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401(k) Plan Compliance & Audit Readiness Checklist

Is Your Retirement Plan Audit Ready?

Use this checklist to evaluate key areas of plan administration and compliance. A "No" answer may indicate a

potential compliance issue that should be reviewed.

Plan Governance & Documentation

» o Plan document has been updated for recent legislative and
regulatory changes.

o Plan operations are being administered according to the plan
document.

o Required notices have been distributed to participants timely.

o Plan records and supporting documentation are organized
and maintained.

Eligibility & Participant Administration

« o All eligible employees have been identified and offered plan
participation.

o Enroliment materials and election forms have been properly
distributed.

o Participant elections and deferral changes are documented
and retained.

o Eligibility provisions are applied consistently across all
employees.

Contributions & Compensation

o Compensation definitions are applied correctly for all plan
calculations.

o Employee deferrals do not exceed annual IRS contribution
limits.

o Employer matching contributions have been calculated and
allocated correctly.

o Employee deferrals are deposited timely in accordance with

Compliance Testing

o ADP and ACP nondiscrimination testing has been
completed.

o Corrective actions from prior testing have been
implemented.

o Highly compensated employee limitations have been
reviewed.

o Annual compliance testing documentation has been
retained.

Loans & Distributions

o Participant loans comply with plan provisions and IRS
requirements.

o Defaulted loans have been handled appropriately.
o Hardship distributions meet plan requirements.

o Supporting documentation has been maintained for all
hardship withdrawals.

Audit & Reporting Readiness

o Participant census data is complete and accurate.

o Third-party administrator reports reconcile to payroll and
trust records.

o Form 5500 information has been reviewed for accuracy.

o Financial records and supporting schedules are available
for audit purposes.

o Prior-year audit findings or recommendations have been

DOL requirements. addressed.
Does Your Plan Require an Audit?
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