
Lawrence R. Beebe 
Editor and Contributor

Trustee 
Handbook
A Guide to Labor-Management  

Employee Benefit Plans

Eighth Edition



The opinions expressed in this book are those of the authors.  
The International Foundation of Employee Benefit Plans disclaims responsibility  
for views expressed and statements made in books published by the Foundation.

Edited by Lawrence R. Beebe

Copies of this book may be obtained from:
Publications Department 
International Foundation of Employee Benefit Plans 
18700 W. Bluemound Road 
Brookfield, WI 53045

Payment must accompany order.

Call (888) 334-3327, option 4, for price information or see www.ifebp.org/bookstore.
Published in 2017 by the International Foundation of Employee Benefit Plans, Inc. 

©2017 International Foundation of Employee Benefit Plans, Inc. 
All rights reserved. 
Library of Congress Control Number: 2017934038 
ISBN 978-0-89154-766-1 
Printed in the United States of America 1M/817



Plan Policies and Documentation Requirements Trustee Handbook, 8th Edition | 297 
 

organization. The act also imposes criminal penalties for 
intentionally destroying, concealing, falsifying or altering 
documents related to a federal investigation. As a result of 
the enactment of Sarbanes-Oxley, all organizations should 
have a whistle-blower policy and records retention policy. 

What Are Recommendations  
for a Whistle-Blower Policy?
The policy should contain provisions regarding:

• Policy objectives. Detail how the policy operates 
and the actions the organization will take to main-
tain confidentiality and prevent retaliation.

• Reporting responsibility. Trustees and employees 
should be required to report (1) questionable or im-
proper accounting matters, (2) illegal practices and 
(3) any violations of the plan’s conflict-of-interest 
policy.

• Authority. Detail who in the organization is respon-
sible for implementing provisions of the whistle-
blower policy when a matter is brought to his or her 
attention.

• Reporting concerns. Specify the actions that a person 
should take in filing a complaint as well as the actions 
required of those persons who receive the complaint.

• Confidentiality. To the extent possible, an assurance 
of confidentiality should be included for the person 
filing the complaint.

What Needs to Be Addressed in a Records 
Retention and Destruction Policy?
A written records retention and destruction policy (1) ensures 
that plan documents are maintained and disposed of in a 
logical, rational and orderly manner; (2) limits the chance 
plan documents are accidentally destroyed; and (3) can help 
if a plan is faced with a federal investigation. To achieve 
these goals, a records retention and destruction policy nor-
mally contains:

• A statement detailing the purpose of the policy
• A statement as to what records are covered by the 

policy. Covered records normally include personnel 
records, accounting records, information necessary 
for government filings, legal documents, minutes, 
policies, resolutions, plan documents, e-mails and 
electronic records.

• A schedule showing how long each record will be kept 
• Indication of how and when documents should be 

destroyed 

• Details on backup procedures, archiving require-
ments and checkups on the reliability of the system 

• Procedures requiring that document destruction cease 
if a federal investigation takes place.

A good records retention and destruction policy incor-
porates legal and regulatory requirements. For a health and 
welfare plan that files Form 990, one of the questions on 
the form is whether the plan has a written records reten-
tion and destruction policy. ERISA has some very specific 
records retention requirements for all benefit plans:

• Any organization that files a Form 5500 “. . . must 
maintain sufficient records to verify, explain or clari-
fy the basic information and data in the report for a 
period of not less than six years.” 

• Plans must maintain sufficient records to determine 
the benefits due participants and participant benefi-
ciaries. Service and compensation records must be 
kept back to a participant’s date of hire. 

Most plans now use electronic media for recordkeep-
ing. ERISA has some additional standards for these record-
keeping systems.

• The system must have reasonable controls to ensure 
the integrity, accuracy, authenticity and reliability of 
the records kept in electronic form.

• The records must be maintained in reasonable order, 
in a safe and accessible place, and in a manner that 
may be readily inspected or examined.

• The records must be readily convertible into legible 
and readable paper copy. 

• The system should not be subject to any agreement 
or restriction that would compromise or limit the 
plan’s ability to comply with any ERISA reporting or 
disclosure requirement.

• Adequate records management practices must be 
established and implemented. These practices 
should be formalized and incorporated into re-
cords retention procedures and include specific 
procedures for:

 – Labeling electronically maintained or retained re-
cords 

 – Providing a secure storage environment 
 – Creating backup electronic copies 
 – Selecting an off-site storage location 
 – Quality assurance evidenced by regular evaluation 
of the system including periodic checks of elec-
tronically maintained or retained records 

 – Retaining paper copies of records that cannot be 
clearly, accurately or completely transferred to an 
electronic recordkeeping system.


