
RFP 23018 Appendix  
Due Diligence Questionnaire 

 

I. Introduction 
 

A.   Describe the ownership structure of your organization and any subsidiaries it may have.  
Identify parent company or affiliations of the proposer and identify any affiliated 
business enterprises. 

 
B.  What is the primary business of the parent company and/or affiliates?  If the proposer is 

an insurance company or an issuer of debt, provide Moody’s, Standard & Poor’s, and 
A.M. Best ratings and the most recent reports. 

 
C.  Describe any regulatory censure or litigation involving the business of your firm with 

relation to its deferred compensation or defined contribution services in the past ten years. 
 
D. Describe insurance coverage you carry for services you deliver to public sector retirement 

plans. 
 

II. Plan Administration 
 

A.   How quickly are contributions invested in participant accounts?  Do you require a 
minimum contribution for employees?  How do you receive contribution data and 
money?  What assistance will you provide us in accommodating this format?  How do 
you monitor and enforce contribution limits? 

 
B.   Describe how fund transfers are executed.  What is your deadline for receiving 

instructions to implement fund transfers at the close of business?   
 
C. Describe in detail the annuity and non-annuity disbursement options available to plan 

participants.  What flexibility do you give participants in specifying the sequence in 
which investment options will be depleted?  Are participants in disbursement treated 
differently in any way? 

 
D. How long does it take to issue payment to the participant once a withdrawal is authorized?  

How long does it take to transfer funds to another vendor once a participant provides an 
instruction to make the transfer?  What authorization do you require to make such a 
payment?  Identify all participant-level or plan-level transfer or withdrawal restrictions. 

 
E. How do you report disbursements to the IRS and state tax authorities?  Describe the tax 

statements you provide to participants on plan disbursements. 
 
F. Describe how you handle minimum required distributions. 



 
G. Describe how you evaluate and process QDROs/DROs and hardship/emergency 

withdrawal requests. 
 
H.  Regarding  your loan service and how participants and the plan sponsor would implement 

a loan.  Describe the following features of your loan system: 
 

1.   Does your system calculate the amount available for loan and the loan repayment 
amount as well as generate a loan amortization schedule and promissory note? 
 

2. Can you allocate principal and interest on loan repayments to individual funds? 
 

3.   Can you provide loan information to participants on a toll-free line? 
 
4. What loan information and transaction functions are available on-line? 
 
5.   What type of reports do you provide with respect to loan administration? 

 
6. How do you handle delinquent and/or defaulted loans? 
 
7. Can you handle multiple loans? 

 
I. How does your firm issue confirmations to participants?  How quickly are confirmations 

sent to participants? 
 
J.  Describe the quality control procedures you have in place.  What types of reconciliation 

and editing do you perform?  How do you resolve data discrepancies? 
 
K. Describe your process for resolving issues that occur.  What are your standards for the 

timing of resolving issues and how do you meet that target?  What are your escalation 
procedures for issues that are not resolved within a standard period of time? 

 
L. Describe the procedures manual that you provide to plan sponsors.  Is it available on-

line? 
 
M. Provide samples of forms used for withdrawals, contributions, and plan-to-plan transfers. 

 

III. Record Keeping 
 

A.  Describe the record keeping hardware and software used by your organization.   
 
B.   Describe your back-ups and disaster recovery plan.  How often is the plan tested? 



C. Describe procedures and safeguards used to provide systems security.  Discuss your 
Internet and call center security.  Describe how confidentiality of data is ensured. 
 

D. In the event of an error in your control, how do you make participants and the plan whole? 
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