401(k) Plan Audit: Provided-by-Client Request List
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



A request list for a defined contribution plan audit. Send with the engagement letter and update status as items arrive. Items marked for a limited-scope audit (ERISA section 103(a)(3)(C)) apply only when the plan administrator has elected the limitation and the investment information is certified by a qualifying institution. Remove items that do not apply.
1. Plan documents
	Item
	Requested from
	Due date
	Status (Open / Received / N/A)
	Date received
	Comments

	Current plan document, adoption agreement and all amendments for the year
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Summary plan description and any summaries of material modifications
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Trust agreement and custodial agreement
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	IRS determination or opinion letter
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Plan committee or board minutes for the year
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Investment policy statement
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Prior-year audited financial statements and Form 5500 as filed
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Fidelity bond evidence (ERISA section 412)
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Organization chart of plan sponsor, controlled group and affiliated service group information
	[Name]
	[MM/DD/YYYY]
	Open
	
	



2. Trust, investments and certifications
	Item
	Requested from
	Due date
	Status (Open / Received / N/A)
	Date received
	Comments

	Year-end trust or custodian statement for each account
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Certification of investment information from the bank or insurance carrier (limited-scope audit only)
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Participant-level year-end account balances from the recordkeeper
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Investment activity detail: income, appreciation, purchases and sales
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Schedule of assets held for investment at year end
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Detail of any investments not held by the certifying institution (self-directed brokerage, employer stock, real estate)
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Fee disclosures from the recordkeeper, trustee and advisers (service provider fee disclosures)
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	SOC 1 Type 2 reports for the recordkeeper, trustee and payroll provider, with bridge letters if needed
	[Name]
	[MM/DD/YYYY]
	Open
	
	



3. Payroll and contributions
	Item
	Requested from
	Due date
	Status (Open / Received / N/A)
	Date received
	Comments

	Payroll registers for all pay dates in the plan year, showing deferrals, loan repayments and match
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Remittance records showing deposit date and amount for each payroll
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Form W-2 summary and reconciliation of deferrals to payroll
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Employer match and profit sharing calculations with supporting compensation
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Contributions receivable at year end and subsequent deposits
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Forfeiture account balance, uses and the plan’s forfeiture policy
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Compliance testing results for the year (ADP, ACP, top-heavy, coverage) and corrective distributions
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Compensation limit and contribution limit checks against the limits for the plan year
	[Name]
	[MM/DD/YYYY]
	Open
	
	



4. Participants
	Item
	Requested from
	Due date
	Status (Open / Received / N/A)
	Date received
	Comments

	Census listing with hire, termination, birth date, compensation and status (no Social Security numbers unless transmitted securely)
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Eligibility and entry date for each participant
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	List of new enrollees and employees eligible but not participating
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Participant loan listing with amortization schedules and defaults
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Distribution listing: hardship, termination, in-service, rollovers, required minimum distributions
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Forms 1099-R summary and Form 1096
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Vesting schedule and vested balances for terminated participants
	[Name]
	[MM/DD/YYYY]
	Open
	
	



5. Compliance and operations
	Item
	Requested from
	Due date
	Status (Open / Received / N/A)
	Date received
	Comments

	Evidence of timely adoption of required plan amendments
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Form 5330 or other excise tax filings (if any)
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Correction documentation for operational failures (self-correction records, VFCP or EPCRS filings)
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Late deposit analysis and lost earnings computations
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Participant disclosures: annual notices, participant fee disclosure, blackout notices
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Written procedures for enrollment, remittance, loans and distributions
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Related party and party-in-interest transaction listing
	[Name]
	[MM/DD/YYYY]
	Open
	
	



6. Financial statements and representations
	Item
	Requested from
	Due date
	Status (Open / Received / N/A)
	Date received
	Comments

	Draft financial statements prepared by the plan sponsor or plan administrator, with notes
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Draft Form 5500 and schedules, including Schedule H and schedule of delinquent contributions if any
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Plan administrator’s management representation letter (signed at the report date)
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Subsequent events inquiries and legal letter information
	[Name]
	[MM/DD/YYYY]
	Open
	
	

	Legal counsel contact and list of pending or threatened litigation
	[Name]
	[MM/DD/YYYY]
	Open
	
	



7. Contact and timing
	Item
	Detail

	Plan sponsor contact
	[Name, phone, email]

	Recordkeeper contact
	[Name, phone, email]

	Items needed for planning by
	[MM/DD/YYYY]

	All items needed by
	[MM/DD/YYYY]

	Form 5500 due date including extension
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
