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Introducing the RSPO: 
Retirement Service Provider Overview Program

FOR INSTITUTIONAL USE ONLY/NOT FOR PUBLIC USE

Helping retirement plan providers highlight the value of their services



For more information on the 
RSPO, including obtaining a 
password to the online tool,  
and ordering the brochure  
and powerpoint template,  
call 800-345-6488. 

You can also download  
the forms, powerpoint  
template, and brochure at  
americancentury.com/ipro > 
products and services >  
DCIO Resources.

Fro m o u r reso u rce ed g eTM seri es

American Century Investments® created the Retirement Service Provider 

Overview Program to help retirement plan service providers and retirement 

advisors working with plan sponsors in collecting and documenting information 

to comply with new regulations. In addition, the RSPO assists advisors in building 

a value statement and creating a service disclosure beneficial for client retention 

and prospecting.

The program features an online tool for creating reports to document retirement 

plan services, list services by provider, and includes a recurring service calendar 

of events. A brochure and power point template for creating a service overview 

are also available.

New regulations require documentation 
The Department of Labor (DOL) released regulations requiring that service providers 
(recordkeeping platforms, advisors, TPAs) to pension, 401(k) and other qualified 
retirement plans disclose information to assist plan fiduciaries in assessing the 
reasonableness of the service providers’ compensation.

The regulations will require plan sponsors and service providers to review and update 
current service arrangements prior to the effective date of April 1, 2012.

A covered service provider must provide the following basic written information:

Services — Description of the services to be provided.

Status — Statement of whether the service provider will provide any services  
as a fiduciary.

Compensation — Description of all direct and indirect compensation reasonably 
expected to be received. Compensation paid directly by the plan sponsor is not 
subject to the regulation.

Manner — Description of the manner in which compensation will be received;  
for example, direct deduction from accounts.

The regulation also requires the plan sponsor to review disclosures to determine 
whether or not service and associated expense are “reasonable.” Failure to do so may 
cause a breach of fiduciary responsibility. Increased litigation for breach of fiduciary 
responsibility has created additional liability for plan sponsors. 

The RSPO tool will help advisors and their clients determine who is responsible for 
services to their retirement plan and establish an improved process for due diligence.

Documentation made easy
• �Streamlines the process of collecting retirement plan information

• �Helps with your retirement plan administration by creating customized, downloadable 
retirement plan reports

• �Offers information necessary to make “reasonableness” determination

• �Provides a process to review all services offered supporting client retention and 
prospecting for new clients
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Creating a Service Overview  
for Your Retirement Plan Practice

FOR INSTITUTIONAL USE ONLY/NOT FOR PUBLIC USE 

From Our Resource EdgeTM Series

Plan Name 

1) Summary of Plan Design

The following information will document important aspects of your retirement plan and provide a basis for evaluating 
those services.

Plan type:
 Defined Benefit plan  Non-profit 403(b) plan  
 Defined Contribution, profit sharing, 401(k) plan  Non-qualified plan – executive deferred compensation
 Cross tested plan, cash balance plan

Plan Features:
 Auto enroll  Safe Harbor
 Qualified Default Investment Alternative (QDIA)  Auto-Acceleration 
 Roth

Comments: ___________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

Type of Plan Document:
Prototype ______________________  Adoption Agreement ______________________  Custom _____________________

Comments: ___________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

Plan Participation:
Number of eligible employees  ________________ Average participant age  ________________
Number of active participants ________________ Average participant account balance ________________ 
Number of inactive participants  ________________

Comments: ___________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

Contributions
Total plan assets ______________________________________________________________________________________

 Employer    Employee
 Match  _______________  Deferral  _______________
 Profit/Sharing _______________  Rollover  _______________
 Other  _______________  Roth _______________

Comments: ___________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

Service providers:

 Third Party Administrator  ____________________    ERISA attorney ______________________
 Fees: _____________________________________    Fees: _______________________________

 Recordkeeper/Platform ______________________    Advisor _____________________________
 Fees: _____________________________________    Fees: _______________________________

 Auditor ___________________________________    Other _______________________________  
 Fees: _____________________________________    Fees: _______________________________

Comments: ___________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

Fiduciary?

General Plan Information
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Fiduciary?

General Plan Information

Plan design, Investment 
Policy Statement and 
mutual fund review,  

and employee education 
and communication

Plan administration:

1)  Who will be responsible for evaluation and proposing of initial plan design?
2)  Will there be additional assistance to help with adoption of the plan, by whom?
3)  Are plan document updates provided and if so who creates them?
4)  Who will generate annual administrative and fee review reports?
5)  Are actuarial services required (DB, cross-tested plans), by which firm?
6)  Who will act as plan fiduciary in addition to the plan sponsor?
7)  Is there a fiduciary warranty and what does it cover. Who provides it?
8)    Who completes the annual census data, participant eligibility, calculate benefits (vesting), and  

employee demographics?
9)  What are the eligibility requirements (benefit formula)? 
10) Who determines participant eligibility? 
11)  Who is responsible for annual compliance and discrimination testing, is there an option for more frequent testing?
12)  Who provides trustee services and generates any necessary trust accounting?
13)  Who is responsible for Form 5500 preparation and filing?
14)  Who is responsible for payroll deduction, including coordination of plan contributions?
15)  Does the plan allow Roth contributions and who tracks that information?
16)  Who is responsible for participant loans, initial approval and ongoing administration?
17)  Who calculates and approves benefit claims from terminated employees?
18)  Who is responsible for the initial review of required fee disclosures? Ongoing review?
19)  Does the service provider offer IRS & DoL reporting and audit assistance, and who is responsible?

Investments:

1)  Does the plan have an Investment Policy Statement (IPS)? Who is responsible for its preparation?
2)  Who is responsible for the ongoing review of the Investment Policy Statement (IPS)?
3)  Who provides investment fund evaluation and monitoring; what is the frequency?
4)    How often does fund performance reporting occur? 
5) Who is responsible for creating the report, meeting with administrative committee to discuss?
6)  Does the plan have access to a brokerage window and who provides this service?
7)  Does the plan have managed accounts as an option and who provides the service? 
8)  Does the plan have company stock, any restrictions on this investment?
9)   Does the plan have a Qualified Default Investment Alternative (QDIA)? What is that option? 
10)  Is the QDIA managed, age based, or risk based?  If managed, who is responsible? 
11) Who is responsible for suitability analysis and ongoing review?
12)  Does the plan include investment advice? 
13) Who is responsible for investment advise, and do they act as fiduciary?
14)  Does the plan have a “guaranteed income for life” investment option?

Questions to identify initial and ongoing activities 
necessary to maintain compliance with rules and 
regulations for qualified plans:
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Planning Questionnaire

Helps in complying with 
rules and regulations for 

qualified plans

The tool consists of forms that are also available in an online tool. The web-based, 
password protected tool provides an easy way to create customized service overview 
disclosure documentation:

Using the RSPO offers:
Plan Sponsors with  
information necessary to  
make “reasonableness” 
determination

• �Single document to identify  
service providers

• �Calendar of recurring deadlines

• �Provides documentation for 
meeting follow-up

• �Required due diligence 
documentation

A client retention and prospecting 
tool for advisors to identify 
service opportunities and  
provide solutions

• �Communicates your value 
statement and organizes the 
services you provide

• �Streamlines prospect/client 
information – electronic download 
into your document format

• �Identifies plan services and 
educates clients on upcoming 
disclosure requirements

• �Can pre-fill forms with preferred 
vendors to identify solutions

• �Provides information for new 
committee members

The Retirement Service Provider 
Overview Program helps retirement 
plan providers and retirement 
advisors working with plan sponsors 
to easily comply with new regulations 
and enhance their retirement plan 
administration. 

For more information, call  
1-800-345-6488.

Plan Name  ____________________________________________________________________

The following list identifies who will be responsible for initial and ongoing plan services:

Service Responsibility:
Plan Sponsor  Advisor Recordkeeper TPA N/A Other

Administration:
Administration manual - (preparation, updating) _______________
Training for in-house administrators _______________
Actuarial services (DB, cross-tested plans) _______________
Plan fiduciary _______________
Fiduciary warranty _______________
Annual census data
 • Participants eligibility _______________
 • Calculation of benefits _______________
 • Employee demographics _______________
Eligibility requirements (benefit formula) _______________
Compliance and discrimination testing _______________
Trustee services/trust accounting _______________
5500 preparation and filing _______________
Payroll deduction - coordination of plan contributions _______________
Roth contributions _______________
Loan administration _______________
Benefit claims - terminated employee _______________
Plan benchmarking _______________
Year-end planning meeting _______________
In-service hardship withdrawals _______________
Other services: _____________________________________________________________________________________________________

______________________________________________________________________________________________________________

Communication and Education:

Blackout notices, conversion info, etc. _______________
Participant communication 
 • Enrollment booklets _______________
 • Newsletters _______________
 • Call center _______________
 • Website _______________
Participant investment statements _______________
Participant group meetings (seminars)
 • Enrollment seminars _______________
 • Additional educational seminars _______________
Participant individual meetings
 • Investment Advice _______________
 • Plan benefits overview _______________
 • Rollover services _______________
Other services: _____________________________________________________________________________________________________

______________________________________________________________________________________________________________

Service Responsibility
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Service Responsibility

Outlines who will be 
responsible for initial and 

ongoing plan services

It is important for plan sponsors to retain presentations, reports, and documents prepared for their plan.  
Documentation can be separated into different categories, including: administrative compliance, investment  
due diligence, communication and education, etc.

The Plan Administrator should assign someone the responsibility to write an executive summary of every meeting.  
Executive summaries should document attendees, their title, role, include action items generated as a result of the 
meeting, and the results of the recommended action.

Record Retention: When it comes to plan-related document storage remember that your primary goal should be  
to preserve materials in a format allowing for quick and easy retrieval. 

Documentation Retention Requirement 

Plan Documents (including Basic Plan Document, Adoption 
Agreement, Amendments, Summary Plan Descriptions, and  
Summary of Material Modifications) 

At least six years following plan termination 

Annual Filings (including 5500, Summary Annual Reports,  
plan audits, distribution records and supporting materials for 
contributions and testing) 

At least six years 

Participant Records (including enrollment, beneficiary,  
and distribution forms; (QDROs) 

At least six years after the participant’s  
termination 

Loan Records At least six years after the loan is paid off 

Retirement / Investment Committee meeting materials and notes At least six years following plan termination 

 
Completion Form:
On this date __________________, the following activity took place:

  Administrative Compliance
____________________________________________________________________________________________________

____________________________________________________________________________________________________

  Investment Due Diligence
____________________________________________________________________________________________________

____________________________________________________________________________________________________

  Communication and Education
____________________________________________________________________________________________________

____________________________________________________________________________________________________

Please attach executive summary and retain a copy in your Audit/Due Diligence file.

Completed by __________________________________________________________

This form is intended for general information on the subject of retirement plans for your educational use. It is no 
intended to be used as a legal opinion or serve as legal advice. It is not a substitute for a plan document or summary 
plan description. Please consult an attorney for specific guidance on retirement plan design, investment policy  
statements, employee education and communication.

Plan Documentation and Completion Form
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Due Diligence  
Completion Form

ABC Company 
Annual calendar with recurring deadlines 
January
January 1  Quarterly and semi-annual entry date for calendar year end plans  

January 31  Form 1099-R distribution reporting to recipient 

February Administrative Committee meeting (Annual plan review)
February 28  Forms 1099-R/1096 distribution paper reporting to IRS (or 3/31 if filed electronically) 

March
March 1  Notification of Excess Deferral (participates in more than one unrelated 401(k)) 

March 15  Corrective Distribution for failed ADP/ACP without 10% Excise Tax (non EACAs) 

March 31   Summary Plan Description within 90 days of becoming a participant (for 1/1 entry)  

Excise Taxes for failure to make timely correction of failed ADP/ACP test for 2009 PY 

April Administrative Committee meeting (Quarterly investment review)
April 1 Quarterly entry date for calendar year end plans  

Required Minimum Distribution beginning date (age 70 ½ or retiring participants over 70 ½) 

April 15 Corrective distribution for 402(g) excess deferrals 

June Participant enrollment meeting
June 30 Corrective distribution for failed ACP/ADP test without 10% excise tax 

July Administrative Committee meeting (Quarterly investment review)
July 1 Quarterly and semi-annual entry date for calendar year end plans  

July 16 Initial Fee disclosures to Plan Sponsors, and as soon as administratively practicable, but no later than 60 days of 
change

July 29 Summary of Material Modifications to plan participants, if applicable 

August
August 1 Annual report of plan (Form 5500) 

September
September 30 Summary Annual Report (SAR) 

October Administrative Committee meeting (Quarterly investment review)
October 1 Quarterly entry date for calendar year end plans  

October 17 Extended deadline for annual report of plan (Form 5500) 

November
November 2 SIMPLE 401(k) Plan Notice 

December Participant enrollment meeting
December 1 2012 Safe Harbor Notice and/or Qualified Default Investment notice 

December 2 Auto Enrollment Safe Harbor notice for 2012 

December 31 Prospective amendment to remove Safe Harbor Status for 2012 plan year 

Prospective amendment to Add Automatic Enrollment to Plan for 2012 plan year 

Required minimum distribution date for over age 70 ½ 

Annual ERISA 404(a) Fee disclosure to participants 

Corrective distribution for failed ADP/ACP with 10% excise tax or QNEC distribution 

Calendar

Recurring deadlines for 
retirement plans

DCIO Inc. 
Summary of Plan Design 
Plan Type 

Defined Contribution, Profit Sharing, 401(k) Plan:
Auto enroll 
Qualified Default Investment Alternative (QDIA) 

Plan Document: Prototype

Plan Participation 
Number of eligible employees: 555

Number of active participants: 444

Number of inactive participants: 50

Average participant age: 42

Average participant account 
balance: $75,000.00

Contributions 
Total plan assets: $5,000,000.00

Employer assets: Match - 4.00 
Profit/Sharing - $5.00 

Employee assets: Deferral - $500,000.00 
Rollover - $100,000.00 
Roth - $500,000.00

Service Providers 
Third party administrator: TPA Services 

Recordkeeper/Platform: Nationwide 

Sample Reports from the RSPO Tool

Can be downloaded for reference, future editing,  
and personalized with your logo and contact information

Investment committee: Meeting frequency - Not set

Benchmarking: Reporting frequency - Not set

Employee Education and Communication 
Initial and Ongoing Enrollment Meetings 
Frequency: Semi-Annual

Participant Education Meetings 
Frequency: Quarterly

Format: Group
Webcast
One-on-one

Participant communication Generic

Participant statements 
Frequency: Quarterly

Other meetings: Financial planning 
College planning (529 plan) 
Retirement income planning 
IRA rollover and distribution planning 

Report for Plan Sponsor - DCIO Inc. 
Administration Responsibilities

     Annual census data (employee demographics) 

     Trustee services/Trust accounting 

     Roth contributions 

     Plan benchmarking 

     In-service hardship withdrawals 

Communication and Education Responsibilities

     Participant communication (Web site) 

Fiduciary Review Responsibilities

     Initial plan design 

     Service agreements 

     Vendor search 

     Coordination of finals presentation 

     Managed accounts 

     Ongoing investment committee meetings 

Communicating the value of your services as a retirement plan provider 
Creating a service overview for your retirement plan practice helps you position the 
value proposition of your retirement plan practice to clients and prospects, as well as 
document the services you provide.

A brochure, Resource Edge™ Series: Creating a Service Overview for Your Retirement 
Plan Practice, and power point presentation template are available to help retirement 
providers develop a customized, formal overview describing the services of the advisor’s 
retirement plan practice.
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Step 6: Investment Analysis (cont.)

You can incorporate 
additional information your 
firm may offer:

•  Morningstar can be 
used to report analytical 
factors such as fund 
performance, portfolio 
composition, and 
portfolio statistics.

•  A Zephyr chart will 
show additional fund 
information, such as 
manager performance 
and consistency, factors 
important for ongoing 
fund analysis.
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Step 4:  Create a Business Philosophy -  
Illustrate the Value of Your Service (cont.)

Your ongoing review process is a critical component of the value you 
provide. The process starts with creating a profile of the client. It can be 
any form you normally use, but generally involves discussing the prospect 
or client’s goals, financial situation, risk tolerance and retirement plan 
expectations.  

From your client’s profile, you evaluate vendor and plan design to 
recommend appropriate solutions. 

The next step in the process is investment analysis and ongoing review. To 
demonstrate the value your team adds, you need to show that you follow a 
disciplined, objective process for evaluating professional money managers.

The final step in the process is a periodic due diligence review. It is 
comprised of monitoring plan activities regularly and reviewing results 
with the client. Most advisors meet at least annually with each client for an 
administrative review.

Complete due 
diligence review and 

document results

Evaluate options, 
vendors and  
plan design

Review plan  
investment options

Determine plan 
objectives
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American Century Investment Services, Inc. 
©2011 American Century Proprietary Holdings, Inc. All rights reserved.

At American Century Investments our commitment is rooted in focusing 
on delivering superior investment performance and developing long-term 
relationships with our clients. Our track record of performance, our business 
model and the legacy of our founder set us apart in the industry.

Who we are:
•  Performance focus for over 50 years

•  Pure play business model

•  Privately controlled and independent

•  Profits with a purpose

What we offer:
•  A broad array of highly rated investments

•  Depth and breadth of performance across six investment disciplines

Our commitment to you:
•  Consultative approach

•  Resource Edge™ value-added tools

•  Genuine dedication to your success


