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Sample Documents

Caution & Use Restriction: These sample documents are for illustrative purposes. The documents are for a
hypothetical employer that has interpreted “gray” areas of law in a manner that fits its risk tolerance. These
sample documents may not be used “as is” for any purpose, but they may be used as a starting point to
develop tailored documents that take into account an employer’s particular plan design, administrative choices,
and risk tolerance. Any other use of these sample documents is strictly prohibited. Nothing contained in this
publication is to be considered as the rendering of legal advice for specific cases, and readers are responsible
for obtaining such advice from their own legal counsel. This publication and the sample documents herein are
intended for educational and informational purposes only.

Note: Because the 2007 proposed cafeteria plan regulations generally are not effective until final, the
sample documents behind this Tab 10 have not been modified as a result of the proposed regulations.
However, many provisions of the 2007 proposed regulations merely incorporate existing guidance and
are already reflected in these sample documents.

1. Sample Salary Reduction Plan (With Premium Payment, Health FSA, HSA, and
DCAP Components)

a. Guideto ABC, Inc. Salary Reduction Plan .. ... ... . . 21
b. Salary Reduction Plan Document . .. ..... ... .. . . 41
c. Election Form/Salary Reduction Agreement . . .. ... ... . .. i 91
d. Salary Reduction Plan Summary Plan Description . .. ......... ... ... . ... . ... . . . ... 93
e. Health FSA Reimbursement Request Form . ... ... ... . . . . 125
f. DCAP Reimbursement Request Form . ... ... .. . . 127
g. Change in Election Form/Salary Reduction Agreement .. ....... ... ... ... . ... ...... 141
h. Election Confirmation Memorandum . . .......... . . . . . . . 143
i. Board Resolution Adopting Plan . . ... ... . . . . 144

2. Sample Plan Amendment and Summary of Material Modifications Adding a Grace
Period as Permitted by IRS Notice 2005-42

a. Guide to Sample Plan Amendment and Summary of Material Modifications Adding a Grace

Period as Permitted by IRS Notice 2005-42 . . . . ... ... i 145
b. Sample Plan Amendment and Summary of Material Modifications Adding a Grace Period as
Permitted by IRS Notice 2005-42 . . . . . ... . e 147

3. Sample Memo to DCAP Participants Explaining Change in Categories of Eligible
Expenses Due to Final Regulations Under Code § 21

a. Guide to Sample Memo to DCAP Participants Explaining Change in Categories of Eligible
Expenses Due to Final Regulations Under Code §21 . .......... ... ... ... ... ... .... 171

b. Sample Memo to DCAP Participants Explaining Change in Categories of Eligible Expenses
Due to Final Regulations Under Code § 21 .. ... ... ... . e 172
4. Domestic Partner Benefit Coverage

a. Guide to XYZ Company Group Health Plan Summary of Tax Treatment of Health Coverage
Provided for Domestic Partners . . ... . i 271
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Cafeteria Plans

b. XYZ Company Group Health Plan Summary of Tax Treatment of Health Coverage Provided for
Domestic Partners . . . ... .. 272

c. XYZ Company Group Health Plan Certification of Dependent Domestic Partner Status . . . ... 275

5. Qualified Reservist Distributions

a. Guide to Amendment Allowing Qualified Reservist Distributions and Related Documents.. . . . . 277"
b. XYZ, Inc. Cafeteria Plan Amendment Allowing Qualified Reservist Distributions . . . ... ...... 279
c. XYZ, Inc. Cafeteria Plan Summary of Material Modifications Describing Amendment Allowing
Qualified Reservist Distributions . . .. ... . . 281
d. XYZ, Inc. Cafeteria Plan Qualified Reservist Distribution Election Form .. ................ 283
e. Sample Qualified Reservist Distribution Procedures for the XYZ, Inc. CafeteriaPlan ........ 285**

6. Qualified HSA Distributions
a. Guide to Amendment Allowing Qualified HSA Distributions From General-Purpose Health

FSA, Summary of Material Modifications, and Electon Form .......................... 291
b. XYZ, Inc. Cafeteria Plan Amendment Allowing Qualified HSA Distributions From General-

Purpose Health FSA . .. .. 292
c. XYZ, Inc. Cafeteria Plan Summary of Material Modifications Describing Amendment Allowing

Qualified HSA Distributions From General-Purpose Health FSA. . . ... ..... ... ....... ... 293
d. XYZ, Inc. Cafeteria Plan Qualified HSA Distribution Election Form .. .................... 295

7. Election Changes for Additional HIPAA Special Enroliment Events
a. Guide to Amendment Allowing Election Changes for Additional HIPAA Special Enroliment

Events and Summary of Material Modifications .. .......... ... .. ... ... ... .. ... 301
b. XYZ, Inc. Cafeteria Plan Amendment Allowing Election Changes for Additional HIPAA Special
Enroliment EVeNnts . . . ... 303
c. XYZ, Inc. Cafeteria Plan Summary of Material Modifications Describing Amendment Allowing
Election Changes for Additional HIPAA Special EnrollmentEvents . .................... 305
8. Filled-In Sample Form 5500
a. Guide to Filled-In Sample Form 5500. . . . .. ...t 311
b. Filled-In Sample FOrm 5500 . . . . . . ... 315
9. Sample Summary Annual Report
a. Guide to Summary Annual Report for ABC Company FlexPlan . . ...................... 331
b. Summary Annual Report for ABC Company FlexPlan . .. ........ ... ... ... .. ... .... 332
10. TPA Services Agreement
a. Guide to TPA Services Agreement . .. ... ... 361
b. TPA Services Agreement. . . ... ..o e 363

[Next Page Is Page 21.]

* Updated item for 3rd Qtr. 2009.
** New item for 3rd Qtr. 2009.
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