Form 5500 Annual Return/Report Filing Checklist
A filing checklist for plan administrators and the CPA firms that support them, for ERISA-covered employee benefit plans filing Form 5500 or 5500-SF with the Department of Labor through EFAST2. Rules differ by plan type and plan year, and the instructions change each year: use the instructions for the plan year being filed. This checklist is not legal advice; confirm legal questions with plan counsel or the plan’s third party administrator.
1. Plan facts and form selection
	Task
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	1.1. Plan name, plan number, EIN, plan year dates and plan sponsor are confirmed from the plan document and prior filing
	
	
	
	

	1.2. Plan type is identified: defined contribution, defined benefit, welfare plan or fringe benefit plan, and whether it is a one-participant plan
	
	
	
	

	1.3. The form to file is chosen using the current instructions: Form 5500, Form 5500-SF for eligible small plans, or Form 5500-EZ for one-participant plans and foreign plans
	
	
	
	

	1.4. Plan assets, participant counts and plan year changes (mergers, spinoffs, short plan years) are listed
	
	
	
	

	1.5. Participant counts for the audit threshold are determined using the method in the instructions for the plan year, including participants with account balances at the beginning of the plan year, and the 80-120 rule is applied if relevant
	
	
	
	



2. Audit requirement and report
	Task
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	2.1. A large plan is identified: audit by an IQPA is required unless an exemption applies, and the audit report is attached to the filing (Schedule H and independent auditor’s report)
	
	
	
	

	2.2. If the plan is a small plan filing as such, the conditions for the audit waiver are checked, including qualifying plan assets or bonding and the disclosures to participants (29 CFR 2520.104-46)
	
	
	
	

	2.3. The IQPA was engaged early enough for the audit to be completed before the due date including any extension
	
	
	
	

	2.4. For an ERISA section 103(a)(3)(C) audit, the certification from the qualified institution and management’s written acknowledgment are on file
	
	
	
	

	2.5. The financial statements agree to Schedule H (large plans) or Schedule I (small plans) line items
	
	
	
	



3. Schedules and attachments
	Task
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	3.1. Schedule H (financial information, large plans) or Schedule I (small plans) is prepared, with lines for assets, liabilities, income, expenses, transfers and delinquent participant contributions
	
	
	
	

	3.2. Schedule C (service provider information) is prepared where the plan paid direct or indirect compensation to service providers at or above the reporting threshold in the instructions
	
	
	
	

	3.3. Schedule A is attached for each insurance contract; Schedule R for retirement plans where required; Schedule SB or MB for defined benefit plans, signed by the enrolled actuary
	
	
	
	

	3.4. Schedule D, Schedule G (loans in default, non-exempt transactions, leases in default) and other schedules required by the instructions are considered
	
	
	
	

	3.5. Audited financial statement attachments, the accountant’s report and the notes are in the format the EFAST2 system accepts
	
	
	
	

	3.6. Delinquent participant contributions and nonexempt transactions are reported, and a correction under the DOL Voluntary Fiduciary Correction Program or IRS excise tax payment (Form 5330) is evaluated
	
	
	
	



4. Due dates, extension and signature
	Task
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	4.1. Due date is the last day of the seventh month after the plan year ends (for example, July 31 for a calendar year plan), or the next business day if it falls on a weekend or holiday
	
	
	
	

	4.2. If an extension is needed, Form 5558 is filed on or before the normal due date (not counting extensions); it gives a one-time extension of up to 2½ months
	
	
	
	

	4.3. The plan administrator or a delegate signs electronically; the filing uses an EFAST2 credential, and credentials are current
	
	
	
	

	4.4. The signed copy of the filing and EFAST2 acknowledgment are saved in the plan records
	
	
	
	

	4.5. Late filing: if the deadline has passed, the DOL Delinquent Filer Voluntary Compliance Program is considered and the penalty exposure is discussed with counsel
	
	
	
	



5. Related filings, notices and records
	Task
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	5.1. Summary Annual Report is prepared and furnished to participants within nine months after the close of the plan year, or within two months after the close of the extension period if the IRS granted an extension (29 CFR 2520.104b-10(c))
	
	
	
	

	5.2. Other plan notices (safe harbor notice, qualified default investment alternative notice, fee disclosure under ERISA section 404(a)(5)) are on schedule where applicable
	
	
	
	

	5.3. Form 8955-SSA (separated participants with deferred vested benefits) and any other IRS filings required for the plan are considered
	
	
	
	

	5.4. Fidelity bond is in force at the required level and matches the plan assets reported
	
	
	
	

	5.5. Records supporting the filing are kept for at least six years after the filing date (ERISA section 107)
	
	
	
	



Conclusion and sign-off
Form 5500 for plan year ending [MM/DD/YYYY] was filed on [MM/DD/YYYY] with confirmation number [ID]. Open items: ______
Exceptions and follow-up items: ______________________________________________
	Role
	Name / initials
	Date (MM/DD/YYYY)

	Prepared by
	
	

	Reviewed by (manager)
	
	

	Engagement partner or firm owner
	
	



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.
