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Major Areas of Concern 
 

� Please do not sign any forms or documents unless 
requested by FFA. All paperwork received from a 
vendor, agent or employee should be forwarded to 
FFA.  When compliance review is completed, we 
(FFA) will sign on behalf of the Employer. 

 
� Do not make payroll changes prior to receiving the 

transmittal approval from your Retirement Specialist. 
To guarantee compliance, all paperwork must be 
processed by FFA before the Payroll Department 
makes any 403(b) changes to payroll. Our transmittal 
(an excel spreadsheet) is our approval to you that we 
have ensured compliance and that you may now apply 
those changes to payroll.  

� Do not send contributions for employees who are not 
listed on the transmittal as they will be returned. 

 
� Do not release information to annuity agents. Due to 

HIPAA requirements, employee authorization must be 
obtained in order to release information. 

 

Employer Responsibilities 

IRS REQUIREMENTS: 

Annual Notification: 
 

� IRS requires ANNUAL NOTIFICATION to ALL 
employees. Therefore, please distribute the 
“Employee Retirement Newsletter” to all employees.  
Make sure this is available to employees via your 
website, employee handbook, bulletin boards, bus 
barn, posted in the building etc.  

� Do include your substitute teachers and ALL non-TRS 
eligible employees in the distribution of the employee 
newsletter. 

Universal Availability: 

All employees must be offered the opportunity to contribute to a 
403(b) plan; however, certain employees may be excluded from 
the plan: 
 
� Employees who will contribute $200.00 annually or less. 

� Non-resident aliens 

� Employees who normally work less than 20 hours per 
week (under 1,000 hours annually). We do recommend 
that you make part-time employees aware of the 403(b) 
program. 

� Students performing services described in section 
3121(b)(10). (This information may be found in the 
Internal Revenue Bulletin:  2005-2, available online). 

We recommend you allow ALL employees to participate in 
a 403(b) annuity to avoid the tracking of hours, as required 
by the IRS, as well as any possible violation of the 
universal availability requirement. 
 

 
Agent Solicitation 

 
� If you continue to have an agent who is not 

abiding by the rules of solicitation established 
for your district, you can either ban the agent 
from writing new business or remove the 
Investment Carrier as an approved vendor in 
your plan. Please notify FFA should you have 
any issues.  
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 Agent Solicitation Continued: 

� BE AWARE: Texas law states: if you allow one agent 
 to solicit, you must allow everyone. The solicitation 
 rules state “No on-campus solicitation.” Please notify 
 us of any unauthorized Sales Agent in your district.  

 
 

403(b) Form Requests 
 

� Only the FFA Salary Reduction Agreement (SRA) 
 form will be accepted.  

� The SRA, as well as additional information, can be 
 obtained from our website at: www.ffga.com.  

 

REMINDERS 

 
School Administration Changes: 

 
� Please notify us of any personnel or office changes 

(i.e. Payroll / Business Manager, contact, address, 
phone and fax numbers, etc).  

 
Timing of Distributions: 
 
� Distributions are processed in the order received. 

  You will be notified for additional information when a 
  distribution is received (Status of the employee, date of 
  birth, or vendors the employee has contributed to) 

� The participant must contact the vendor for the proper 
forms needed. 

� If any paperwork is submitted directly to the school, 
please forward to FFA for review and approval. 

� Please keep in mind that the timing of distributions will 
be expedited as soon as the information we need from 
you is received. 

� Paperwork received in good order can normally be 
processed within 2-7 business days. MOST paperwork 
is not in good order when received. 

  

Paperwork not in good order could take up to: 

� Distributions: 2-4 business days 

� Loans: Because we need letters from the vendors, 
loans could take up to 3 weeks to process. 

� Exchanges: 5-7 business days. 

� Transfers: 5-7 business days 

These timeframes are an estimate, as we rely on others to 
forward requested information in a timely manner. 

 

Other Reminders 
 

� 403(b) contributions received without the proper 
paperwork will be returned to the Payroll Department. 

� Advise your Retirement Service Specialist when an 
employee terminates or is on a leave of absence. 

� Direct all inquiries from sales agents and employees 
regarding 403(b) accounts to your First Financial 
Retirement Specialist.  

� We have an additional toll free fax line specifically for 
distributions, loans, transfers/rollovers, exchanges and 
hardships. You can now fax to (866) 265-4594. 

� All faxes are logged into our system on a daily basis at 
10:00 a.m. and 3:00 p.m. 

� Need your vendor list?  Go to: 
http://www.ffga.com/403b/Providers.aspx 

 

Plan Document 

Make sure you have signed and returned a copy of your 
plan document to FFA by 12/31/09. We are still amending 
some plans, so you should receive these shortly. 

 
 

 

 


