
 
 
 
 
 
 

 

Documents for Your Fiduciary File 
 
This list provides suggestions regarding documentation that should be kept on file. Each plan is different; some of 
the items listed below may not be needed by some sponsors; other sponsors may need documentation that we 
haven’t included here. 
 

CORE DOCUMENTS 
• Plan Document (and amendments) 

• Adoption Agreement (if a prototype plan) 

• Trust Agreement (if separate from plan document) 

• Bargaining Agreements 

• IRS Letter of Determination 

• Summary Plan Description 

• Summary Annual Reports 
 

FORM 5500 
• IRS Form 5500 

• Audited Financial Statements 
 

PROVIDER CONTRACTS 
• Investment Consulting Agreement 

• Plan Recordkeeping Agreements 

• Fiduciary Advisory (Managed Accounts) Agreement 

• Custodial Agreements 
 

BONDING AND FIDUCIARY LIABILITY INSURANCE 
• Fidelity Bond 

• Fiduciary Liability Insurance Policy 
 

PROCEDURES & MINUTES 
• Fiduciary Committee Charter 

• Plan Procedure Manual 

• Investment Committee Meeting Minutes 

• Administrative Committee Meeting Minutes 
 

KEY DECISION SUMMARIES 
• Provider Selection Summaries 

• QDIA Selection Summary 

• Principal Preservation Selection Summary 
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• Documentation regarding Investment Option Mapping 

• Documentation regarding Use of Proprietary Investments 

 
PARTICIPANT NOTICES AND COMMUNICATIONS 

• Samples of Required Participant Disclosures (404(c)) 

• Participant Descriptions of Investment Options (404(c)) 

• Participant Investment (404(c)) and Other Communications  

• Summaries of Material Modification 

• Notices to Interested Parties (IRS determination application) 

 
INVESTMENT POLICY 

• Investment Policy Statement 
 

INVESTMENT MANAGEMENT 
• Investment Contracts and Participation Agreements 

 

INVESTMENT AND MONITORING 
• Performance and Expense Reports 

• Investment Reviews and other Presentations 

• Managed Account Provider Reviews 
 

MISCELLANEOUS 
• Non-Discrimination Testing Records 

• Records Regarding the Determination of Eligibility and Contributions 

• Records Regarding Participant Hardship Withdrawals and Loans 
 
 
 
FOR INSTITUTIONAL USE ONLY 
 
Vergence Institutional Partners LLC is registered as an investment adviser with MA, MI, RI, and TN. Vergence Institutional Partners LLC only transacts business 
in states where it is properly registered or is excluded or exempted from registration requirements.  
 
This report is a publication of Vergence Institutional Partners LLC.  Information presented is believed to be factual and up to date, but we do not guarantee its 
accuracy, and it should not be regarded as a complete analysis of the subjects discussed. All expressions of opinion reflect the judgment of the author as of 
the date of publication and are subject to change.  
 
Vergence Institutional Partners LLC does not provide legal or tax advice. The information herein is general and educational in nature and should not be 
considered legal or tax advice. Tax laws and regulations are complex and subject to change, which can materially impact investment results. Vergence 
Institutional Partners LLC cannot guarantee that the information herein is accurate, complete, or timely. Vergence Institutional Partners LLC makes no 
warranties with regard to such information or results obtained by its use and disclaims any liability arising out of your use of, or any tax position taken in 
reliance on, such information.  
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