Instructions for Completing Plan-Level Data Elements Worksheet

[bookmark: _GoBack]1) Plan ID – Contributors should designate a unique 3-digit Plan ID for each plan being submitted. Please maintain internal documentation of the name of the plan that corresponds to each Plan ID.
2) Plan Type – Please indicate using the drop-down list whether the plan is a single-employer, multiemployer, or multiple employer plan.
3) NAICS Code – Please enter the six-digit NAICS code for the plan sponsor.  This can be found on Line 2d of the Form 5500 filing for the plan. A listing of acceptable NAICS codes has been included with the data request package. The purpose of collecting this information is to facilitate the analysis of mortality experience by industry.
4) Collar Type – If at least 70 percent of the plan’s participants are either hourly or union, please indicate that the plan is “Blue Collar”.  If at least 70 percent of the plan’s participants are salaried and non-union, please indicate that the plan is “White Collar”.  If neither of these conditions are met, please indicate that the plan is “Mixed Collar”.
The SOA recognizes that some groups of unionized or hourly-paid workers are engaged in work which would not ordinarily be characterized as a blue collar activity.   If you believe that the plan meets the technical definition of blue collar but may not, in fact, be best classified as such, please indicate this with “Other” and provide a comment
5) Number of Records Submitted – Please provide the total number of records submitted for the study between all data files provided. If Layout 1 (see Item #10 below) is chosen, this will simply be the total participant count in the file provided.  If Layout 2 (see Item #10 below) is chosen, this should be the total record count for all files submitted.  This will be more than the total participant count because participants who appear in more than one file will (and should, for this purpose) be counted multiple times.
6) Definition of Disability – Choose the definition that best matches the plan’s disability criteria from the following options:
(A) Social Security: Eligibility for this type of retirement benefit generally requires that the plan participant be approved by Social Security to receive Social Security Disability Insurance benefits.
(B) Own Occupation: Eligibility for this type of retirement benefit generally requires that the plan participant be unable to perform the majority of the occupational duties for which he or she has been trained.
(C) Any Occupation: Eligibility for this type of retirement benefit generally requires that the plan participant be unable to perform the duties of any occupation.
(D) Split Definition*: Eligibility for this type of retirement benefit generally requires that the plan participant be unable to perform, for some limited period of time, the majority of the occupational duties for which he or she has been trained.  After the limited “own occupation” period, the disabled participant will typically need to demonstrate that he or she is unable to perform “any occupation” to continue receiving plan disability benefits.
(E) No Disability Provision in Plan: The plan does not have provisions for disability retirement.
(F) Other (please explain): Choose this option if none of the above options reflect the plan’s definition of disability, and provide an explanation in the yellow box.
* Also known as “Own Occupation with Limited Period”
7) Reclassification of Disabled Participants – Some plans do not distinguish between disabled and non-disabled participants above a certain age threshold (e.g. normal retirement age, benefit commencement). The concern with this is that if a participant reaches this age threshold prior to the study period, the data processor will not be able to tell whether a participant coded as a healthy retiree was actually a disabled retiree upon commencement of payments. This may create issues with aggregating the plan’s retiree data with other plans that do not share this feature.
Please indicate whether the plan reclassifies disabled participants in this manner, including the age or other triggering event at which this takes place.  If the answer is “Yes”, please provide a supplement with a listing of Participant IDs that were disabled at the time retirement payments commenced, if this is available.
8) Collar Type By Participant – If the Collar Type is available on a by-participant basis, please indicate “Yes” and provide this information in the appropriate field when submitting individual participant data.  If this information is not available on the participant level, please indicate “No”.
9) Contingent Survivors after Original Participant’s Death – Different pension data systems can have different methods of tracking contingent survivor information after the death of the original participant.  Please indicate in the “Comments” box in this line which of the following methods is used so that the data provided can be interpreted properly.
(A) – In the event that the original participant dies and his/her spouse is now receiving pension payments, the original participant’s record still persists in the data with a status of “CONTSURVIVOR” (or “CONTSURVDEF”, if pension payments have not yet commenced).  The deceased original participant’s information is still stored in the fields designated for the original participant, and information for the contingent survivor is stored in the fields designated for the contingent survivor.  If the original participant and the contingent survivor are both deceased, the status for the record should be “DECEASED” with both the “Date of Death” and “Contingent Survivor Death Date” populated. Describe any deviations from this general methodology in the “Comments” box.
(B) – In the event that the original participant dies and his/her spouse is now receiving (or entitled to deferred) pension payments, the original participant’s record has a status of “DECEASED”.  The contingent survivor appears as a separate record in the database, with information for the contingent survivor (specifically, the contingent survivor’s Participant ID, Birth Date, Benefit Start Date, Gender Code, Death Date, and Monthly Pension) stored in the fields designated for the primary participant in that separate record.  The Contingent Survivor Benefit Start Date should be stored in the Date of Retirement field for this purpose. Describe any deviations from this general methodology in the “Comments” box.
· Note: If this method is chosen, please indicate via the Status field that this separate record is for a contingent survivor of a deceased participant by using the appropriate status code beginning with “CONTSURV”.  Please also provide a Deceased Participant ID for this separate record that matches the Participant ID of the deceased original participant’s record. When this contingent survivor dies, the status for the separate contingent survivor record should be “DECEASED”
 (C) – Other.  If a different method is used to track contingent survivor information, please describe in detail in the “Comments” box.
10) Data Layout – Please indicate which layout will be used to provide member data:
Layout 1: One record per participant, which contains all information required to assess experience for that participant during the study period, including status, pay, and benefit amounts at annual intervals
Layout 2: Six annual snapshots of complete census data from which five 12-month periods of participant experience can be evaluated. 
11-16) Census Dates – Please provide the six annual census dates for which participant data will be provided.  Note that this applies to both Layout 1 and Layout 2.
We are requesting data for the calendar years 2010-2014 inclusive. For a non-calendar year plan, please provide data for six consecutive annual census dates, with the last such date in calendar year 2014.  
No census dates prior to January 2, 2009 or after January 1, 2015 should be provided
If your plan has a calendar year census date, please submit data using the following six census dates:
· December 31, 2009 (or January 1, 2010)
· December 31, 2010 (or January 1, 2011)
· December 31, 2011 (or January 1, 2012)
· December 31, 2012 (or January 1, 2013)
· December 31, 2013 (or January 1, 2014)
· December 31, 2014 (or January 1, 2015)
For non-calendar year plans, please provide census information for six consecutive annual census dates, with the first census date in 2009 and the last census date in 2014.  For example, a plan that has a July 1 to June 30 plan year should submit census information as of the following dates:
· June 30, 2009 (or July 1, 2009)
· June 30, 2010 (or July 1, 2010)
· June 30, 2011 (or July 1, 2011)
· June 30, 2012 (or July 1, 2012)
· June 30, 2013 (or July 1, 2013)
· June 30, 2014 (or July 1, 2014)
17) Salary Information – Please identify the format in which salary information will be provided for a given census date from the choices shown.  If a different definition is used, please explain.
Option (A) reads “Actual Earnings for period preceding the census date”. The “period” is the 12 months prior to the given census date. If the participant was only employed for five of those 12 months, this will be five months’ worth of earnings. The data processor will convert this into an annual amount.
Option (B) should be used if an annual pay rate, such as an annual salary figure, is simplest to provide.  Alternatively, if an hourly pay rate is available and actual earnings and annual salary are not, please select Option (B) and provide the hourly pay rate multiplied by 2,080. Indicate this in the yellow comment box. 
Note that even if a plan does not have a pay-based formula, this information is still useful to the study if it is available.
If salary is not available by participant, please indicate as such in this space and provide an approximation of the average salary for active participants in the plan for the central year of data submitted, if it is available.
18) Description of Salary Information – Please describe the types of compensation included in the definition of salary that will be provided.  In particular, indicate whether the earnings include overtime pay, bonuses (actual or expected), or any other special pay structure in addition to regular earnings.  It is preferable that pensionable earnings are provided to the extent that they are available and applicable; please note if the earnings provided are pensionable earnings.  If the earnings provided are not pensionable earnings, please note if there are any components of the pay provided that are not included in the plan’s definition of pensionable earnings.
19) Lag in Death Reporting – Is there any reason that deaths that take place prior to the end of the study period would not be reflected in the final year of census data?  If there is a lag in reporting that causes this, please estimate the amount of lag time.  For example, if the final census date is January 1, 2015, but deaths that occurred during December 2014 are not reflected in participants’ statuses as of that date due to the time required to identify deceased participants and update their records, please indicate that there is a one-month lag.
If the answer to this question is “Yes”, please provide a listing of participants who had a death date during the study period, but whose death was not reflected in the database until a subsequent census date.  On this listing, please simply provide the Plan ID, Participant ID and the Date of Death for each participant. If the death is for a contingent survivor, please provide the Contingent Survivor Participant ID and the Contingent Survivor Death Date. 
A simple template (“Lagged Death Reporting – Example”) with sample data has been attached.  The template assumes a calendar year plan with the last census date being January 1, 2015. The first three rows of the worksheet show sample participants who died in the last months of 2014 that were not reflected in the January 1, 2015 census data. The fourth row shows a contingent survivor that died in December, 2014.

20) Unavailable Dates of Death – In the event that dates of death are unavailable, please describe the method by which records are updated to indicate a given participant is deceased after his or her death.  In particular, please describe the frequency of such updates (e.g. monthly, quarterly, annually, etc.). Also describe implications to Item #19 above.
21) Members in a Terminated Status (not receiving payments) Throughout Study Period – Note that this study will NOT include an analysis of the mortality experience of participants while they are in deferred vested status. Therefore, RPEC encourages contributors to exclude records for those participants who were in deferred vested status throughout the entire study period.  For this purpose, potential contingent survivors (potential beneficiaries) of living members who are receiving pension payments should be considered to be retired, and not excluded.
Here are examples for the January 1, 2010 through December 31, 2014 study period:
Participant A: Actively employed until December 31, 2008, at which time he terminates employment with a vested benefit.  This participant retires and begins receiving pension payments on January 1, 2013.
· Please provide data for Participant A for the entire study period, including the years (1/1/2010 – 12/31/2012) during which Participant A was deferred vested.
Participant B: Actively employed until December 31, 2008, at which time she terminates employment with a vested benefit.  As of December 31, 2014, she has neither returned to work nor begun receiving pension payments.
· Please exclude Participant B from your data submission
Participant C: Actively employed until December 31, 2011, at which time she terminates employment. The participant remains terminated vested for the remainder of the study period and does not commence retirement benefits.
· Please provide data for Participant C for the entire study period, including the years (1/1/2012 – 12/31/2014) during which Participant C was deferred vested.
RPEC recognizes that the process of identifying and removing these records from your submission could be difficult or excessively time-consuming, depending on how data is stored.  If this is the case, you may include these participant records in your submission and answer “Yes” for Item #21 with a brief explanation, if appropriate.  If you will be removing these records from your submission (preferred), please answer “No” for Item #21.
22) Lump Sum Option – Indicate (A) if the full plan benefit is payable as a lump sum.  Indicate (B) if only a portion of the plan benefit if payable as a lump sum. Indicate (C) if no lump sums are paid by the plan or if only de minimis lump sums are paid. If different lump sum provisions apply to different participants, please choose the option that is applicable to the greatest number of participants in the plan and explain the details in Item #23.
23) Lump Sum Availability – If lump sums are only available to a subset(s) of the plan participants, please explain the groups that can and cannot receive lump sums, including whether this information is available on a by-participant basis. There is a field in the Participant-Level Data Elements layout to use to provide this information, if it is available.
24) Lump Sum Election – For those participants that are eligible to receive total lump sums, estimate the percentage of participants that elect a lump sum as opposed to an annuity.
25) Lump Sum Windows – Please describe any information regarding lump sum windows that were offered to terminated vested or retiree participants prior to the end of the study period (including windows that took place prior to the study period). This should at least include the time period of the window, the specific group to whom the window was offered, and the approximate election rate of the window.
26) Details about Plan Events – Please indicate any additional details about plan events that would be useful in explaining plan participant behavior during the study period.  For example, if it is known that there were large layoffs or a very common date of retirement, this information would reduce the need for follow-up questions regarding anomalies observed in the data.
27) Additional Details – If there are any other details or unusual features about the data that are necessary or helpful to know for processing, please describe them.
