
The Ascensus Small Business IRA Plan setup site makes it easy for you to move an existing 
SEP or SIMPLE IRA plan to Ascensus. The information below will provide you with some basic 
guidance on how the process works. If you prefer to move the plans manually (on paper), please 
see the last page of this guide.

Transferring Your SEP and
SIMPLE IRA Plans

SEP plans
SEP plans do not have any IRS restrictions on when you can change 
the plan document. This enables Ascensus to amend and restate the 
document when it moves to us. The amendment and restatement 
process will move the plan onto the Ascensus prototype document.

TRUST SERVICES

1. Determine if the plan is eligible to be moved.
SIMPLE IRA plans
SIMPLE IRA plans must be operated for an entire calendar year with 
no changes to the plan’s features. For this reason, only plans that 
have been established on the IRS model 5304-SIMPLE document 
can be moved to Ascensus before January 1.

The IRS model 5304-SIMPLE document places no restrictions on 
where contributions can be sent. Employees are eligible to open IRAs, 
and the employer is able to submit contributions to Ascensus on their 
behalf. Plans set up on this document can use our transfer process to 
move over to us at any time.

The IRS model 5305-SIMPLE and non-Ascensus prototype documents 
place restrictions on where contributions can be sent. Plans that 
were created using either of these documents must go through our 
amendment and restatement process. The effective date of the new 
plan has to be January 1, and the employees must be notified of the 
change to the existing plan at least 60 days before.

2. Log in to our Small Business IRA Plan setup portal.
Using your Ascensus financial professional credentials, log in to our 
plan setup site. 

If you haven’t already established your financial professional 
credentials, you will need to do so here.
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3. Begin plan setup.
To begin the process of moving a plan to Ascensus, you will need to 
click Start New Plan.

4. Answer the eligibility questions.
The application will ask you a series of questions to help you determine 
if you should be transferring the plan to Ascensus or amending and 
restating to our document.

Only SIMPLE IRA plans on the IRS model 5304-SIMPLE document are 
eligible for transfer. SEP plans need to be amended and restated.

5. Complete the application process.
The plan setup site will walk you through the process of completing all 
of the setup requirements.

The process is similar for either transferring or amending and restating 
a plan. The only difference is plan transfers do not require you to 
complete the plan adoption agreement because the plan will remain on 
its existing plan document.

If you are amending and restating a SIMPLE IRA plan, you will only be 
allowed to enter a new plan effective date of January 1.

6. Check for errors.
The Check For Errors button will verify that you have entered all of 
the required information on the application. This step is required if 
you are going to have the employer sign the document electronically. 
We recommend you run the error check even if you are going to print 
and present to the employer for a physical signature. It will help you 
validate all of the required information has been entered.

The error check will identify any discrepancies in the application. You will not be able to submit for electronic 
signature until you correct the errors; however, you have the ability to print the Plan Establishment Kit prior to 
resolving all the errors.

7. Submit documents for signature.
You have two options for obtaining signatures from the employer.

1. You can email the employer a link to have the application signed 
electronically (preferred).

2. You can print the entire Plan Establishment Kit and have the 
employer physically sign it.

If you email the link to the employer for their electronic signature, 
you must create and enter a password that you will share with the 
employer. The employer will need the password to access the  
electronic signature site.
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8. Enroll employees online.
Employers who sign their application electronically can also enroll 
their participants electronically. After the employer application 
is electronically signed, the employer will receive an email with 
instructions on how to enroll employees. As the financial advisor, you 
will also be copied on the email.

The email will instruct the employer to provide their employees with 
some plan-specific information, as well as a link to the employee 
application website. Please note, the link is unique to that employer. 
The email can be reused as new employees become eligible for the plan. Employees are unable to save partial 
information during their enrollment process (which should take less than five minutes). An employee who needs to 
restart the process can reuse the link as many times as necessary.

MANUAL PLAN SETUP
Although we recommend using the application portal for completing all of your plan applications, we understand 
there may be situations when a paper-based process is preferred. All of our blank plan and employee kits are 
available on the plan setup site. The Plan Establishment Kits contain all of the information the employer needs to 
establish the plan and the employees need to enroll. You can download the Plan Establishment Kits and complete 
them as fillable PDFs (or print and complete with a pen).

Deciding which kit to use depends on whether you are transferring an existing plan or amending and restating a 
plan.

SIMPLE IRA TRANSFER KITS
The only plans that are eligible for transfer are plans that are set up on the IRS model 5304-SIMPLE. Use our 
SIMPLE IRA Plan Transfer Kit to move these plans to Ascensus. Employees should open their IRA with our SIMPLE 
IRA Employee Transfer Kit.

SIMPLE IRA PROTOTYPE KITS
Existing SIMPLE IRA plans that are not set up on the IRS model 5304-SIMPLE should use our SIMPLE IRA 
Employer Kit. The effective date of the plan must be January 1 and the employees must receive notice of the plan 
amendment and restatement at least 60 days before. Employees should establish their IRA with our SIMPLE IRA 
Employee Kit.

SEP PROTOTYPE KITS
All existing SEP plans, regardless of the plan document used, should use our SEP Plan Employer Kit. Employees 
should establish their IRA with our SEP IRA Employee Kit.
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