Part 4: Plan Specifications

10/29/2024 1:49 pm CDT

Select Plan Specifications from the Compliance Menu to set up, review or edit the plan specifications; it is very
important to ensure the plan specifications are accurate and that overrides are correctly selected. Please see the
Help buttons for questions on specific plan specification options and for examples of how to complete the
specifications for certain plan designs. If you use ftwilliam.com for plan documents, the plan specifications will
automatically be loaded onto the Compliance system for the plan. Otherwise specifications will be based on
defaults that you have set up (in ZZZ-Default plans described under Add New Plan Year End ). To make a change to
plan specifications, click on one of the sections to expand them and complete or change the checklist item as
required. You may need to change some checklist items if the plan document has changes that do not take effect
until a future year.

4.1. Sources & Investment Accounts

This section contains the vendor selection, which is used if transactions from a specific vendor are being uploaded
into the system. It is also where the “Work with Sources/Inv Accounts” link is found.
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Financial data import vendor

Press the drop down box next to Financial data import vendor to select the asset custodian from which you plan to
upload transaction files. Selecting a vendor will make the Financial data import ID code field active. This is where
you enter the vendor specific account ID. If you plan to upload files from a vendor not listed you should select
“Generic”. Check with support@ftwilliam.com to get a sample format for your upload.

Work with Sources /Inv Accounts

Sources and investment accounts (if applicable) need to be set-up in order to properly create transactions for a
plan or to use the loan module. Press the “Work with Sources/Inv Accounts” link to review the applicable sources
and/or investment accounts for the plan.
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Work with Sources

Below each feature will be discussed as appears on the page from left to right:

Suppress. You may suppress sources (e.g. QNECs and QMACs) under "Suppress" if you know they will not be
used in the plan year and/or you do not want them to appear on statements.

Top Heavy. You should note whether or not any sources you add will be considered for Top Heavy purposes
(i.e. sources rolled over from an unrelated prior plan should show the Top Heavy indicator as "No").
Contribution sources will always show as "Yes" for top heavy purposes and you will not have the ability to
modify this.

Source name / description. The contribution sources will be shown based on plan specifications with default
names and descriptions. These are the sources to which the Compliance system will make allocations. You
may change account names and account descriptions if you use different descriptors than our system.

The external ID for a source is used if you are linking the plan to an asset custodian. You can map these
external sources to ftwilliam sources on the Transaction Menu as described below.

Vesting. Vesting shows the vesting schedule as indicated in the plan specifications. Note that some accounts
will not let you modify the vesting schedule to something other than 100% (e.g. Elective Deferrals). If the
vesting schedule is "Otheré" you will have the opportunity to enter information about the other vesting
schedule under the "Vest Other" column. The format that this information must be entered is as 6 numbers
separated by a semi-colon (with no spaces): "yearO;year1;year2;year3;year4;year5" (year 6 will be 100%).

For example, a four year graded vesting schedule would be shown as follows: "0;25;50;75;100;100". In this

example, a participant is 0% vested is she or he has less than one year of service; is 25% vested after one year of

service; 50% vested after two years of service; 75% after three years of service and is 100% vested after four or

more years of service.

Contribution Source. This tells the user which source contributions are made to. If it is a manually added



source (not system generated), this will display as “none” as manual sources cannot receive contributions.

e Earnings Allocation Method. Here you can select the method to be used to allocate balance forward earnings.
If you select “Bal Forward - Trad” then earnings will be allocated based on beginning balance minus all
amounts going out during the earnings period. "Bal Forward - All Trans” will use the beginning balance, minus
amounts going out, plus all additions apart from contributions.

e Current Year Factor. This indicates what percentage of the current year amounts, apart from contributions,
added and removed from the plan, are taken into account in the balance forward earnings calculation.

e Current Year Contribution Factor. This indicates what percentage of the current year contributions are
taken into account in the balance forward earnings calculation. You might select 50% for elective deferrals
as they typically come in through the year, and 0% for non-elective contributions as they are generally added
after the close of the plan year.

e Account Information. Here you need to indicate which investments can be used for each source. Click the
“Add” link and select all investments that may be used under that source. Note that the Contribution Percent
column is not active; you will see an error message if the sum of all the entries in that column does not equal
100 but you can disregard it. Click “Update” once you have selected all the investments that could be used
for that source. Once you have added investments you will see a link to “Edit” rather than “Add”. You can
click this to make changes. Please note that you only need to add account information if you are using
investment accounts.

Do with Selected

At the bottom of the screen, next to the Update button, there is a “Do with selected” option. Clicking the arrow on
this button will give the user the option to edit account info, suppress, un-suppress or delete the sources that the
user checks above. This is a time saving method, giving users the ability to do a task for multiple items, one time.
For example, if an investment account needs to be added to four out of six sources, the user can check the four
sources then select the “Edit Account Info” option. The system will make the changes only for the selected sources.
Please note that in order to save the changes, the “Update” button must be pressed.
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Matching Accounts

There are three possible accounts for matching contributions: "MATCH", "MATCHSH", and "MATCH100". You
may or may not use all of these accounts depending on your plan specifications. The account labeled "MATCHSH"
is used for safe harbor matching contributions and will be 100% vested. The Account "MATCH100" will be used if
the plan has specified matching contributions that are 100% vested but other matching contributions that are less
than 100% vested. The contribution account "MATCH" is the only matching contribution account that can have a
vesting schedule and will be used for non-safe harbor matching contributions subject to vesting.

Add Default Sources

Clicking the “Add Default Sources” link will add all sources that are applicable to the plan, as set up in Plan



Specifications. This is typically used after a plan document change, such as changing a non-safe harbor planto be a
safe harbor plan. Only sources created by the system will permit contributions in the transaction menu. To this
end, if a source is missing from the source grid, it is a best practice to first review the permitted sources in Plan
Specifications a General Features and Plan Specifications a Contributions, make the necessary changes if
applicable; then use the “Add Default Sources” link to add the missing sources.
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Loan Source Distribution/Hierarchy

Clicking the “Loan Source Distribution/Hierarchy” will open a box where the user will verify the sources that loans
can be taken from. Set sources to “Yes” for sources that loans may be taken from and set to “No” if loans are not
permitted from the applicable source. Be sure to click “Update” to save your changes. Click the Hierarchy drop
down box to set up the hierarchy for loan distributions by source, again either pro rata or ordering rule. Click
“Update” to save your changes, then return to the Source Setup page.
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Work with Investment Accounts

In general, investment accounts should be added if you need to have the system allocate earnings and/or if you
have more than one place money is held. No investment accounts are needed if uploading from only one vendor
and no earnings allocation will be calculated by ftwilliam.com. If you will not be using investment accounts, set
“Use Investment Accounts to Track Participant Balances” to no, otherwise set this to “Yes”. When “Yes” is selected,
the “Work with Investment Accounts” link will appear. Click this link to enter investments.



F i |
.& Wolters Kluwer ~ " FTw 401k Demo Plan | Go |~ || Workfiow || 8 ser Name +
Home * Bdt Comgary > EdE flan > Compllance » Flan Spacificatizns » 'Work with SourcesIme Acroents:
iance M
Company: FTW Demo Company  ID: . Eomelanes o
Plan: FTW 401k Demo Flan 1D: A
Tasks
& Yes/ No 4 Transactions
Use Investment ACcounts to track Participant balances: e e L <: AT R T
4 Toals/Settings
4 Plan Spedfications
Loan Sowrce Distribution fHierarchy | Add Dafault Sources
Top Source WVest  Contribution Curr ¥r
] sourcatp  Supprass 0 Source Hama External In  VOS1RG Other Earnings Alloc Math Fact
| mET [Me[=] wee [Erective Deferrsl I |100%[ ] WA BlectiveDeferral |Bal Forward - Trad || Jr00.00

You may add each investment being used by the plan as shown in the screenshot below. A description of each of
the columns follows:

Investment Accounts. x
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e Arrows - Click on the arrow and drag up or down to change the position of the investment.

e AccountlID - this is the unique identifier for the investment used by the system. For amounts held with an
asset custodian you should use “Vendor”. Other typical IDs are “Pooled” for a pooled account, “Brokerage”
for a brokerage account and “Loan” for the loan fund.

e Account Name - you can assign a name to the investment; this name will be used to identify the investment
on other screens and on reports. You may want to use the name of the asset custodian for the vendor
account; otherwise you should use something that will easily identify the investment both to you and other
system users.

e Account Description - this is a field you can use to enter more detailed information about the investment; it is
not used in any other areas or reports.

e Type - select “Brokerage” for brokerage accounts and “Cash” for all other investments. “Unit” is not currently
an active option.

e Del - Press the garbage canicon to delete an investment. If the icon does not appear for an investment, this
means that the user has not yet pressed the “Update” button and can just erase the text entered in the fields
(see Loan investment in the screenshot above for an example of this).

Checking the box to “Add all Investments to all Sources”, automatically adds every investment account setup here
to every source on the source page once the “Update” button is pressed. After pressing the update button, a pop-
up box will appear, asking the user to confirm that they wish to add all Investments to all sources. Press “Yes” to
instantly add all investments to all sources. Press “No” to cancel this operation.

Loan Inv Account Distribution/Hierarchy

If the plan is using the Loan Module you will also want to indicate which investments can be used for loan issue.
Select “Yes” from the drop down box for each of the investments that can be used for loans. Note that the Loan
Fund should always have “No” selected. You should also ensure that the designated loan fund is correct under
“Select Loan Account”. Next click “Hierarchy” and indicate whether loans should be issued pro-rata from all



applicable investments or whether the ordering rule is used. If you choose “Ordering Rule” you will need to
indicate the order by using the sequence numbers.
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4.2. General Features

This section contains the basic information about the plan such as the plan type, plan year begin date, plan year end
and original effective date. It also contains the permitted contribution sources and compensation options. For the
first plan year on the system, make sure all dates are in numeric format as specified in the instructions to the left of
the date field. Additionally, if you want to use employee number, rather than social security number as the unique
participant identifier, you should indicate this here under “Enter ID for Participant Upload/Download:”.

= Ganeral Information

Enker plan type: & 2010k}
Entar Plan Year bagin date: @ | oro1z0a3
Indicate whaethar the Plan is Actve: & & Yes/ Mo
-
Enker ID for Participant Upload/Dawnlosd: & ssn
Zalact methed to capture employmaent status changes ‘} Fixed hire-term fialds
Plan Year End: L] [
Indicate If this is tha first Plan Year for a new plan: f} Yes / i@ Mo
Original Effactive Date: @ oi/01/2001 i

= Contribution Sources

Eleetive Deferrals: @ @ ves/) Ne
Roth Elective Deferrals: ) @ Yes/ (") Na
Aftar-Tax Contributions: @ Mo
Matching Cantributions: ) @ Yes/ () Mo
Profit Sharing Contributions: ) @ Yes/ Mo
Rollower: L™

» Compansation

Include Elective Deferrals in Compensation [used in Self Emploved caloulations anly): @ & Yes/ Hao
Exchude pay sarned before participation in Plan from definition of Compensation: & @ Yes/ Ha
Exclude pay sarned before participation for Matching Contributions: @ @ Yesj Ha
Exclude pay sarned before participation for Nonalective Contributions: @ @ ves/ Ha

4.3. Eligibility

The Eligibility section of Plan Specifications is where the user will set exclusions (such as union or leased
employees), indicate whether the eligibility computation period will switch to the plan year, review the age and
service eligibility rules for each source, break-in-service rules and confirm the special participation date (as
applicable to the plan). For specific information regarding each option in this section click here.


https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Admin/hAdminGeneral.html#ExcludeCBA

- Eligibility

¥ Exclusions

= Age Sarvice Rules
Eligibility Computation Period

Eligibility Computation Pariod switch to Plan Year: @ i Yes/ Mg
Elective Deferrals/Voluntary Contributions

Minimusm age reguiremant for Elective DeferralsNeoluntary (7]

Contributions: i

Minimum service requiremant for Elective Deferrals/Voluntary 0

Contributicns: gma (1) Yeer
Eligibility sarvice computation mathod: ) | [Hours of Service

I “Hours of Service” and nat “Hone”, enter the Hours of Service that )

must ba complated in the pericd described abowve [without commas): 1000

Frequancy of antry dates for Elactive Defermals/Veluntary e first day of the first month and seventh month of the Plan Year
Contributions:

If not "Immediata” or "other dates”, salaction of entry date: ) | |coincident with ar next following
Matching Contributions

Minirmum age reguirement for Matching Contributions: 21

Mimierum service requirement for Matching Contributions: ore (1) Yaar

@9

Eligikility sarvice computation method: Hours of Service

If “Hours of Service” and nat "None”, anter the Hours of Sarvice that )

miust be completed in the period described above (withowt commas): 1000
Fragquancy of entry dates for Matching Contributions: #) | |first day of the first month and sevanth manth of the Plan Year
If not "Immediate” or “cther dates”. selaction of entry dabe: @ coincident with or next fallowing

4.4. Contribution

The Contribution section of Plan Specifications is where contribution limits will be entered, safe harbor
specifications will be selected and allocation requirements for sources and 410(b) corrections will be selected. This
is also where the Nonelective formula can be changed. Please be sure that all contributions that should be active
are selected in this section, such as safe harbor, Davis Bacon and collective bargaining arrangement (CBA)
contributions. For specific information regarding each option in this section click here.

= Contribution

= Contribution Limits

Minimurn Elective Defarral contribution: @ mone
Maximum Elective Deferral contribution: ) seventy-five percent (75%)
Indicate whether & lower maximum Elective Deferral contribution applies for HCEs: & Yes [ @ Mo
+
+*
+*
+*
&
Roth Correction for 402(g) failures: | Last
Allow Participants to make EGTRRA catch-up contributions: @ @ vas/ LU
If "Yes", the Company will exclude union members from EGTRRA catch-ups: Q} Yas [ @ Mo
If "Yes", tha Company will include a Participants EGTRAA catch-up contributions in the definition of (1] & Ves/ Mo

Matched Employes Contributions:

* Safe Harbar
Safe Harbor - General

Safe hartor type: [ LA™

4.5. Vesting

The vesting section is where certain vesting related settings can be found, such as vesting service computation
method, computation period and vesting exclusions. Additionally, this is where the global option to override prior
years of cumulative years of vesting service can be set. Please note that the vesting schedule for each source is
found in “Work with Sources/Inv Accounts”. For specific information regarding each option in this section

click here.


https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Admin/hAdminGeneral.html#FKMinimum
https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Instructions/ComplianceUserGuide/Content/Compliance%20User%20Guide/Compliance%20Software%20User%20Guide.htm#sources
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~ Vesting

= Ganaral
Vesting sarvics computation mathed: i} |Hours of Service
‘esting Computation Period: 0 Plan Year
*
Howrs of Sarvicas far Year of Vesting Service: & 1000
Override prior yeaar cumalative Yaars of Vesting Sarvica: cl a Yes [ MNe

= Matching Vesting

If Matching vesting schadule i not "100%", the follewing Matching Contributions are

L2
100% wested # the Plan provides for safe harbor Matching Contributions R e Molching ContePetioss

* Vesting Exclesions

Excluds Years of Vasting Sarvice sarnad befors ags 13: (1] Yes /[ @ No
Excleds Years of Vasting Sarvice sarnad befors the Employsr maintainad this Plan er a predecessor plan: 0 Yes / (@ Mo
One-year holdout, If an Employee has & 1-Yaar Break in Servics/Pericd of Severance, sxchude Years aof Vesting Service )

before such period until the Employes has completed & Year of Vesting Service after return to employment with the Yes [ @ Mo
Emplayer:

Rulbe of parity. If an Employes doss not have a nonferfaitable right te Empleyer contributions, sxclude Years of Vesting )

Yas /[ @ N
Service earnad bafore & peried of 5 consecutive 1-Year Braaks in Servica/Periods of Severance: = .

4.6. Distribution

There are three questions related to determining retirement age. Please note that these questions will be
determined by the plan document.

If “Age only” applies, the system will only look at a participant’s age to determine if normal retirement age has been
attained. The normal retirement age can be selected by using the drop-down box.

If “Age and Participation” applies, the system will look at both a participant’s age and years of service to determine
if normal retirement age has been attained. The user will need to select the number of years a participant is
required to participate before reaching normal retirement age. Note: For purposes of the Rate Group Test, the
system determines participation by looking at the non-elective date of participation. If the plan is a safe harbor
non-elective plan, the system will now look at safe harbor non-elective entry date to see if it is earlier than the
regular non-elective date. If it is, the system will use that date to calculate anniversaries of participation. If both
entry dates are in the future, the system will set years of participation to zero.

For specific information regarding each option in this section click here.

= Distribution

= Normal Retirement

Reguirement for Normal Retirement Age: ) ageanly
Age component of Normal Retiremient Age (not to exceed 65 - deemed to be 59-1/2 for Electives and 7] &5
QNECs if lesser age is entered):

— 1f “Age and Plan Participation”, anniversary of participaticn for Normal Retirement &g ® ik

Once you have completed setting up plan specifications ftwilliam.com plan document users can check their work
by using "Compare Specifications to Plan Document" from the main Compliance Menu.


https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Instructions/ComplianceUserGuide/Content/Compliance%20User%20Guide/Compliance%20Software%20User%20Guide.htm#https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Admin/hAdminGeneral.html#NormalRetireRule

