TRANSFER OF ADMINISTRATIVE SERVICES

CHECKLIST


PLAN NAME:



YEAR END:



Copies of the following will be required to provide administrative services.  If it is prohibitive to make copies, please provide originals, which will be returned after copies are made.


1)


Plan Document


2)


Trust Document


3)


All Plan Amendments


4)


Most Recent IRS Determination Letter


5)


Past three (3) years Form 5500 and Attachments

6) _____
Last year’s Allocation Report (Participant Account Balances)

7) _____  Last year’s Top Heavy Test

8) _____  For 401(k) Plans Only:  Last Year’s ADP/ACP Test

9) _____
Last year’s Trust Financial Report (Asset Reconciliation)

10) _____
Year to Date Asset Statements 

11)


All Insurance Information (Face Amounts, Premiums, Cash Values)

         12)


All outstanding Participant Loans (Promissory Note, Amortization)


         13) _____ 
Fidelity Bond


         14) _____
 Other:



    
 15) _____
Other:



Further information required to provide services for the current year will be requested upon receipt of the above information.  Please return items to:

HICKS PENSION GROUP

1218 Waimanu Street, Second Floor  

Honolulu, Hawaii 96814-4304

Phone: (808) 521-9494    Fax: (808) 585-6055
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