End-of Year Checklist for ftwilliam.com Compliance Software Users

Before closing out the old year make sure that:
	Scrub/Eligibility task is run
	

	ADP/ACP test is run if prior year testing method used 
	

	Top Heavy test is run
	

	Ending balance batch is added and posted on transaction menu 
	

	Participant statements or Vesting Export report is run – this ensure vesting is calculated
	

	Lock the plan year end
	

	
	



After you add the new year-end:
	Verify Plan Specs are correct
	

	Verify account & source set up is correct
	

	When uploading the census, there’s an option to Retain Prior Year codes. The System defaults this election to Yes. This means that the Ownership %; Family Group; Family Group Relationship; Officer status; New Comparability Group; Employee Class and Employee Class Other will be pulled from the prior year census, not from the newly uploaded census
	

	If using Employee (EE) numbers instead of SSN the EE number must be consistent from year to year; also, you can’t switch between EE number & SSN
	

	If uploading employer contributions remember to set the appropriate overrides in the Allocation Parameters section before running the Scrub/Eligibility task
	

	Transactions - add beginning balance batch on the transaction menu and post it unless you plan to use beginning balances from the vendor
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