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Welcome to BPA-Harbridge! 
Your Conversion Specialist is committed to facilitating a smooth conversion onto 
the BPA Platform. 

o facilitate a smooth transition onto the BPA platform, your plan will be assigned to one of 
our Conversion Specialists who will be responsible for assuring that the conversion takes 
place as efficiently as possible.  Your plan will also be assigned to one of BPA’s Plan 
Consultants who will be your permanent contact at BPA.  Your Consultant, along with 

your Sales Representative, will review your plan to advise you of design changes that may enhance 
your retirement program. 

 

Once your plan has been assigned to a Conversion 
Specialist, you will be provided with a timeline advising 
you of the approximate timing of each of the steps of 
the process.  BPA will need various documents, as well 
as an electronic conversion file to set up your plan on 
the BPA platform.  For detail of the information 
required, please refer to Section 4 of this Guide. 

T 
CONVERSION SPECIALISTS 

 Vicky Freeman,  ext. 6949    vfreeman@bpah.com  

 Stacey Lagares, ext 6943    slagares@bpah.com  

 Susan Zeigler, ext 6946      szeigler@bpah.com 

 Audrey Kane, ext 6904      akane@bpah.com  

 Sherry Zastawny, ext 6954 szastawny@bpah.com 
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The Conversion Process 
The following provides a brief description of the steps involved in a typical conversion.  
The timeline provided by your Conversion Specialist will give you the approximate 
completion date of each step.  Providing accurate and complete information to BPA is 
key to a successful and timely conversion. 

• Plan Highlights.  Your Sales Representative, along with your Consultant, 
will prepare a summary of Plan Highlights that will provide participants with 
an overview of the plan provisions.  This will be part of the packet provided 
at the employees’ enrollment meeting.  You will be asked to review and 
approve the brochure prior to its distribution. 

• Service Agreements.  BPA will prepare a Service Agreement and 
Custodial/Directed Trustee Agreement, which will outline our services and 
the associated fees.  You will be asked to review and sign the agreements 
and return to BPA..  We must have your signed Agreement prior to 
accepting any contribution dollars for your plan.  

• Plan Document.  Your Sales Representative and Consultant will review 
your plan document and advise you regarding changes required or 
recommended.  If BPA has been retained as your document provider, your 
document will be restated and forwarded to you for review and signature(s). 

• Mapping vs. New Allocations.  A decision regarding the method of 
investing the conversion account balances and future contributions must be 
made (mapping vs. new elections).  See Section 2. 

• Periodic Census Instructions.  You will be provided with the instructions 
for transmitting periodic payroll data to BPA.  See Section 3.   

• Notification to prior service provider.  BPA will provide a sample of the 
appropriate notification to be provided to the prior recordkeeper and/or 
financial institution holding the plan assets.  A signature guarantee may be 
required.  BPA should be provided with a copy of all correspondence.  
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• Conference calls.  BPA will schedule conference calls as required (prior 
recordkeeper, administrator, financial institution, employer, etc) to facilitate 
the conversion of your plan. 

• Set up.  Once the required data is received (see Section 4), your plan will 
be set up on the BPA Platform.  Your Conversion Specialist will oversee 
the set up which will also be reviewed by your Consultant. 

• Enrollment Meetings.  Your Sales Representative and/or Investment 
Advisor will coordinate the scheduling of employee meetings and the 
preparation of the required materials. 

• Blackout Notice.  A notice must be provided to all interested parties no 
more than 60 days before and no less than 30 days prior to a “blackout 
period”.  A “blackout period” is defined to be any period of more than 
three (3) consecutive business days during which the ability of participants 
or beneficiaries to direct or diversify assets in their accounts or to obtain a 
loan or distribution is temporarily suspended, limited, or restricted.  (see 
below) 

• Contributions Trade.  Once your periodic payroll transmission (census) 
has been tested and verified, and your signed Service Agreement has been 
returned, contributions can be traded.  BPA should have been provided 
with enough information to determine eligibility prior to contributions 
trading.  If sufficient information has not yet been provided, BPA will 
unable to reject contributions for those that may not yet be eligible to 
participate.   

• Asset Transfer.  Conversion dollars/shares are received by BPA.  The 
funds are typically initially invested on a “John Doe” pooled or mapped 
basis until a reconciliation of the individual participant account balances is 
finalized. 

• Final Valuation from prior recordkeeper.  The prior recordkeeper 
prepares their final valuation and participant statements and forwards an 
electronic file containing the balance information for each participant, by 
source and fund, at the time of asset transfer.    

• Blackout Period.  There should be no plan activity between the time of 
the final valuation prepared by the prior recordkeeper and the time BPA 
allocates the funds received to the individual participant accounts.  The 
Black Out Period can be minimized if the old recordkeeper provides a 
sample conversion file 2-3 weeks prior to the actual conversion date. 
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• Reconciliation of Conversion Dollars.  BPA performs an interim 
valuation reconciling the dollars/shares received for the plan to the 
account balance information received.  Any differences should represent 
interim earnings and will be allocated to the participant accounts. 

• Large numbers of Participant Loans can significantly increase the 
conversion time.  Because of software differences, the new amortization 
schedules generated at BPA may be slightly different than the prior 
administrator’s and may result in more or less interest (or one more or one less 
payment) due than was previously expected.  In no instance will the 
repayment of a non-residential loan extend beyond five (5) years. 

• Conversion Dollars are invested into participant accounts according 
to new elections or map (see Section 2). 

• PIN numbers are issued to the participants and sponsor.  Personal 
Identification Numbers (PINs) are issued to participants and the plan 
sponsor for access to the BPAWeb and BPAline.   

• Statements.  The first participant statements are typically issued from the 
date of the prior recordkeeper’s final statement to the end of the quarter 
during which the conversion occurred. 
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Conversion Methods 
 
 

Conversion dollars invested according to new employee elections 
 

 Prior funds are liquidated and proceeds are sent to BPA. 
 
 Proceeds are temporarily invested on a “pooled” basis in either a money market 

fund or a selected portfolio. 
 
 BPA is sent an electronic file with a breakdown of balances by participant (by 

source of money). 
 
 Individual participant balances are uploaded onto BPA’s database, into one conversion 

fund, by source. 

 Each participant must make a new election with regard to the investment of his or 
her future contributions (which will also apply to their conversion account 
balance).   

 
 Each participant’s conversion account, adjusted for interim earnings (everyone will 

receive the same percentage on their total account balance), is invested according 
to their new contribution allocation percentages.  If a participant has not made a 
new election, their balance will be invested into a default fund/portfolio. 

 
 
Mapping prior investments/allocations 
 
 Prior funds are liquidated and proceeds are sent to BPA along with a breakdown 

of the amount liquidated from each fund.  Shares may be transferred in kind if the 
same investment (including share class) is an approved investment of the ongoing 
plan. 

 
 Funds received by BPA are invested according to a “map”.  The “map” indicates 

the originating fund and the fund that it will be replaced by.  Dollars received 
from the originating fund will be invested into the replacement fund. 

 

 

2 
Option 1 
 New elections 

Option 2 
Mapping 
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 BPA is sent an electronic file with a breakdown of balances by participant (by fund 
and money source). 

 
 Individual participant balances are uploaded into the BPA database, by fund and 

money source. 

 Fund earnings attributable to the conversion period are allocated to the participants’ 
accounts based on the actual earnings of each individual fund and the participant’s 
account balance in that fund.   

 Future contributions (mapping):   If an electronic file containing the 
participant’s previous contribution allocation percentages, by fund, is provided to 
BPA, new elections will not be required.  The prior allocation percentages will be 
uploaded into the BPA database according to the “map”.  Once the conversion is 
complete, the participants may use BPAWeb or the BPAline to realign their 
account balances and/or change the direction of their future contributions. 
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Transmission of Payroll Data 
Periodic payroll data must be provided to BPA electronically using its web based 
census data capture application, CensusPRO ™ . 
    
CensusPRO™ provides manual data entry and file import capabilities.  File types that 
can be imported include: 

 ASCII file, in specified BPA layout       

 Comma delimited file (.csv) in virtually any layout, where certain required fields 
are included.  The .csv file columns are mapped to the required CensusPRO™ 
fields 

It is recommended that BPA be provided with at least one test file prior to the first 
actual census transmission. 

BPA processes contribution data in edit mode to check for data integrity (i.e. ensure 
that ineligible employees do not receive employer contributions and loan payments are 
not included for discharged loans).  Once the data is validated, a Verification Form 
associated with the data will be faxed to the Employer to verify that the contribution 
amounts transmitted are correct and that the contribution totals required will be made 
available.  The Employer should review the fax, sign if the numbers are accurate and 
the funds are available, and return to BPA by fax. 

Contribution Payments 

Contribution payment options are: 

 Wire 

 ACH 
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ABA#:  0213-0538-6 
Short Title:   COMMUNITY BK SYR 
Address:   DE WITT, NEW YORK   13214 
Special Instructions:  ATTN: TRUST DEPT, UTICA  
Account #  0012 136 156  
Account Name:  Clients of Benefit Plans Administrators  
FBO: BPA Plan Nbr, Name of Plan 
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Why certain data is required with every census transmission 
In order to accurately determine eligibility, vesting, and to perform various compliance tests, 
certain data is required with every census transmission.    

Having the data available to us during the plan year allows us to provide you with quarterly 
nondiscrimination tests, alert you to who will be becoming eligible each quarter, customize the 
website and VRU so that certain features are available to participants only when they meet the 
criteria, and to update the participant’s vested percentage as soon as they have worked the 
required hours, if applicable. 

In addition to Name, Social Security number and contribution amounts we require the 
following data: 

The employee’s date of birth is necessary for many reasons such as: 

• Determining eligibility for plan participation.  Many plans require the 
employee to reach a particular age in order to be eligible for certain 
contributions.  Even if the plan does not have an age requirement, some 
compliance tests allow for different treatment for those under the age of 21. 

• Determining the date the participant will be required to start taking 
distributions from the plan.  Some participants are required to start taking 
distributions upon attainment of age 70 ½ even if still working. 

• Determining the date the participant reaches the plan’s retirement age.  
Full vesting is required once the participant has reached the plan’s 
retirement age.  The participant may be eligible for certain withdrawals 
upon reaching retirement age. 

 

The employee’s date of hire is necessary for many reasons such as: 

• Determining eligibility for plan participation.  Many plans maintain a 
service requirement for certain contributions.  Even if the plan does not 
have a service requirement, some compliance tests allow for different 
treatment for those who have not completed a year of service. 

• Determining the date the participant reaches the plan’s retirement age.  
Many plans have a service requirement associated with the plan’s retirement 
age. 

• Determining the participant’s vested percentage which is usually 
associated with years of service. 

Date of Birth 

Date of Hire 
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The employee’s date of termination is necessary for many reasons such as: 

• Certain plan features, such as loan issuance, are only available if a 
participant is still employed.   

• A participant will not be allowed to request a termination withdrawal 
unless we have been supplied with a date of termination.  Supplying the 
date of termination with the census data allows for automation of the 
process. 

  

BPA requires that the employee’s calendar year to date hours be reported with every census.  
This information is necessary for the following: 

• Determining eligibility for plan participation.  Many plans maintain a 
service requirement for certain contributions.  An employee may be 
required to work a certain minimum number of hours to be given credit for 
a year of service. 

• Determining a participant’s vested percentage, which is usually associated 
with years of service and possibly a required number of hours.    

 

The employee’s calendar year to date salary must be reported with every census transmission.  
Among the reasons this information is required are: 

• Periodic Nondiscrimination Testing:  Salary is necessary to calculate 
deferral percentages.  

• Other compliance issues:  Contributions should not exceed a certain 
percentage of compensation.  We have the ability to test with every 
contribution processed. 

• Calculation of discretionary or required employer contributions. 

 

BPA requires that hours and salary be provided on a “Year to Date” basis.  Periodic hours 
and salary are not accepted on a census transmission.  Based upon past experience we find 
that the accumulation of periodic payroll leaves a lot of room for error.  Occasionally 
payroll companies make retroactive adjustments, or checks are voided and that sort of 
information doesn’t always make it to the plan administrator. 

Date of 
Termination 

Year to Date 
Hours 

Year to Date 
Salary 
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Administrative Forms / Letters 
The following forms and will be utilized during the conversion 
process 

 Employer/Plan Profile 

 Plan Document Request 

 Electronic Conversion Data Request 

 Approval of Conversion Method 

 Blackout Notice 

 Fax Verification (payroll and contribution data) 

 Contribution Transmittal Form 

 Prior administrator notification 

 Asset transfer letter 

 Share transfer letter 

4 
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 FAX TRANSMISSION 
BPA-HARBRIDGE 

6 Rhoads Drive – Suite 7 
Utica, New York 13502-6374 

(315) 292-6900 
Fax: (315) 735-0418 

 
To:        Employer Date:   
From:    BPA Representative Fax #:   
Period:  WEEK 24  P/D-6/14/02 Pages: 1, including this cover sheet 
Plan Name:   
                       

 

 
CONFIDENTIALITY NOTICE:   This Facsimile Transmission, and/or documents accompanying it, may contain Confidential Information 
belonging to the Sender.  THE INFORMATION IS INTENDED ONLY FOR THE USE OF THE INDIVIDUAL OR ENTITY NAMED ABOVE.  
If you are not the intended recipient, you are hereby notified that any disclosure, copying, distribution, or the taking of any action in reliance on the 
contents of this information is strictly prohibited.  If you have received this transmission in error, please immediately notify us by telephone to 
arrange for return of the documents. 
 
Please verify all current period information below by signing at the bottom of this form and return it to us via Fax 
Transmission as soon as possible.  The trades required with the current period contributions cannot be completed 
until this information is verified. 
 
If any discrepancies are noted, contact your payroll service to determine any corrections that are required.  Fax the 
corrections to our office, identifying each Employee’s individual Pre-tax, Post-tax, Match and Loan amounts.  If you 
prefer to have your payroll service send the corrected data, please advise our office.  A corrected Verification Fax 
will then be sent to you. 
 

Current Period 
Pre-Tax $77,697.22
Post-Tax $722.52
Match $25,223.46
Loans $14,518.72
Rollover

Totals $118,161.92  
 

 
 
 
 
 
 
CLIENT VERIFICATION AND AUTHORIZATION: 
I have reviewed the Current Period information listed above and verify that all figures contained in this facsimile are 
correct.  I certify that the funds necessary to cover the trade have been wired/deposited to CBSI.  I authorize 
Benefit Plans Administrators to make the necessary trades on behalf of our Plan.  I understand that faxes received by 
BPA after 3:30 p.m. will be handled as a next day trade.  
 
            
      Plan Representative 
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SAMPLE NOTIFICATION TO PRIOR 
RECORDKEEPER 

Date: 
 
Name  
Address  
Address line 2 
 
 
RE:  Plan Name   

Account #: 
 
Dear _____________________: 
 
We are transferring our retirement plan services effective ____________Thank you very much for your 
services and your assistance with our transition.   We would like your firm to complete our participant 
statements and our plan administration through the time plan assets are transferred over to our new 
provider.   BPA-Harbridge (BPA-H) is the new record keeper for our plan, and Community Bank NA will 
become the Successor Custodian of Plan Assets. .    
 
Please provide BPA-H with an electronic file providing detailed participant account and fund information, 
per the attached specifications, reflecting the liquidation/transfer balances, as well as any other records that 
may be requested and related to our account.  
 
The data file should be e-mailed to Vicky A. Freeman at BPA; vfreeman@bpah.com.   Please e-mail a 
test file to Vicky as soon as possible and the final data files within 36 hours of the transfer.     
 
Hardcopy reports of the transfer balances should be forwarded to:    

 
Vicky A. Freeman 
BPA-Harbridge 
6 Rhoads Drive  
Suite 7 
Utica, NY 13502-6374     

 
Please ensure that all transaction processing such as contributions, distributions, transfers, loans, etc. 
are completed prior to the valuation and included in the final reports. 
 
Please confirm receipt of this letter and advise us as to when the final valuation reports will be 
delivered to BPA.   If you need additional information please contact Vicky Freeman at (315) 292-
6949. 
 
Thank you in advance for your immediate attention and cooperation in this matter. 
 
Sincerely, 
Plan Sponsor  
cc: BPA-Harbridge,  
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SAMPLE ASSET XFER LETTER 
 
 
Date: 
 
Name  
Address Line 1  
Address line 2 
 
RE:  Plan Name   

Account #: 
 
 
To whom it may concern: 
 
This letter is to advise you that it has been decided to change the investment platform of our plan.  
Therefore, as Trustee(s) of the Plan, I(we) am(are) exercising my(our) right to request that all assets 
held in this plan be liquidated and  then transferred to Community Bank, N.A. (CBNA) on 
__________. This is a Plan to Plan Transfer. 

 
Please wire transfer the funds to Community Bank, N.A. immediately as follows: 
 
   ABA#:   0213-0538-6 
   Short Title:   COMMUNITY BK SYR 
   Address:   DE WITT, NEW YORK   13214 
   Special Instructions:  ATTN: TRUST DEPT, UTICA  
   Account #  0012 136 156  
                                          Account Name:  Clients of Benefit Plans Administrators  
   FBO:                           Plan Name  
 
Please be advised that Benefit Plans Administrators (BPA), 6 Rhoads Drive, Suite 7 Utica, NY  
13502-6374 will be the new Administrator of the plan effective__________. Please provide BPA with 
a final valuation as well as any other records that may be requested related to our account.  If there are 
any questions related to this request please contact Vicky A Freeman at 315-292-6949. 
 
Thank you in advance for your immediate attention and cooperation in this matter. 
 
Sincerely, 
 
 
Trustee 
 
 
cc: Benefit Plans Administrators 
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SAMPLE SHARE XFER LETTER 
 

 
 
 
 
 
 
Date  
 
 
 
ADDRESS 
 
RE:  <<Plan Name>> 
 
 
Dear ________: 
 
As Trustee of the above referenced Plan, I am exercising my right to request that shares held in 
following funds for this plan be transferred to Community Bank, N.A. as Custodian   FBO 
________________( Fund Family Account Numbers )  
 

 Fund Name       
  List of funds to be transferred  
    
 
 
 
If there are any questions related to this request please contact me or Mrs.Vicky Freeman, at the 
offices of the Plan Administrator at (315)-292-6949.  Also, please contact Mrs. Freeman on the 
day the transfers are completed and provide the number of shares and dollars transferred into 
each fund. 
 
Sincerely, 
 
 
 
 
Trustee 
 
cc:  BPA-Harbridge 
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   Sponsor Web and VRU 
 

 

 Sponsor Web Guide  * 

 VRU Brochure  * 

 Sample PIN Letter 

 

 

 

 

 

 

 

 

 

 

* Please visit  the “Try Us” Tab at www.bpah.com for the most recent version of these 
documents which are continually updated to reflect system enhancements. 
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