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Steps for Merger

ABC, Inc. Retirement Savings Plan

into

XYZ Retirement Savings Plan

John Smith (JS), Advisor, coordinating the ABC Plan, and communicating with Transferring Fundholder (TF). 
Mary Jones (MJ) is the Receiving Fundholder (RF) Rep for XYZ Plan.  

	Estimated Completion Date
	To Do
	By Whom
	Actually Completed

	
	Select estimated merger date


	XYZ, John Smith, Mary Jones, Attorney
	Sometime prior to March 10, 20XX

	
	Contact MJ for information that they need in order to merge as of estimated merger date
	John Smith
	

	
	Provide Attorney with updated XYZ document
	XYZ
	Done

	
	Review ABC and XYZ plans to determine if any benefit options need to be eliminated
	Advisor,

Attorney
	Done

	
	Report to XYZ and RF regarding issues on merger that need to be resolved
	Attorney
	All issues resolved
4-1-20XX

	
	Formally advise TF of intent to merge and estimated merger date
	XYZ
	

	
	Determine whether additional accounts will need to be established for ABC employees on RF system
	XYZ, Mary Jones
	Yes – Roth Accounts will have to be added.

	
	Prepare Merger Agreement for XYZ and RF review
	Attorney
	

	
	Review and comment on Merger Agreement
	XYZ, Mary Jones
	

	
	Finalize Merger Agreement
	Attorney
	

	
	Sign Merger Agreement
	XYZ
	

	
	Determine investment mapping
	XYZ, Mary Jones, RF
	

	
	Send Mapping Notice to Employees
	XYZ, RF, Attorney
	

	
	Coordinate with TF regarding information needed and timing of asset transfer
	ABC, John Smith, TF, Attorney 
	

	
	Determine dates for blackout period
	XYZ, TF, RF
	

	
	Prepare Sarbanes-Oxley compliant blackout notice for participants (with dates potentially blank)
	Attorney
	

	
	Finalize blackout notice and communications materials
	XYZ, RF, Attorney
	

	
	Provide blackout notice and other communications materials to participants
	XYZ
	

	
	Determine if any participant loans made to terminated employees are in default but not yet offset
	TF
	

	
	Advise Client and Attorney of defaulted loans
	TF
	

	
	Authorize offsetting of defaulted loans for terminated employees
	XYZ
	

	
	Offset loans
	TF
	

	
	Advise participants with loans that payments will continue to be withheld from payroll, and deposited to stable value fund at Recipient Fundholder.  Will be reflected in their accounts after blackout period is over.
	XYZ
	

	
	Communicate with payroll provider regarding how to handle loan payments during blackout period and afterwards (i.e., pay to Recipient Fundholder in future)
	XYZ
	

	
	If blackout period changes, send updated notice to participants ASAP
	XYZ, Attorney
	

	
	Send email reminder re last day to trade
	XYZ
	

	
	Blackout period begins
	TF
	

	
	Prepare final accounting of participants’ accounts
	TF
	

	
	Liquidate investments
	TF
	

	
	Transfer assets to Recipient Fundholder
	TF
	

	
	Transfer records to Recipient Fundholder
	TF
	

	
	Transfer loan documentation to Recipient Fundholder
	TF
	

	
	Map investments
	RF
	

	
	Establish participant accounts, as needed
	RF
	

	
	Blackout period ends – Merger Complete
	RF
	

	
	Prepare Forms 1099R for participants who received distributions prior to merger
	TF
	

	
	Send Forms 1099R to participants
	TF
	

	
	File Forms 1099R with IRS and applicable state governments
	TF
	

	
	Prepare Final Form 5500 for ABC Plan
	John Smith
	

	Due last day of 7th month following the date final assets were transferred to Client Plan
	File Final Form 5500 with IRS
	XYZ
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