Employee Benefit Plan Audit Planning Memo (ERISA)
	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]



Use for a defined contribution plan audit subject to ERISA under AU-C 703 and the Form 5500 audit requirement. The plan administrator is responsible for the financial statements and the Form 5500; the auditor expresses an opinion on the statements and, in an ERISA section 103(a)(3)(C) audit (formerly called a limited-scope audit), does not audit investment information certified by a qualified institution.
1. Plan and engagement facts
	Item
	Detail

	Plan name / plan number / EIN
	[Plan] / [001] / [EIN]

	Plan year end
	[MM/DD/YYYY]

	Plan type
	[401(k) / 403(b) / profit sharing / other]

	Plan sponsor and plan administrator
	[Names]

	Recordkeeper / trustee or custodian / TPA
	[Names]

	Participants at the beginning of the plan year (as the Form 5500 instructions require them counted)
	[Number]

	Prior-year auditor and report type
	[Firm] / [Full-scope / 103(a)(3)(C)]

	Form 5500 due date and extension (Form 5558) status
	[Date] / [Filed? Y / N]



2. Is an audit required?
Large plans (generally 100 or more participants at the beginning of the plan year) include an independent qualified public accountant’s report with the Form 5500. Under the 80-120 participant rule, a plan with 80 to 120 participants at the beginning of the plan year may file the same type of return it filed for the prior year. For defined contribution plans, plan years beginning in 2023 or later count only participants with account balances at the beginning of the plan year. Enter the count in section 1 as the Form 5500 instructions for the plan year require.
	Item
	Yes / No / N/A
	Evidence / owner
	Comments

	Participant count at the start of the plan year computed under the current instructions
	
	
	

	Prior-year filing status (small or large) considered under the 80-120 rule
	
	
	

	Audit requirement concluded and documented
	
	
	

	Plan sponsor informed in writing of the conclusion
	
	
	



3. Type of audit
Under 29 CFR 2520.103-8, the accountant’s examination and report need not extend to statements or information prepared and certified by a bank or similar institution, or insurance carrier, that is regulated, supervised and subject to periodic examination by a state or federal agency, when the certification meets 29 CFR 2520.103-5. The plan administrator elects this limitation.
	Item
	Yes / No / N/A
	Evidence / owner
	Comments

	Plan administrator’s election documented, or full-scope audit requested
	
	
	

	Holder of plan assets is a qualifying bank, similar institution or insurance carrier
	
	
	

	Certification for the year obtained and reviewed for completeness and accuracy
	
	
	

	Assets not covered by the certification (for example self-directed or non-qualifying holders) identified for audit
	
	
	

	Effect on the opinion and report wording considered under AU-C 703
	
	
	



4. Understanding the plan and its environment
	Item
	Yes / No / N/A
	Evidence / owner
	Comments

	Current plan document, adoption agreement and all amendments obtained
	
	
	

	Summary plan description and trust agreement obtained
	
	
	

	IRS determination or opinion letter reviewed
	
	
	

	Plan’s operating processes understood: eligibility, enrollment, payroll withholding, remittance, allocation, loans, distributions, forfeitures
	
	
	

	Plan committee minutes and investment policy read
	
	
	

	ERISA section 412 fidelity bond in force and sufficient for the plan funds handled
	
	
	

	Related parties and party-in-interest transactions inquired about
	
	
	



5. Service organizations
	Service organization
	Function
	SOC 1 Type 2 report? (period)
	Complementary user entity controls identified
	Reliance planned

	[Recordkeeper]
	Participant records, allocations, loans, distributions
	[Yes / No] ([period])
	[Y / N]
	[Y / N]

	[Trustee or custodian]
	Custody, investment valuation
	[Yes / No] ([period])
	[Y / N]
	[Y / N]

	[Payroll provider]
	Payroll withholding
	[Yes / No] ([period])
	[Y / N]
	[Y / N]



If controls at a service organization are relevant, consider AU-C 402: obtain a report on controls and consider whether its scope, period and user controls fit, or perform other procedures at the service organization.
6. Risk assessment
	Area
	Risk or consideration
	Significant risk? (Y / N)
	Planned response

	Participant contributions
	Late deposits of participant deferrals and loan repayments are prohibited transactions under ERISA; 29 CFR 2510.3-102 sets the rules for when contributions become plan assets
	[Y / N]
	Test every payroll or a sample for deposit timing; recompute lost earnings

	Eligibility and enrollment
	Employees entered late or not at all; wrong compensation definition
	[Y / N]
	Participant data testing

	Employer contributions and allocations
	Match or profit sharing computed incorrectly; forfeitures misused
	[Y / N]
	Recompute for a sample; test forfeiture account

	Investments and valuation
	Hard-to-value or non-certified investments; fair value hierarchy disclosures
	[Y / N]
	Confirm with custodian; valuation testing for non-certified assets

	Benefit payments and loans
	Distributions to wrong person or amount; loan default and deemed distributions
	[Y / N]
	Test sample to approvals, forms and recordkeeper reports

	Management override and fraud
	Presumed fraud risk in management override of controls (AU-C 240)
	Y
	Journal entry and unusual transaction testing; inquiries

	Plan tax qualification
	Operational failures may threaten qualification
	[Y / N]
	Review compliance testing results; inquire about corrections



7. Materiality
	Item
	Amount (USD)
	Basis

	Net assets available for benefits (prior year-end or estimate)
	$[Amount]
	[Basis]

	Planning materiality
	$[Amount]
	[Percentage and rationale]

	Performance materiality
	$[Amount]
	[Percentage and rationale]

	Clearly trivial threshold
	$[Amount]
	[Percentage and rationale]



8. Planned procedures
1. Contribution and remittance testing (see the contributions and remittance testing workpaper).
1. Participant data testing (see the participant data testing workpaper).
1. Investment confirmation with custodian and valuation testing for non-certified assets.
1. Benefit payment and loan testing.
1. Subsequent events and plan sponsor representations (AU-C 580).
1. Supplemental schedules and Form 5500 consistency (AU-C 725 and AU-C 720).
1. Tie-out of Schedule H to the audited financial statements (see the Form 5500 reconciliation workbook).
9. Timeline
	Milestone
	Date
	Responsible

	Engagement letter signed
	[MM/DD/YYYY]
	[Name]

	PBC list sent
	[MM/DD/YYYY]
	[Name]

	Fieldwork
	[MM/DD/YYYY] to [MM/DD/YYYY]
	[Name]

	Draft financial statements from plan sponsor
	[MM/DD/YYYY]
	[Name]

	Report release
	[MM/DD/YYYY]
	[Name]

	Form 5500 filing deadline (including any extension)
	[MM/DD/YYYY]
	Plan administrator



The Form 5500 is due by the last day of the seventh month after the plan year ends. Form 5558 extends the due date by up to two and a half months. Insert the dates for this plan in the table above.
10. Team, independence and communications
	Item
	Yes / No / N/A
	Evidence / owner
	Comments

	Engagement team independent of the plan and the plan sponsor (AICPA Code)
	
	
	

	Team has employee benefit plan audit experience; training recorded
	
	
	

	Required communications with the plan administrator planned (AU-C 260)
	
	
	

	Engagement letter addresses ERISA reporting, the type of audit and management responsibilities (AU-C 210)
	
	
	



11. Approval
	Role
	Name
	Signature
	Date (MM/DD/YYYY)

	Prepared by
	[Name]
	
	

	Manager
	[Name]
	
	

	Engagement partner
	[Name]
	
	



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.
