
 

 

 

 
 
 
 

 
 

401(k) Plan Checklist 
Finding, Fixing and Avoiding Mistakes  

 
  
 

t is important that you review the requirements 

for operating your 401(k) retirement plan 

regularly to avoid common errors that can 

happen along the way. The checklist below will help 

you keep your plan in compliance with many of the 

important rules. 

Has your plan document been updated within 

the past few years? If your plan has not been 

updated to reflect recent law changes, the plan needs 

to be revised. 

Are the plan's operations based on the terms of 

the plan document? Failure to follow the terms of 

the plan is a common problem encountered in an 

audit. 

Is the plan's definition of compensation for all 

deferrals and allocations used correctly? 

Because your plan may use different definitions of 

compensation for different purposes, it's important 

that you apply the proper definition according to your 

plan document. 

Were employer matching contributions made 

to all appropriate employees under the terms 

of the plan? The terms of the plan must be followed 

when allocating employer matching contributions.  

 

 

Has the plan satisfied the 401(k)  

nondiscrimination tests (ADP and ACP)? Every 

401(k) plan must satisfy yearly ADP/ACP 

nondiscrimination tests except for certain automatic 

enrollment and 401(k) safe harbor plans.  

Were all eligible employees identified and 

given the opportunity to make an elected 

deferral election? By supplying your plan advisor 

with information regarding all employees who receive 

a Form W-2, you may reduce the risk of omitting 

eligible employees. 

Have you been depositing employee elective 

deferrals in a timely manner? You should deposit 

deferrals as soon as they can be aggregated from the 

employer's assets. 

Do participant loans conform to the 

requirements of the plan document? Defaulted 

loans or loans in violation may be treated as taxable 

distributions to the participant. 

Were hardship distributions made properly? If 

a plan allows hardship distributions, the terms of the 

plan must be followed. 

If you would like additional information, please 

contact your Gettry Marcus Advisor or email us at 

info@gettrymarcus.com.  
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To learn more about Gettry Marcus visit www.gettrymarcus.com 

 The information contained in this communication is provided for informational purposes only, and should not be construed as legal or accounting advice on any subject 
matter. It is not intended or written to be used, and it cannot be used, for a particular matter. These articles are prepared to present matters of general interest relating to 
business valuation, forensic accounting and litigation support topics. They do not render an opinion by Gettry Marcus CPA, P.C. (Gettry Marcus), its partners, or employees 
on any technical matter; but rather are of an educational nature. Gettry Marcus disclaims all liability with respect to actions taken or not taken based on any or all of the 
contents of this communication. 
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