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Generally, any plan with 100 or more participants requires a plan audit. Whether your plan has already
reached this threshold or you anticipate the plan reaching it in the future, here are some tips to help make
your plan audit go more smoothly.
Documentation
Your auditors will want to see support for any items selected for testing. Be sure to only process a
contribution, benefit payment, investment allocation change, etc. once you have obtained appropriate
documentation from your participant. Keeping in mind, also, when your plan audit will take place. These
audits can take place up to nine months after year-end. Many companies move files to storage areas after the
fiscal year is closed. However, you will need to keep all of your payroll and benefit plan files on hand until the
audit has been completed.
Many plan record-keepers provide interactive websites where employees can initiate transactions. In many
cases, you can work with your plan recordkeeper to set up certain parameters in the software so that
participants can only make elections that follow the plan document. By implementing a method like this, you
avoid having to retain as much paper documentation and decrease the risk of human error.
Streamline Processes When Possible
To prevent errors or misstatement, find ways to automate or at least simplify your process. Auto-enrollment
is a great way to ensure that all eligible employees participate. When new hires begin employment at your
company, inform them of your benefit plan’s auto-enrollment provision and provide them the option to
decline enrollment. For any eligible employee who does not wish to participate, be sure to retain forms that
show they declined enrollment. If they do not decline, they will be enrolled into the plan. Some payroll
software can even communicate to certain benefit plan software, which allows for the data to be
automatically uploaded. This means that you will not be chasing down enrollment forms, and you will not risk
denying eligible employees access to the plan.
You can also simplify the calculation of employer contributions to prevent errors. Ideally, you would set up
codes in your payroll system that would automatically calculate what each participant’s employer
contribution should be. If this is not possible, set up a spreadsheet to do most of the calculating for you.
Download the necessary payroll and contribution data and test the accuracy of the data. Then set up all of the
necessary formulas so that the spreadsheet will do the rest of the work for you. This can help ensure the
accuracy of the calculation and will provide you appropriate documentation.
Follow Your Plan Document

Plan documents are certainly not always easy to read and interpret. At some point along the way, a provision
can be misinterpreted. Or a new plan amendment could be made, but the old provisions are still being
followed. It is important that the plan document and its amendments be reviewed periodically to ensure that
the plan is operating in accordance with its provisions. If there are deviations from plan provisions, this will
result in additional time spent providing your auditors with supporting documentation for additional samples
and correcting the errors.
These are some suggestions to help you prevent errors and be better prepared for your benefit plan’s audit.
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You’ve heard our thoughts… We’d like to hear yours
The Schneider Downs Our Thoughts On blog exists to create a dialogue on issues that are important to organizations and
individuals. While we enjoy sharing our ideas and insights, we’re especially interested in what you may have to say. If you
have a question or a comment about this article – or any article from the Our Thoughts On blog – we hope you’ll share it
with us. After all, a dialogue is an exchange of ideas, and we’d like to hear from you. Email us at
contactSD@schneiderdowns.com.
Material discussed is meant for informational purposes only, and it is not to be construed as investment, tax, or legal advice.
Please note that individual situations can vary. Therefore, this information should be relied upon when coordinated with
individual professional advice.
© 2019 Schneider Downs. All rights-reserved. All content on this site is property of Schneider Downs unless otherwise noted
and should not be used without written permission.
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Register to receive our weekly newsletter with our most recent columns
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The Stages of Wealth
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Although everyone’s situation is different, most people will go through various stages of wealth
development throughout their lifetime. Over the ...
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The general rule under Internal Revenue Code §451 is that an item of income shall be included in gross
income for the taxable year or receipt unless ...
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Have a question? Ask us!
We’d love to hear from you. Drop us a note, and we’ll respond to you as quickly as
possible.

ASK US

CONTACT US

PITTSBURGH
One PPG Place, Suite 1700
Pittsburgh, PA 15222
contactsd@schneiderdowns.com
p:412.261.3644 f:412.261.4876

COLUMBUS
65 East State Street, Suite 2000
Columbus, OH 43215
contactsd@schneiderdowns.com
p:614.621.4060 f:614.621.4062

WASHINGTON, D.C.
1660 International Drive, Suite 600
McLean, VA 22102
contactsd@schneiderdowns.com
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Schneider Downs is a Top 60 independent Certified Public Accounting (CPA) firm providing accounting, tax,
audit and business advisory services to public and private companies, not-for-profit organizations and global
companies. We also offer Internal Audit; Technology Consulting; Software Solutions; Personal Financial
Services; Retirement Plan Solutions and Corporate Finance Services. Schneider Downs is the 13th largest
accounting firm in the Mid-Atlantic region and serves individuals and companies in Pennsylvania (PA), Ohio
(OH), West Virginia (WV), New York (NY), Maryland (MD), and additional states in the United States with offices
in Pittsburgh, PA and Columbus, OH.
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