take transfer requests verbally via phone?
	

	Multilingual support in call center?  Describe. How many languages?
	

	How many funds can be offered within by a plan?
	

	How is frequent trading handled?
	

	Self-directed brokerage account available? 
	

	Supports asset allocation models created by advisor or trustee?
	

	Supports company stock?
	

	Personalized rate of return
	

	Do you offer automatic rebalancing?
	

	Do you allow source-level fund transfers?
	

	Fact sheets and prospectuses online?
	

	Online education / guidance tools 
	

	If company has 100 total employees of which 62 are participating, how many records appear on each payroll file?
	

	What edits do you run on incoming files before processing?
	

	Describe flow of data and funds for new contributions (data and funds simultaneously; data first / funds second, etc)
	

	Census file or payroll file? 
	

	List the fields on the periodic payroll / census file
	

	Do you offer a delinquent contribution reminder notice program? (Describe)
	

	Who determines and monitors eligibility? (plan sponsor or recordkeeper)
	

	Describe enrollment process for new participants
	

	Once a new participant enrolls, how are they added to the recordkeeping system?
	

	When and how are participant addresses updated?
	

	When is vesting updated? (annually, real time during year, etc)
	

	Plan sponsor’s involvement in loans, hardships and distributions
	

	Who adjudicates hardship requests?
	

	How are beneficiary designations handled?
	

	How are age 70 ½ notices handled?
	

	Hardcopy participant statements? What is mailing standard?
	

	Describe certified audit package
	

	What is your recordkeeping system?
	

	What is your trust system?
	

	For loans, hardships and distributions, do you use generic forms or dynamic forms?
	

	Does your product support full online enrollment and deferral rate changes? Describe
	

	Online beneficiary designations supported?
	

	Will you accept paper enrollment forms?
	

	Describe enrollment kits
	

	Online enrollment kit provided?
	

	Support of QDIAs
	

	Deferral rate changes online 
	

	Does platform support automatic enrollment?
	

	If auto enrollment supported, please describe process
	

	Does platform support automatic escalation?
	

	Retirement Gap Reports in plan sponsor website?
	

	Who provides plan consulting services?
	

	Types of plan documents supported internally 
	

	Will administer plan with custom plan document?
	

	Who is plan sponsor’s main contact?
	

	Can plan sponsor and advisor be given transactional web access?
	

	Can plan sponsor and advisor obtain all participant forms online?
	

	Does plan sponsor and advisor website provide banner messaging capabilities at participant level
	

	What is process to reset a lost or forgotten User ID and Password?
	

	Is there a blackout period for fund changes?
	

	Types of assets supported
	

	Do you have a methodology to buy out CDSCs ? (Contingent deferred sales charges on incoming plans)
	

	Describe year-end process
	

	Compliance testing services included
	

	Annual Plan Review Report provided?
	

	What is your solution for 408(b)(2) fee disclosure and how does it work?
	

	What is your solution for 404a-5 fee disclosure and how does it work?
	

	Is partner responsible for its own fee disclosures? Please explain
	

	Plan types supported (see below list):
	

	401(k) / Profit Sharing
	

	Cross tested Profit Sharing (integrated, age weighted, new comparability)
	

	Money purchase
	

	ESOP – non-leveraged
	

	ESOP – leveraged
	

	kSOP
	

	ERISA 403(b)
	

	Non-ERISA 403(b)
	

	457
	

	409(A)
	

	Multiple Employer Plans (MEPs)
	

	Multiple Employer Trusts (METs)
	

	Davis Bacon Act / Prevailing Wage
	

	Traditional Defined Benefit Plans
	

	Cash Balance Plans
	

	
	

	
	

	
	

	
	


