
 

TAKEOVER CHECKLIST 
DEFINED BENEFIT PLANS 

 
Before finalizing a Defined Benefit (DB) plan takeover, we conduct a compliance audit. The actuary 
reviews the plan documents and prior administration to confirm the plan complies with IRS 
requirements. If corrections are required, additional fees may apply; however, addressing issues now 
is typically far less costly than resolving them in an IRS audit. Please provide the following 
documents (often easiest to obtain from your current TPA); additional information may be requested.   
 
 _____  Signed Adoption Agreement  
 
 _____  Signed Trust Document 
 
 _____  Basic Plan Documents with IRS Opinion Letter   
 
 _____  Summary Plan Description 
 
 _____  All elective and required amendments (signed & dated). Amendments must match  
                        existing plan administration. Amendments include:  
 

____  SECURE Act (Setting Every Community Up for Retirement Enhancement) 
____  CARES Act (Coronavirus, Aid, Relief and Economic Security) 
____  Consolidated Appropriations Act 

 
 _____  Past 3 years: 
 

             ____  Form 5500s and other filed schedules 
                        ____  Actuarial Valuation (including each participants vesting, accrued benefit, present  
                                  value of accrued benefit and 415 limits) 
                ____  Compliance Testing (top heavy, minimum coverage & non-discrimination testing) 
                  ____  Adjusted Funding Target Attainment Percentages (AFTAP) 
                  ____  Employee Certificates 
                  ____  If PBGC covered: need the Annual Funding Notice and have online access to                        
                                  PBGC’s “My Plan Administration Account” 
                   ____  Terminated Participant information for first year of NPC administration   
                                  (including amounts and dates of any distribution) 
 
 _____  Compensation and hours of service for all current participants from date of hire 
                        ____  Compensation for prior 3 years is sufficient if has only increased 

▪ Owner comp also on SSN website:  www.ssa.gov/myaccount 
▪ If Self Employed, all tax returns back to plan start date 

                       ____  Hours - May simply indicate under/over 1,000 hours 
 

 _____  Loans amortization schedules and promissory notes 
 

 
* NPC to be copied on investment statements from the start of the plan year. 


