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REQUIRED PARTICIPANT 
DISCLOSURES1

Plan sponsors are required to provide certain disclosure documents and notices 

to plan participants (including terminated participants & alternate payees with a 

balance). The following chart is designed to help you understand and meet these 

requirements.

ANNUAL 404(A)(5) PARTICIPANT-LEVEL FEE DISCLOSURE
DOCUMENT DISTRIBUTION TIMING:

•	 On or before the date a participant/beneficiary is first permitted todirect 

investments

•	 At least once in any 12-month period after initial disclosure

•	 Typically 30 to 90 days in advance of any changes

•	 Quarterly disclosures typically provided in account statement

SUMMARY PLAN DESCRIPTION (SPD) 
DOCUMENT DISTRIBUTION TIMING:

•	 Within 90 days of becoming a participant in the plan or, in the case ofa beneficiary, 

within 90 days after first receiving benefits

•	 For newly created plans, an SPD must be distributed to participantsand 

beneficiaries within 120 days after the plan is first instituted

•	 If there are no material changes to the plan during the immediatelypreceding 10-

year period, the SPD must be distributed within 210 daysfollowing the last day of 

the 10th plan year after a material changewould have been reflected in the most 

recently distributed SPD

•	 If there were material changes to the plan during the immediatelypreceding five-

year period, the SPD must be distributed within 210days following the last day of 

the fifth plan year after a material changewould have been reflected in the most 

recently distributed SPD

•	 If the plan is updated due to a plan amendment, an updated SPD orSummary of 

Material Modifications (SMM) must be delivered within 210days following the year 

in which the amendment becomes effective

SUMMARY OF MATERIAL MODIFICATIONS (SMM)
(Can be provided in lieu of an updated SPD for plan amendments)
DOCUMENT DISTRIBUTION TIMING:

•	 For amended plans, the SMM must be delivered within 210 days following the year 

in which the amendment becomes effective 

Provide to all eligible
employees, participants & 
beneficiaries with account 
balances

Provide to newly eligible
employees & participants 
and/or beneficiaries
in the plan

Provide to newly eligible
employees & participants 
and/or beneficiaries
in the plan
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First Page Body Text: In order to protect employees’ savings, the Employee Retirement Income Security Act of 1974, as amended (ERISA) mandates 

that any person(s) responsible for managing or administering a retirement plan (the plan’s “fiduciaries” or “you”) act prudently. The Department of 

Labor (DOL) is tasked with periodically investigating ERISA-covered plans to ensure the fiduciaries are complying with applicable laws and regulations.

When it comes to administering your plan, both the DOL and the Internal Revenue Service (IRS) look to the required government filings, participant 

inquiries or complaints, and the voluntary compliance resolution system filings to identify if you’re meeting your fiduciary obligations.

Understanding what’s required in the administration of your plan, including required government filings,

participant disclosures, and common administration failures, can help you avoid being the subject of a

regulatory investigation.
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Header: OVERVIEW OF FIDUCIARY RESPONSIBILITIES

Second Page Body Text: ERISA requires plan sponsors to act prudently when making decisions relating

to the management or administration of the plan. The requirements imposed on fiduciaries help protect the assets of employees and provide some 

assurance to the regulators and plan participants that the plan is being managed properly through the receipt and review of required plan documents 

and disclosures.
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Second Page Body Text: A retirement plan is initially set up through the adoption of either a custom or preapproved (prototype) plan document which 

specifies eligibility requirements, the types of contributions permitted, and various optional features. Once adopted, companies must operate and 

administer their plan according to the terms of this legal document. As regulations change, this document must be amended, and the plan operations 

must reflect any updates.
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SUMMARY ANNUAL REPORT (SAR)
DOCUMENT DISTRIBUTION TIMING:

•	 The later of the following: nine months after the plan year-end orwithin two months 

after the filing deadline (including extension) of theForm 5500

DELIVERY OF AUTOMATIC ENROLLMENT NOTICES:
•	 Automatic Contribution Arrangement (ACA)

•	 Eligible Automatic Contribution Arrangement (EACA)

•	 Qualified Automatic Contribution Arrangement (QACA)

DOCUMENT DISTRIBUTION TIMING:

Newly eligible employees:

•	 ACA – At least 30 days before employee is eligible

•	 EACA/QACA – Within a reasonable period prior to eligibility andgenerally no later 

than the date the employee becomes eligible

Annual notice:

•	 ACA – Within a reasonable period generally at least 30 days prior tothe beginning 

of each plan year

•	 EACA/QACA – At least 30, but no more than 90, days prior to thebeginning of 

each plan year

QUALIFIED DEFAULT INVESTMENT ALTERNATIVE  
(QDIA) NOTICES (FOR APPLICABLE PLANS)
DOCUMENT DISTRIBUTION TIMING:

•	 At least 30 days prior to investing the first contribution in the default investment

•	 Annually, at least 30 days prior to the beginning of the plan year for participants 

who have not made an affirmative investment election

DELIVERY OF SAFE HARBOR 401(K) NOTICES 
FOR MATCHING CONTRIBUTIONS2

DOCUMENT DISTRIBUTION TIMING:

•	 For new plans, the notice can be given up to the first day of the firstplan year

•	 Annual notice at least 30, but no more than 90, days prior to thebeginning of the 

plan year

Provide to all participants 
and/or beneficiaries in the 
plan

Provide to all newly eligible 
employees and all eligible 
employees who will be 
subject to the automatic 
enrollment feature

Provide to newly eligible 
employees and all 
participants who have 
not made an affirmative 
investment election in the 
plan year

Provide to all eligible 
employees

https://portal.pension-resources.com


© 2021 Pension Resource Institute, LLC - All rights reserved. Additional information and G-MAP 

compatible resources available at https://portal.pension-resources.com

REQUIRED MINIMUM DISTRIBUTION (RMD) NOTICES
DOCUMENT DISTRIBUTION TIMING:

•	 As needed; typically during the month of October to allow sufficient time for 

applicable RMD payments to be processed by year-end

FORM 1099-R
DOCUMENT DISTRIBUTION TIMING:

•	 As needed, but no later than January 31 of the year following the calendar year in 

which the distribution was made

Note: Includes loans treated as distributions

MANDATORY DISTRIBUTION/AUTOMATIC ROLLOVER NOTICES 
(BASED ON PLAN PROVISIONS)
DOCUMENT DISTRIBUTION TIMING:

•	 As needed; typically 30 to 180 days prior to the processing of an automatic rollover 

to an IRA or a cashout distribution

SPECIAL TAX NOTICE FOR PLAN DISTRIBUTIONS
DOCUMENT DISTRIBUTION TIMING:

•	 As needed; at least 30 days prior to approving a distribution request

1 For more information about required disclosures, please see the Retirement Plan Reporting and Disclosure content on 
the IRS’ website, available at: https://www.irs.gov/retirement-plans/retirement-plan-reporting-and-disclosure.

2 Safe harbor notices are not required for non-elective safe harbor plans. Notice is required for safe harbor matching 
contributions.

Provide to active 
participants who are 
or who turn age 70 or 
72, as applicable, this 
calendar year.  Provide to 
terminated participants 
and 5% owners over age 
701/2 or 72, as applicable.  
Determination of the 
appropriate age is based on 
plan provisions.

Provide Form 1099-R to 
all participants and/or 
beneficiaries in the plan 
who received a distribution 
during the calendar year

Provide to terminated 
participants, alternate 
payees and beneficiaries 
with vested account 
balances at or below the 
level specified in the plan 
document

Provide to participants 
requesting plan 
distributions (includes 
alternate payees & 
beneficiaries)
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