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monitoring the administrator

The following is an excerpt from Multiemployer Plans: A Guide for New Trustees, 
Third Edition, written by the late Joseph A. Brislin and published by the International 
Foundation. Brislin was a former president of the Foundation and retired as general 
counsel for 35 years with Timber Operators Council Inc.

Trustees have a fiduciary duty to monitor the performance 
of any individual or firm to whom they delegate responsibil-
ity. This duty includes monitoring the administrator. Trust-
ees should clearly communicate directions and expectations 
to the administrator. If trustees delegate the preparation of 
a notice to participants, the trustees should be precise on 
the schedule for completing and sending the notice, includ-
ing who will review the notice, who has authority to make 
changes and the deadlines for completion. Unless clear in-
structions and expectations are given, trustees cannot moni-
tor performance.

Trustees should have a formal written agreement with the 
plan administrator setting forth the duties the trustees are 
delegating, the services desired and expectations. One provi-
sion in an administrative contract might state the adminis-
trator is responsible for properly submitting all government 
filings within the filing deadlines. Under this provision, the 
administrator holds the trustees harmless for any and all 
fines and penalties because of nonfilings and any incomplete, 
improper or late filings. The plan attorney can assist trustees 
on the advisability of having an administrative contract and 
its content. 

Trustees should periodically audit the performance of the 
administrator—a process sometimes referred to as an opera-
tional audit. The following is a list of items that trustees may 
want to include in an administrative audit.

Forms and Procedures
 ❏ A review of all enrollment forms and procedures. Is 
the enrollment procedure working? Are new partici-
pants being properly enrolled? Do participants enroll 
new dependents (e.g., through birth or marriage) in a 
timely manner?

 ❏ A review of employer reporting forms and procedures. 
Are employers complying?

 ❏ A review of health and welfare claims forms and pension 
application procedures. Are the procedures working? 
Are benefits accessible to participants and their depen-
dents?

 ❏ Are all forms and procedures updated periodically to 
comply with changes in trustee policy and the law?

 ❏ Do local unions, company personnel managers or ser-
vice providers report any concerns regarding the en-
rollment or claims procedures?

Employer Contributions and Reports
 ❏ Are contributions and reports complete, timely and ac-
curate?

 ❏ Are contributions deposited properly?
 ❏ Are delinquency and collection procedures followed?
 ❏ What are the administrator’s internal audit and control 
procedures?

 ❏ Does the plan auditor have any concerns?

Communication With Participants  
and Service Providers

 ❏ Are all ERISA communication mandates being com-
plied with (e.g., SPD, SBC, summary annual report, 
benefit statements, claims denials, COBRA notices)?

 ❏ Does the administrative staff respond to written and 
verbal inquiries in a prompt, professional manner? 
Have participants, union locals, company personnel 
managers or providers expressed any discontent?

Participant Data
 ❏ How does the administrator maintain records? Are 
they stored on paper or electronically? Are they in-
house or contracted out?

 ❏ Does the administrator have and use up-to-date tech-
nology?
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 ❏ Is participant data complete and accurate? Is it made 
available to other plan advisors in a timely and profes-
sional manner?

 ❏ Is there a complete and up-to-date name-and-address 
file for sending legal notices to participants?

Eligibility and Benefit Determinations
 ❏ Are eligibility and benefit determinations accurate? Is 
the administrator consistently and accurately applying 
plan standards and rules?

 ❏ What checks and balances does the administrator use 
to ensure benefits are properly calculated and paid? Is 
there an internal audit control system?

 ❏ Is the written claims appeal procedure being followed, 
and are participants properly informed of their appeal 
rights? Are all appeals handled properly?

 ❏ Does the plan auditor, insurance consultant or actuary 
have any concerns?

Legal Compliance
 ❏ Is the administrator complying with all ERISA rules 
and regulations?

 ❏ Are all participant disclosure requirements under  
COBRA, ACA, etc., being met?

 ❏ What procedures does the administrator use to ensure 
security and confidentiality to comply with HIPAA 
and other laws?

 ❏ Are all required government reporting forms being 
filed in a complete, accurate and timely manner?

 ❏ Does the plan legal counsel have any concerns?

Communication With Trustees
 ❏ Is the administrator accessible to trustees to resolve 
administrative issues and answer questions?

 ❏ Are trustees informed of claims appeals?
 ❏ Are trustees kept up to date on employer contribu-
tions, delinquencies and collections?

 ❏ Does the administrator 
keep trustees advised of 
how new federal and 
state laws will affect ad-
ministration and what it 
will cost to comply with 
these laws?

 ❏ Are administrat ive  
reports to trustees 
timely and accurate? 
Do they contain the 
necessary informa-
tion for trustees to 
understand plan ad-
ministration?

 ❏ Are meeting administrative duties performed satisfac-
torily (e.g., notice, meeting place)?

 ❏ Are the minutes of meetings complete, accurate and 
submitted in a timely manner?

 ❏ Does the plan attorney have any concerns?

Payment of Trust Expenses
 ❏ Are all trust expenses paid according to trust proce-
dures? For example, are two signatures used as re-
quired by the trust agreement?

 ❏ Is there an internal audit and control procedure, and is 
it being followed?

 ❏ Does the administrative report advise trustees of each 
expense?

 ❏ Does the plan auditor or attorney have any concerns?

Trustee Protection
 ❏ Are all fidelity bonds in place with premiums paid?
 ❏ Is the fiduciary liability insurance policy adequate, and 
are all premiums paid?

 ❏ Does the plan attorney or insurance consultant have 
any concerns?
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