
Installation Timeline
When selecting American Trust as your provider, our goal is to help make the installation of your plan as 
smooth as possible.  Although the process will require your input and commitment, a dedicated Transition 
Team will work closely with your company, advisor, and prior recordkeeper, if applicable.  A Transition 
Specialist will oversee the establishment of your plan, from beginning to end, and ultimately navigate you 
through the process.  

1 DAY 1
START – VERBAL

• Sales Team will provide links to
Master Application and send to
Plan Sponsor and Advisor

2 WEEK 1-2
DOCUMENTATION 
GATHERING

• Master Application completed by
the client

• Required documents uploaded to
the Conversion Portal

3 WEEK 1-2
INTRODUCTION CALLS

• Transition Specialist, Sales, and
Advisor discuss best practices,
milestones and timeline, roles and
responsibilities, and expectation
setting

• If applicable, Transition Specialist
will provide transfer letter to
current Recordkeeper and
establish transfer timeline

4
WEEK 3-4
PLAN DESIGN AND 
ESTABLISHMENT
(FULL SERVICE PLANS ONLY)

• Plan Design Call including Plan Sponsor,
Advisor, Document Specialist, Transition
Specialist, Sales, and Client Services

• Plan Sponsor to provide final confirmation of
plan design

• Documents Team to create plan documents
for review/signature via Docusign

• Enrollment materials created

5 WEEK 5-6
PAYROLL AND ASSET 
TRANSFER 

• Transition Specialist to hold training call(s)
with the Plan Sponsor and/or Payroll Vendor

• Transition Specialist validates asset and cash
transfer from prior Recordkeeper, if applicable

6 WEEK 7-8
CLIENT SERVICES/OPERATIONS 
HANDOFF  

• Transition Specialist provides handoff
document to Client Services and Operations

• Contact list provided to plan sponsor

American Trust and American Trust Retirement are brand names used by affiliates American Trust Company and AT Retirement Services, LLC in 
marketing services to the retirement plan industry. AT Retirement Services, LLC is not a trust company and does not provide fiduciary services 
other than certain administrative services as defined under ERISA. 

To review all disclosures, visit americantrustretirement.com/disclosures.  

Products and services offered by American Trust Company are not insured by the FDIC, are not a deposit or other obligation of, or guaranteed 
by, American Trust Company, and are subject to investment risks, including possible loss of the principal amount invested. 

Not FDIC Insured | No Bank Guarantee | May Lose Value
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