MFS® SIMPLE IRA
Employer Resource Guide

®

MFS SIMPLE IRA PLAN
Everything you need to start your company’s plan

This guide provides easy, step-by-step instructions on how to establish an MFS SIMPLE IRA Plan and submit
ongoing contributions to MFS via the Internet. Electronic contribution processing makes plan administration
easier because it eliminates paperwork, reduces the opportunity for errors from manual input, and helps us
process your contributions more quickly.

Please follow these instructions to set up your plan:
1. Complete IRS Form 5304-SIMPLE, found at the back of this booklet, and retain it in your files. Please do not return
the completed form to MFS.
2. Complete the MFS SIMPLE IRA Application, available from your financial advisor, mfs.com, or by calling MFS at
1-800-637-1255, to set up your own account. Your financial advisor can help you determine the share class that may
best fit your plan’s needs.
3. Have each eligible employee complete an application and return it to you.
4. Complete the MFS Contribution Direct Enrollment/Change Form found on pages 1 – 2.
5. Return the completed employee applications and your MFS Contribution Direct Enrollment/Change Form to:
MFS Service Center
P.O. Box 55824
Boston, MA 02205-5824
Or by Fax: 1-877-654-3204
Within 10 days of receiving your information, MFS will e-mail your MFS Contribution Direct operator
ID and password.
6. Refer to the MFS Contribution Direct User guide on pages 3 – 8 for instructions on submitting contributions.
7. To establish additional employee accounts, submit the completed MFS SIMPLE IRA applications.

This booklet is for MFS SIMPLE IRA Plans only.

NOT FDIC INSURED • MAY LOSE VALUE • NO BANK GUARANTEE

MFS CONTRIBUTION DIRECT
ENROLLMENT/CHANGE FORM
SYSTEM REQUIREMENTS
In order to use MFS Contribution Direct, your computer system must meet the following criteria:
• Internet connection (56k or greater). It is recommended that clients use Microsoft® Internet Explorer
(IE)* 8 or, at minimum, IE 5. Both will function properly with the Contribution Direct Web site.
• The MFS Contribution Direct Web product requires 128-bit secure socket layer (SSL) encryption.
No 40-bit encryption is available.

ENROLLMENT INSTRUCTIONS
• Ensure that your system meets the above requirements.
• Complete this MFS Contribution Direct Enrollment/Change Form and any new account, participant,
or plan applications and send them to MFS.
• After MFS receives the Enrollment/Change Form, you will be sent an operator ID and password
via e-mail within 10 days. You will need these to access your plan and begin the Internet submission process.
1. Select One
I’d like to establish my plan or group on MFS Contribution Direct. (Complete all sections below.)
I’d like to make changes to an existing MFS Contribution Direct Plan or Group. (Complete appropriate section below.)
2. Plan or Group Information
PLAN NAME

Please enroll my existing retirement Plan or Group in MFS Contribution Direct.

PLAN ID NUMBER

ONE EXISTING ACCOUNT NUMBER

Please enroll my new retirement Plan or Group in MFS Contribution Direct.
(Attach applications for all new participating accounts and/or employees.)

3. Plan Administrator (Please print clearly.)
ADMINISTRATOR’S NAME

ADMINISTRATOR’S PHONE NUMBER

ADMINISTRATOR’S E-MAIL ADDRESS
(MFS CONTRIBUTION DIRECT OPERATOR ID AND PASSWORD WILL BE SENT TO THIS E-MAIL ADDRESS.)

ALTERNATE E-MAIL ADDRESS
(MFS CONTRIBUTION DIRECT OPERATOR ID AND PASSWORD WILL BE SENT TO THIS E-MAIL ADDRESS.)

*Microsoft® Internet Explorer is a registered trademark of Microsoft Corporation.
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4. Automatic Draft (Please allow 10 days for setup.)
Bank Account Registration
NAME ON CHECKING / SAVINGS ACCOUNT (same as name on MFS account)
TYPE OF ACOUNT :

CHECKING

SAVINGS

BANK NAME

BANK PHONE NUMBER

BRANCH STREET ADDRESS

BRANCH CITY

BANK ACCOUNT NUMBER (IF DIFFERENT FROM VOIDED CHECK)

ROUTING NUMBER (IF DIFFERENT FROM VOIDED CHECK)

STATE

ZIP CODE

Attach a voided check or preprinted deposit slip.
Note: Only preprinted deposit slips will be accepted for savings accounts.
Automatic Draft Plan Provisions
The employer agrees that the rights of the bank named above with respect to checks drawn on and debit entries
initiated to the employer’s account are the same as if the checks were drawn on the bank and signed by the employer. The employer agrees that the bank shall be fully protected and without any liability whatsoever in honoring or refusing to honor such a check and in accepting or refusing to accept any such debit entry, whether with or
without cause and whether intentionally or inadvertently.
The privilege of making deposits under this service may be revoked by MFS Service Center, Inc. or MFS Fund Distributors, Inc. without prior notice if any check is not paid upon presentation or any debit entry not accepted. MFS
Service Center, Inc. shall be under no obligation to notify the investor as to the nonpayment of any check or the
nonacceptance of any debit entry. This service may be discontinued by the employer by telephone or by written
notice at any time to MFS Service Center, Inc.

5. Authorization
As the authorized signer of the above-mentioned bank account, I authorize all bank drafts initiated by the use of the
MFS Contribution Direct Web site.

AUTHORIZED SIGNER SIGNATURE
DATE

6. Mailing Instructions
Mail this form along with your employee applications to:
Regular Mail
MFS Service Center, Inc.
P.O. Box 55824
Boston, MA 02205-5824
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Overnight Mail
MFS Service Center, Inc
c/o Boston Financial Data Services
30 Dan Road
Canton, MA 02021-2809

MFS® CONTRIBUTION DIRECT
User Guide

MFS Contribution Direct may help simplify how you manage your retirement plans by allowing you to make contributions
securely via the Web. This user guide shows you how to navigate the MFS Contribution Direct Web site, set up and edit
shareholder allocations, and submit investment allocations to MFS.

System benefits and requirements
With MFS Contribution Direct, you can streamline your contribution process by setting up rosters once and then using
them for each pay period.
Flexibility
MFS Contribution Direct eliminates the need for mailing investment instructions and checks. MFS Contribution Direct
uses Automated Clearing House (ACH) so that MFS can deduct the payment directly from your bank account. You can
submit allocations using either a whole dollar or percentage amount.
Access.
MFS Contribution Direct allows you to manage your contribution plans online — seamlessly and efficiently.
You can view participant summaries, see daily transactions, and print reports and confirmations.
System Requirements.
You can use Internet Explorer (IE) 8 or, at a minimum, IE 5. Both will function properly with the Contribution Direct
Web site.
Uses 128–bit secure socket layer (SSL) encryption. No 40-bit encryption is available.

NOT FDIC INSURED • MAY LOSE VALUE • NO BANK GUARANTEE
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GETTING STARTED
Enroll your retirement plan in MFS Contribution Direct
Follow these guidelines to enroll your retirement plan in MFS Contribution Direct:
1. Complete the MFS Contribution Direct Enrollment/Change Form.
2. Instruct all eligible employees to complete the MFS application located in the Employee Resource Guide that fits
your specific plan.
3. Fax or mail the forms to MFS (see contact information below).
When MFS receives the enrollment form, an e-mail containing the MFS Contribution Direct operator ID and password
is sent to the plan contact within the next 10 days.

Maintaining a plan
To update your plan contact name, e-mail address, or bank account information, complete the MFS Contribution Direct
Enrollment/Change Form and submit it to MFS.
Important note: Changes to your bank account information must be made at least 10 days prior to your
next roster contribution.

Resetting your password
If you forget your password, or if you have entered an invalid password three times, you will be prompted to reset your
Password on the initial sign-in screen. Click on the “reset password” link to initiate the process.
You will be required to answer two security questions and verify the e-mail address that MFS has on record for you in
order to gain access to your plan information.
Note: If your password has been changed more than once in 7 days, you will need to contact MFS.
Remember these guidelines when choosing your password:
• A new password must be seven or eight characters long and contain at least one number and one letter.
• Your last seven passwords cannot be reused.
• Your operator ID and password cannot be the same.

Contact MFS
Fax: 1-877-654-3204
Phone: 1-800-637-5104
(for Contribution Direct)
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Regular Mail
MFS Service Center, Inc.
P.O. Box 55824
Boston, MA 02205-5824

Overnight Mail
MFS Service Center, Inc
c/o Boston Financial Data Services
30 Dan Road
Canton, MA 02021-2809

Accessing MFS Contribution Direct via the web

Logging in to MFS
Contribution Direct
1. Enter the Contribution Direct
link cd.mfs.com into your
Web browser address bar.
1

2. Enter your operator ID and
password 1 and click
[Login] 2 .

2

Terms and Conditions
3. Once you have read the
terms and conditions, click
the acceptance sentence 3
and click [I Accept] 3a .

3

3a

Plan Selection
If you have more than one plan,
select the appropriate plan from
the Plan Selection page.
If you have just one plan, you will
be brought directly to the Plan
Details page.
4. Select the desired plan
by clicking on the name
link 4 or search by plan
name or plan ID 5 and
click [Search] 6 .

4
6
5

Important note: Participants adding an account to their portfolios, either through exchange or by any other means, are required to notify the
plan administrator of any change in payment allocations. MFS does not systematically update the allocations on MFS Contribution Direct. This is
the responsibility of the plan administrator. MFS will not be responsible for any adjustments resulting from a failure to update allocations.
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Plan Details
The Plan Details page contains
the Plan Information, including
but not limited to:
•
•
•
•

plan name
plan ID
company name and address
bank name, address, and
account number
• list of shareholders and their
Social Security numbers
1. To access a shareholder’s
allocation, select the name
link 7 or search by shareholder’s last name or SSN.
2. [Search] (only available if plan
has more than six participants)
7

10

Shareholder Allocation
3. To change allocations for the
shareholder, enter the new
dollar or percentage amount
8 and click [Next].

9

4. Click [Confirm] on the Shareholder Allocation Verification
page (see 14 , below).
Note: You can also select
[Back] to return to the
Shareholder Allocation page
or [Cancel].
5. To print a copy of the
new allocations, click [Print
Preview] 9 or click [Return
to Plan Details] to select
another shareholder.
8
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Roster Selection
1. After verifying that all shareholder allocations are correct,
click [Access Rosters] from the
bottom of the Plan Details page
(see 10 , above).
11

2. To establish a new roster, click
[New Roster] 11 .
3. To model from an existing roster, locate the roster from the
list and click [Access Roster] 12 .

12

Submitting a New Roster
1. On the Roster Details page, click
[Submit Roster] 13 .
2. Click [Confirm] on the Submit
Roster Verification page (see 14 ,
below).

15

3. To print a copy, click [Print Preview] 15 .
4. To start over, click [Return
to Roster Selections] 16 .
Other options from the Roster
Details Page include:
• Remove shareholders by selecting
the shareholders 17 and clicking
[Remove Shareholders] 18 .
• Change a shareholder’s allocations by clicking on a shareholder
name 19 . Changes will be saved
on the Shareholder Allocation
page.
• Make a one-time amount change
for a shareholder by entering the
new amount 20 .
Additional options include:

17

20

19

18

21

22

13

16

• [Model Roster] 21 – creates a new
roster that models the current one.
• [Save Roster] 22 – saves the
current roster to complete later.
• When completed click [Submit
Roster] 13 .
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Submitting a New Roster
(continued)

14

Signing Off
To sign off, click [Logoff] 23 in the
upper right corner of your screen.
If you have any questions, please
contact MFS at 1-800-637-1255.

Page 8 of 10

23

Frequently asked questions about SIMPLE IRA plans
1. What kind of employer can offer a SIMPLE IRA plan?
To offer a SIMPLE IRA plan, an employer must have 100 or fewer employees who earned $5,000 or more in the
preceding calendar year. Eligible employers include tax-exempt and governmental entities as well as corporations.
The establishing employer must not have contributed to or maintained a qualified plan during the same calendar
year the SIMPLE IRA plan is offered.
2. How is employee eligibility determined?
To participate in a SIMPLE IRA plan, an employee must
• earn at least $5,000 during any two prior calendar years
• expect to do so again in the current calendar year
Employers have the right to make eligibility less restrictive, and may exclude certain union employees,
(see IRS instructions for Form 5304-SIMPLE).
3. What are the fees for an MFS SIMPLE IRA Plan?
There is an annual fee of $25 per participant unless their portfolio balance exceeds $50,000 on the day the fee
is assessed. Participants may elect to pay the fee directly to MFS or have MFS take the fee from their accounts.
The employer also has the option of paying this annual fee.
4. What contribution options do employers have? Are employers required to make contributions to their
employees’ accounts?
Each employer is required to make a contribution to each eligible and/or participating employee based on the
employer’s choice of one of the following methods. The employer can choose which method to use each year.
Matching Contribution
• Employer contributions are made only for those employees participating in the plan. If an employee does not
defer any salary into the plan, the employer makes no contribution for that employee.
• The employer matches the employee’s contribution dollar-for-dollar up to a limit of 3% of the employee’s
compensation.
• The employer is eligible to reduce the matching contribution percentage to 2% or 1% for a maximum of two
out of any five calendar years.
• For 2012, the maximum dollar amount for the employer matching contribution is $11,500 for an employee who
is under age 50 or $14,000 for an employee who will be age 50 or older by the end of the calendar year.
Example: An employee makes $50,000 per year. The employee has contributed $2,300 to his SIMPLE IRA
account. The employer is required to contribute $1,500 (3% of $50,000) on the employee’s behalf.
Nonelective Contribution
The employer makes a 2% contribution, based on an employee’s compensation (not to exceed $250,000 for
2012), to each eligible employee, whether the employee participates or not. The $250,000 compensation limit
is indexed for inflation.
Example: An employee makes $50,000 per year. The employee defers no salary to the SIMPLE IRA account. The
employer is required to contribute $1,000 on the employee’s behalf.
5. Can an employer offer a SIMPLE IRA plan and a qualified plan (e.g., 401(k)) at the same time?
An employer cannot make contributions to a SIMPLE IRA plan if at any time during the calendar year contributions
were made to (or benefits were accrued under) a qualified plan maintained by the employer. However, a qualified
plan that covers only union employees who are excluded from the SIMPLE IRA plan may be disregarded.
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6. What is the IRS Form 5304-SIMPLE, and what am I supposed to do with it?
Form 5304-SIMPLE serves as the plan document for a SIMPLE IRA plan. Upon completion, you should not send
this form to MFS. Instead, please file it for your own future reference in case employees ask about issues such
as eligibility requirements and contribution methods. Also, you must provide copies of pages 1 and 2 of your
Form 5304-SIMPLE to employees each year at the start of the 60-day notification period.
7. When can employees enroll in a SIMPLE IRA plan?
Employers must inform their employees of their opportunity to participate in the SIMPLE IRA plan prior to the
60-day notification period, in accordance with IRS requirements. During the 60-day notification period, employers
must explain the plan’s requirements to their employees. Please see the general instructions to Form 5304-SIMPLE
for more information.
8. What is the deadline for establishing a SIMPLE IRA plan?
The SIMPLE IRA plan is based on the calendar year. To establish a plan for the current calendar year, you must sign
the IRS Form 5304-SIMPLE by October 1 of that year.
9. When can employers change contribution methods?
Employers may change contribution methods annually. To change the contribution method or the matching
percentage for a calendar year, the employer must notify employees of the change in a reasonable amount
of time prior to the annual 60-day notification election period.
10. When must employers submit contributions to MFS?
Employers must submit employee contributions to MFS as soon as possible but no later than 30 days after the
end of the month in which the contributions are taken from the employees’ pay. However, employer contributions
can be submitted periodically or in a single lump sum for the calendar year, as long as they are made before the
employer’s tax filing deadline.
11. How are employee salary deferrals to a SIMPLE IRA account treated for tax purposes?
The amount of an employee’s salary deferral is not included as taxable income for federal income tax purposes.
12. Are loans available in a SIMPLE IRA plan?
No, loans are not available in a SIMPLE IRA plan.
13. Are there penalties for taking a distribution from a SIMPLE IRA plan?
Unless a distribution qualifies for an exemption from penalties, a distribution from a SIMPLE IRA account within
the first two years of participation is subject to a 25% IRS penalty in addition to ordinary income taxes on the
distribution. After two years of participation, the applicable penalty is 10%. Exemptions from the 10% or 25%
penalty include distributions made after attainment of age 59 ½ or due to death or disability. Consult your tax
advisor for a complete list of exemptions.
14. Who keeps track of the two-year participation period?
Employees are responsible for tracking their own two-year participation periods. They should be certain to keep
accurate records reflecting when contributions were first made to any SIMPLE IRA account.
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Form

5304-SIMPLE

(Rev. March 2012)
Department of the Treasury
Internal Revenue Service

Savings Incentive Match Plan
for Employees of Small Employers (SIMPLE)—Not
for Use With a Designated Financial Institution

OMB No. 1545-1502

Do not file
with the Internal
Revenue Service

establishes the following SIMPLE
Name of Employer

IRA plan under section 408(p) of the Internal Revenue Code and pursuant to the instructions contained in this form.

Article I—Employee Eligibility Requirements (complete applicable box(es) and blanks—see instructions)
General Eligibility Requirements. The Employer agrees to permit salary reduction contributions to be made in each calendar year to the
SIMPLE IRA established by each employee who meets the following requirements (select either 1a or 1b):

1
a
b

Full Eligibility. All employees are eligible.
Limited Eligibility. Eligibility is limited to employees who are described in both (i) and (ii) below:
(i) Current compensation. Employees who are reasonably expected to receive at least $
(not to exceed $5,000) for the calendar year.
(ii) Prior compensation. Employees who have received at least $

in compensation
in compensation (not to exceed $5,000)

during any
calendar year(s) (insert 0, 1, or 2) preceding the calendar year.
Excludable Employees.
The Employer elects to exclude employees covered under a collective bargaining agreement for which retirement benefits were the subject
of good faith bargaining. Note: This box is deemed checked if the Employer maintains a qualified plan covering only such employees.

2

Article II—Salary Reduction Agreements (complete the box and blank, if applicable—see instructions)
Salary Reduction Election. An eligible employee may make an election to have his or her compensation for each pay period reduced. The
total amount of the reduction in the employee’s compensation for a calendar year cannot exceed the applicable amount for that year.
Timing of Salary Reduction Elections

1
2
a

For a calendar year, an eligible employee may make or modify a salary reduction election during the 60-day period immediately preceding
January 1 of that year. However, for the year in which the employee becomes eligible to make salary reduction contributions, the period during
which the employee may make or modify the election is a 60-day period that includes either the date the employee becomes eligible or the
day before.

b

In addition to the election periods in 2a, eligible employees may make salary reduction elections or modify prior elections
,
. If the Employer chooses
this option, insert a period or periods (for example, semi-annually, quarterly, monthly, or daily) that will apply uniformly to all eligible
employees.

c

No salary reduction election may apply to compensation that an employee received, or had a right to immediately receive, before execution of
the salary reduction election.

d

An employee may terminate a salary reduction election at any time during the calendar year.
If this box is checked, an employee who
terminates a salary reduction election not in accordance with 2b may not resume salary reduction contributions during the calendar year.

Article III—Contributions (complete the blank, if applicable—see instructions)
1
2a

Salary Reduction Contributions. The amount by which the employee agrees to reduce his or her compensation will be contributed by the
Employer to the employee’s SIMPLE IRA.
Matching Contributions
(i) For each calendar year, the Employer will contribute a matching contribution to each eligible employee’s SIMPLE IRA equal to the
employee’s salary reduction contributions up to a limit of 3% of the employee’s compensation for the calendar year.
(ii) The Employer may reduce the 3% limit for the calendar year in (i) only if:
(1) The limit is not reduced below 1%; (2) The limit is not reduced for more than 2 calendar years during the 5-year period ending with the
calendar year the reduction is effective; and (3) Each employee is notified of the reduced limit within a reasonable period of time before the
employees’ 60-day election period for the calendar year (described in Article II, item 2a).

b

3
a
b

Nonelective Contributions
(i) For any calendar year, instead of making matching contributions, the Employer may make nonelective contributions equal to 2% of
compensation for the calendar year to the SIMPLE IRA of each eligible employee who has at least $
, (not more
than $5,000) in compensation for the calendar year. No more than $250,000* in compensation can be taken into account in determining
the nonelective contribution for each eligible employee.
(ii) For any calendar year, the Employer may make 2% nonelective contributions instead of matching contributions only if:
(1) Each eligible employee is notified that a 2% nonelective contribution will be made instead of a matching contribution; and
(2) This notification is provided within a reasonable period of time before the employees’ 60-day election period for the calendar year
(described in Article II, item 2a).
Time and Manner of Contributions
The Employer will make the salary reduction contributions (described in 1 above) for each eligible employee to the SIMPLE IRA established at the financial
institution selected by that employee no later than 30 days after the end of the month in which the money is withheld from the employee’s pay. See instructions.
The Employer will make the matching or nonelective contributions (described in 2a and 2b above) for each eligible employee to the SIMPLE
IRA established at the financial institution selected by that employee no later than the due date for filing the Employer’s tax return, including
extensions, for the taxable year that includes the last day of the calendar year for which the contributions are made.

* This is the amount for 2012. For later years, the limit may be increased for cost-of-living adjustments. The IRS announces the increase, if any, in a news release, in the
Internal Revenue Bulletin, and on the IRS’s internet website at IRS.gov.

For Paperwork Reduction Act Notice, see the instructions.

Cat. No. 23377W

Form

5304-SIMPLE

(Rev. 3-2012)

Form 5304-SIMPLE (Rev. 3-2012)

Page
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Article IV—Other Requirements and Provisions
1

Contributions in General. The Employer will make no contributions to the SIMPLE IRAs other than salary reduction contributions (described in
Article III, item 1) and matching or nonelective contributions (described in Article III, items 2a and 2b).

2

Vesting Requirements. All contributions made under this SIMPLE IRA plan are fully vested and nonforfeitable.

3

No Withdrawal Restrictions. The Employer may not require the employee to retain any portion of the contributions in his or her SIMPLE IRA
or otherwise impose any withdrawal restrictions.

4

Selection of IRA Trustee. The Employer must permit each eligible employee to select the financial institution that will serve as the trustee,
custodian, or issuer of the SIMPLE IRA to which the Employer will make all contributions on behalf of that employee.

5

Amendments To This SIMPLE IRA Plan. This SIMPLE IRA plan may not be amended except to modify the entries inserted in the blanks or
boxes provided in Articles I, II, III, VI, and VII.

6

Effects Of Withdrawals and Rollovers
a

An amount withdrawn from the SIMPLE IRA is generally includible in gross income. However, a SIMPLE IRA balance may be rolled over or
transferred on a tax-free basis to another IRA designed solely to hold funds under a SIMPLE IRA plan. In addition, an individual may roll over or
transfer his or her SIMPLE IRA balance to any IRA or eligible retirement plan after a 2-year period has expired since the individual first
participated in any SIMPLE IRA plan of the Employer. Any rollover or transfer must comply with the requirements under section 408.

b

If an individual withdraws an amount from a SIMPLE IRA during the 2-year period beginning when the individual first participated in any
SIMPLE IRA plan of the Employer and the amount is subject to the additional tax on early distributions under section 72(t), this additional tax is
increased from 10% to 25%.

Article V—Definitions
1

Compensation
a

General Definition of Compensation. Compensation means the sum of the wages, tips, and other compensation from the Employer subject
to federal income tax withholding (as described in section 6051(a)(3)), the amounts paid for domestic service in a private home, local college
club, or local chapter of a college fraternity or sorority, and the employee’s salary reduction contributions made under this plan, and, if
applicable, elective deferrals under a section 401(k) plan, a SARSEP, or a section 403(b) annuity contract and compensation deferred under a
section 457 plan required to be reported by the Employer on Form W-2 (as described in section 6051(a)(8)).

b

Compensation for Self-Employed Individuals. For self-employed individuals, compensation means the net earnings from self-employment
determined under section 1402(a), without regard to section 1402(c)(6), prior to subtracting any contributions made pursuant to this plan on
behalf of the individual.

2

Employee. Employee means a common-law employee of the Employer. The term employee also includes a self-employed individual and a
leased employee described in section 414(n) but does not include a nonresident alien who received no earned income from the Employer that
constitutes income from sources within the United States.

3

Eligible Employee. An eligible employee means an employee who satisfies the conditions in Article I, item 1 and is not excluded under
Article I, item 2.

4

SIMPLE IRA. A SIMPLE IRA is an individual retirement account described in section 408(a), or an individual retirement annuity described in
section 408(b), to which the only contributions that can be made are contributions under a SIMPLE IRA plan and rollovers or transfers from
another SIMPLE IRA.

Article VI—Procedures for Withdrawals (The Employer will provide each employee with the procedures for withdrawals
of contributions received by the financial institution selected by that employee, and that financial institution’s name and
address (by attaching that information or inserting it in the space below) unless: (1) that financial institution’s procedures
are unavailable, or (2) that financial institution provides the procedures directly to the employee. See Employee
Notification in the instructions.)

See Attached

Article VII—Effective Date
This SIMPLE IRA plan is effective
instructions.

. See

*

*

*

*

Name of Employer

By:

Address of Employer

Name and title

*

Date

Signature

Form

5304-SIMPLE

(Rev. 3-2012)

Form 5304-SIMPLE (Rev. 3-2012)
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Model Notification to Eligible Employees
I.

Opportunity to Participate in the SIMPLE IRA Plan

You are eligible to make salary reduction contributions to the
SIMPLE IRA
plan. This notice and the attached summary description provide you with information that you should consider before you decide whether to
start, continue, or change your salary reduction agreement.

II.

Employer Contribution Election
For the
calendar year, the Employer elects to contribute to your SIMPLE IRA (employer must select either (1), (2), or (3)):
(1) A matching contribution equal to your salary reduction contributions up to a limit of 3% of your compensation for the year;
(2) A matching contribution equal to your salary reduction contributions up to a limit of
% (employer must insert a
number from 1 to 3 and is subject to certain restrictions) of your compensation for the year; or
(3) A nonelective contribution equal to 2% of your compensation for the year (limited to compensation of $250,000*) if you are an
employee who makes at least $
(employer must insert an amount that is $5,000 or less) in compensation for
the year.

III.

Administrative Procedures

To start or change your salary reduction contributions, you must complete the salary reduction agreement and return it to
(employer should designate a place or
individual by
(employer should insert a date that is not less than 60 days after notice is given).

IV.

Employee Selection of Financial Institution

You must select the financial institution that will serve as the trustee, custodian, or issuer of your SIMPLE IRA and notify your Employer of
your selection.

Model Salary Reduction Agreement
I.

Salary Reduction Election

Subject to the requirements of the SIMPLE IRA plan of
(name of
employer) I authorize
% or $
(which equals
% of my current rate of pay) to be withheld from
my pay for each pay period and contributed to my SIMPLE IRA as a salary reduction contribution.

II.

Maximum Salary Reduction

I understand that the total amount of my salary reduction contributions in any calendar year cannot exceed the applicable amount for that
year. See instructions.

III.

Date Salary Reduction Begins

I understand that my salary reduction contributions will start as soon as permitted under the SIMPLE IRA plan and as soon as
administratively feasible or, if later,
. (Fill in the date you want the salary reduction contributions to begin.
The date must be after you sign this agreement.)

IV.

Employee Selection of Financial Institution

I select the following financial institution to serve as the trustee, custodian, or issuer of my SIMPLE IRA.

Name of financial institution
Address of financial institution
SIMPLE IRA account name and number

I understand that I must establish a SIMPLE IRA to receive any contributions made on my behalf under this SIMPLE IRA plan. If the
information regarding my SIMPLE IRA is incomplete when I first submit my salary reduction agreement, I realize that it must be completed by
the date contributions must be made under the SIMPLE IRA plan. If I fail to update my agreement to provide this information by that date, I
understand that my Employer may select a financial institution for my SIMPLE IRA.

V.

Duration of Election

This salary reduction agreement replaces any earlier agreement and will remain in effect as long as I remain an eligible employee under the
SIMPLE IRA plan or until I provide my Employer with a request to end my salary reduction contributions or provide a new salary reduction
agreement as permitted under this SIMPLE IRA plan.
Signature of employee

Date

* This is the amount for 2012. For later years, the limit may be increased for cost-of-living adjustments. The IRS announces the increase, if any, in a news release, in the
Internal Revenue Bulletin, and on the IRS website at IRS.gov.

Form

5304-SIMPLE

(Rev. 3-2012)

MFS SIMPLE PLAN
P.O. Box 55824
Boston, MA 02205-5824
Article VI
5304-SIMPLE
Procedures for Withdrawal
Instructions for Employees

Withdrawals
Withdrawals from your SIMPLE IRA may be made at any time. If you would like to make a withdrawal, contact MFS
Service Center, Inc. (MFSC) at 1-800-637-1255 to request the appropriate form. The withdrawal will be made as soon as
MFSC receives the properly completed form.

Transfers
You may request that all or part of your SIMPLE IRA balance be transferred without federal income tax implications to
a SIMPLE IRA at another financial institution (or to a regular IRA or eligible retirement plan after the two-year period
described in Article IV of IRS Form 5304-SIMPLE). To request a transfer, the appropriate form may be obtained by calling
1-800-637-1255.
Note: Refer to the prospectus(es) for the fund(s) in which you have invested for any applicable sales charge. MFS is not
the designated financial institution of your employer’s SIMPLE plan. As a result, costs and penalties (including sales
charges) may be imposed on accounts that are transferred to another trustee or custodian.

Name and address of trustee
MFS® Heritage Trust CompanySM
c/o MFS Service Center, Inc.
P.O. Box 55824
Boston, MA 02205-5824
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General Instructions
Section references are to the Internal
Revenue Code unless otherwise noted.

Purpose of Form
Form 5304-SIMPLE is a model Savings
Incentive Match Plan for Employees of
Small Employers (SIMPLE) plan
document that an employer may use to
establish a SIMPLE IRA plan described
in section 408(p), under which each
eligible employee is permitted to select
the financial institution for his or her
SIMPLE IRA.
These instructions are designed to
assist in the establishment and
administration of the SIMPLE IRA plan.
They are not intended to supersede any
provision in the SIMPLE IRA plan.
Do not file Form 5304-SIMPLE with
the IRS. Instead, keep it with your
records.
For more information, see Pub. 560,
Retirement Plans for Small Business
(SEP, SIMPLE, and Qualified Plans), and
Pub. 590, Individual Retirement
Arrangements (IRAs).
Note. If you used the March 2002,
August 2005, or September 2008 version
of Form 5304-SIMPLE to establish a
model Savings Incentive Match Plan,
you are not required to use this version
of the form.

Which Employers May
Establish and Maintain a
SIMPLE IRA Plan?
To establish and maintain a SIMPLE IRA
plan, you must meet both of the
following requirements:
1. Last calendar year, you had no
more than 100 employees (including
self-employed individuals) who earned
$5,000 or more in compensation from
you during the year. If you have a
SIMPLE IRA plan but later exceed this
100-employee limit, you will be treated
as meeting the limit for the 2 years
following the calendar year in which you
last satisfied the limit.
2. You do not maintain during any part
of the calendar year another qualified
plan with respect to which contributions
are made, or benefits are accrued, for
service in the calendar year. For this
purpose, a qualified plan (defined in
section 219(g)(5)) includes a qualified
pension plan, a profit-sharing plan, a
stock bonus plan, a qualified annuity
plan, a tax-sheltered annuity plan, and a
simplified employee pension (SEP) plan.
A qualified plan that only covers
employees covered under a collective
bargaining agreement for which
retirement benefits were the subject of
good faith bargaining is disregarded if
these employees are excluded from
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participating in the SIMPLE IRA plan. If
the failure to continue to satisfy the
100-employee limit or the one-plan rule
described in 1 and 2 above is due to an
acquisition or similar transaction
involving your business, special rules
apply. Consult your tax advisor to find
out if you can still maintain the plan after
the transaction.
Certain related employers (trades or
businesses under common control) must
be treated as a single employer for
purposes of the SIMPLE IRA
requirements. These are: (1) a controlled
group of corporations under section
414(b); (2) a partnership or sole
proprietorship under common control
under section 414(c); or (3) an affiliated
service group under section 414(m). In
addition, if you have leased employees
required to be treated as your own
employees under the rules of section
414(n), then you must count all such
leased employees for the requirements
listed above.

What Is a SIMPLE IRA Plan?
A SIMPLE IRA plan is a written
arrangement that provides you and your
employees with an easy way to make
contributions to provide retirement
income for your employees. Under a
SIMPLE IRA plan, employees may
choose whether to make salary
reduction contributions to the SIMPLE
IRA plan rather than receiving these
amounts as part of their regular
compensation. In addition, you will
contribute matching or nonelective
contributions on behalf of eligible
employees (see Employee Eligibility
Requirements below and Contributions
later). All contributions under this plan
will be deposited into a SIMPLE
individual retirement account or annuity
established for each eligible employee
with the financial institution selected by
him or her.

When To Use Form
5304-SIMPLE
A SIMPLE IRA plan may be established
by using this Model Form or any other
document that satisfies the statutory
requirements.
Do not use Form 5304-SIMPLE if:
1. You want to require that all SIMPLE
IRA plan contributions initially go to a
financial institution designated by you.
That is, you do not want to permit each
of your eligible employees to choose a
financial institution that will initially
receive contributions. Instead, use Form
5305-SIMPLE, Savings Incentive Match
Plan for Employees of Small Employers
(SIMPLE)—for Use With a Designated
Financial Institution;
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2. You want employees who are
nonresident aliens receiving no earned
income from you that is income from
sources within the United States to be
eligible under this plan; or
3. You want to establish a SIMPLE
401(k) plan.

Completing Form
5304-SIMPLE
Pages 1 and 2 of Form 5304-SIMPLE
contain the operative provisions of your
SIMPLE IRA plan. This SIMPLE IRA plan
is considered adopted when you have
completed all applicable boxes and
blanks and it has been executed by you.
The SIMPLE IRA plan is a legal
document with important tax
consequences for you and your
employees. You may want to consult
with your attorney or tax advisor before
adopting this plan.

Employee Eligibility
Requirements (Article I)
Each year for which this SIMPLE IRA
plan is effective, you must permit salary
reduction contributions to be made by
all of your employees who are
reasonably expected to receive at least
$5,000 in compensation from you during
the year, and who received at least
$5,000 in compensation from you in any
2 preceding years. However, you can
expand the group of employees who are
eligible to participate in the SIMPLE IRA
plan by completing the options provided
in Article I, items 1a and 1b. To choose
full eligibility, check the box in Article I,
item 1a. Alternatively, to choose limited
eligibility, check the box in Article I, item
1b, and then insert “$5,000” or a lower
compensation amount (including zero)
and “2” or a lower number of years of
service in the blanks in (i) and (ii) of
Article I, item 1b.
In addition, you can exclude from
participation those employees covered
under a collective bargaining agreement
for which retirement benefits were the
subject of good faith bargaining. You
may do this by checking the box in
Article I, item 2. Under certain
circumstances, these employees must
be excluded. See Which Employers May
Establish and Maintain a SIMPLE IRA
Plan? above.

Salary Reduction
Agreements (Article II)
As indicated in Article II, item 1, a salary
reduction agreement permits an eligible
employee to make a salary reduction
election to have his or her compensation
for each pay period reduced by a
percentage (expressed as a percentage
or dollar amount). The total amount of
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the reduction in the employee’s
compensation cannot exceed the
applicable amount for any calendar year.
The applicable amount is $11,500 for 2012.
After 2012, the $11,500 amount may be
increased for cost-of-living adjustments. In
the case of an eligible employee who is 50
or older by the end of the calendar year,
the above limitation is increased by $2,500
for 2012. After 2012, the $2,500 amount
may be increased for cost-of-living
adjustments.

Timing of Salary Reduction
Elections
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Matching Contributions
In general, you must contribute a matching
contribution to each eligible employee’s
SIMPLE IRA equal to the employee’s salary
reduction contributions. This matching
contribution cannot exceed 3% of the
employee’s compensation. See Definition
of Compensation, below.
You may reduce this 3% limit to a lower
percentage, but not lower than 1%. You
cannot lower the 3% limit for more than 2
calendar years out of the 5-year period
ending with the calendar year the reduction
is effective.

For any calendar year, an eligible employee
may make or modify a salary reduction
election during the 60-day period
immediately preceding January 1 of that
year. However, for the year in which the
employee becomes eligible to make salary
reduction contributions, the period during
which the employee may make or modify
the election is a 60-day period that
includes either the date the employee
becomes eligible or the day before.
You can extend the 60-day election
periods to provide additional opportunities
for eligible employees to make or modify
salary reduction elections using the blank
in Article II, item 2b. For example, you can
provide that eligible employees may make
new salary reduction elections or modify
prior elections for any calendar quarter
during the 30 days before that quarter.
You may use the Model Salary Reduction
Agreement on page 3 to enable eligible
employees to make or modify salary
reduction elections.
Employees must be permitted to
terminate their salary reduction elections at
any time. They may resume salary
reduction contributions for the year if
permitted under Article II, item 2b.
However, by checking the box in Article II,
item 2d, you may prohibit an employee
who terminates a salary reduction election
outside the normal election cycle from
resuming salary reduction contributions
during the remainder of the calendar year.

Note. If any year in the 5-year period
described above is a year before you first
established any SIMPLE IRA plan, you will
be treated as making a 3% matching
contribution for that year for purposes of
determining when you may reduce the
employer matching contribution.
To elect this option, you must notify the
employees of the reduced limit within a
reasonable period of time before the
applicable 60-day election periods for the
year. See Timing of Salary Reduction
Elections above.

Contributions (Article III)

Effective Date (Article VII)

Only contributions described below may be
made to this SIMPLE IRA plan. No
additional contributions may be made.

Insert in Article VII the date you want the
provisions of the SIMPLE IRA plan to
become effective. You must insert January
1 of the applicable year unless this is the
first year for which you are adopting any
SIMPLE IRA plan. If this is the first year for
which you are adopting a SIMPLE IRA
plan, you may insert any date between
January 1 and October 1, inclusive of the
applicable year.

Salary Reduction Contributions
As indicated in Article III, item 1, salary
reduction contributions consist of the
amount by which the employee agrees to
reduce his or her compensation. You must
contribute the salary reduction
contributions to the financial institution
selected by each eligible employee.

Nonelective Contributions
Instead of making a matching contribution,
you may, for any year, make a nonelective
contribution equal to 2% of compensation
for each eligible employee who has at least
$5,000 in compensation for the year.
Nonelective contributions may not be
based on more than $250,000* of
compensation.
To elect to make nonelective
contributions, you must notify employees
within a reasonable period of time before
the applicable 60-day election periods for
such year. See Timing of Salary Reduction
Elections above.
Note. Insert “$5,000” in Article III, item
2b(i) to impose the $5,000 compensation
requirement. You may expand the group of
employees who are eligible for nonelective
contributions by inserting a compensation
amount lower than $5,000.
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Additional Information
Timing of Salary Reduction
Contributions
The employer must make the salary
reduction contributions to the financial
institution selected by each eligible
employee for his or her SIMPLE IRA no
later than the 30th day of the month
following the month in which the amounts
would otherwise have been payable to the
employee in cash.
The Department of Labor has indicated
that most SIMPLE IRA plans are also
subject to Title I of the Employee
Retirement Income Security Act of 1974
(ERISA). Under Department of Labor
regulations at 29 CFR 2510.3-102, salary
reduction contributions must be made to
each participant’s SIMPLE IRA as of the
earliest date on which those contributions
can reasonably be segregated from the
employer’s general assets, but in no event
later than the 30-day deadline described
previously.

Definition of Compensation
“Compensation” means the amount
described in section 6051(a)(3) (wages,
tips, and other compensation from the
employer subject to federal income tax
withholding under section 3401(a)), and
amounts paid for domestic service in a
private home, local college club, or local
chapter of a college fraternity or sorority.
Usually, this is the amount shown in box 1
of Form W-2, Wage and Tax Statement.
For further information, see Pub. 15,
(Circular E), Employer’s Tax Guide.
Compensation also includes the salary
reduction contributions made under this
plan, and, if applicable, compensation
deferred under a section 457 plan. In
determining an employee’s compensation
for prior years, the employee’s elective
deferrals under a section 401(k) plan, a
SARSEP, or a section 403(b) annuity
contract are also included in the
employee’s compensation.
For self-employed individuals,
compensation means the net earnings
from self-employment determined under
section 1402(a), without regard to section
1402(c)(6), prior to subtracting any
contributions made pursuant to this
SIMPLE IRA plan on behalf of the
individual.

Employee Notification
You must notify each eligible employee
prior to the employee’s 60-day election
period described above that he or she can
make or change salary reduction elections
and select the financial institution that will
serve as the trustee, custodian, or

*This is the amount for 2012. For later years, the limit may be increased for cost-of-living adjustments. The IRS announces the increase, if any,
in a news release, in the Internal Revenue Bulletin, and on the IRS’s website at IRS.gov.
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issuer of the employee’s SIMPLE IRA. In
this notification, you must indicate
whether you will provide:
1. A matching contribution equal to
your employees’ salary reduction
contributions up to a limit of 3% of their
compensation;
2. A matching contribution equal to
your employees’ salary reduction
contributions subject to a percentage
limit that is between 1 and 3% of their
compensation; or
3. A nonelective contribution equal to
2% of your employees’ compensation.
You can use the Model Notification to
Eligible Employees earlier to satisfy
these employee notification
requirements for this SIMPLE IRA plan. A
Summary Description must also be
provided to eligible employees at this
time. This summary description
requirement may be satisfied by
providing a completed copy of pages 1
and 2 of Form 5304-SIMPLE (including
the information described in
Article VI—Procedures for Withdrawals).
If you fail to provide the employee
notification (including the summary
description) described above, you will be
liable for a penalty of $50 per day until
the notification is provided. If you can
show that the failure was due to
reasonable cause, the penalty will not be
imposed.
If the financial institution’s name,
address, or withdrawal procedures are
not available at the time the employee
must be given the summary description,
you must provide the summary
description without this information. In
that case, you will have reasonable
cause for not including this information
in the summary description, but only if
you ensure that it is provided to the
employee as soon as administratively
feasible.

Page

Reporting Requirements
You are not required to file any annual
information returns for your SIMPLE IRA
plan, such as Form 5500, Annual
Return/Report of Employee Benefit Plan,
or Form 5500-EZ, Annual Return of
One-Participant (Owners and Their
Spouses) Retirement Plan. However, you
must report to the IRS which eligible
employees are active participants in the
SIMPLE IRA plan and the amount of
your employees’ salary reduction
contributions to the SIMPLE IRA plan on
Form W-2. These contributions are
subject to social security, Medicare,
railroad retirement, and federal
unemployment tax.

Deducting Contributions
Contributions to this SIMPLE IRA plan
are deductible in your tax year
containing the end of the calendar year
for which the contributions are made.
Contributions will be treated as made
for a particular tax year if they are made
for that year and are made by the due
date (including extensions) of your
income tax return for that year.

Summary Description
Each year the SIMPLE IRA plan is in
effect, the financial institution for the
SIMPLE IRA of each eligible employee
must provide the employer the
information described in section
408(l)(2)(B). This requirement may be
satisfied by providing the employer a
current copy of Form 5304-SIMPLE
(including instructions) together with the
financial institution’s procedures for
withdrawals from SIMPLE IRAs
established at that financial institution,
including the financial institution’s name
and address. The summary description
must be received by the employer in
sufficient time to comply with the
Employee Notification requirements
earlier.
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There is a penalty of $50 per day
imposed on the financial institution for
each failure to provide the summary
description described above. However, if
the failure was due to reasonable cause,
the penalty will not be imposed.
Paperwork Reduction Act Notice. You
are not required to provide the
information requested on a form that is
subject to the Paperwork Reduction Act
unless the form displays a valid OMB
control number. Books or records
relating to a form or its instructions must
be retained as long as their contents
may become material in the
administration of any Internal Revenue
law. Generally, tax returns and return
information are confidential, as required
by section 6103.
The time needed to complete this
form will vary depending on individual
circumstances. The estimated average
time is:
Recordkeeping . . . . 3 hr., 38 min.
Learning about the
law or the form . . . . 2 hr., 26 min.
Preparing the form . . . . 47 min.
If you have comments concerning the
accuracy of these time estimates or
suggestions for making this form
simpler, we would be happy to hear
from you. You can write to the Internal
Revenue Service, Tax Products
Coordinating Committee,
SE:W:CAR:MP:T:M:S, 1111 Constitution
Ave. NW, IR-6526, Washington, DC
20224. Do not send this form to this
address. Instead, keep it with your
records.

Contacting MFS®
Call us with questions about your MFS SIMPLE IRA Plan.
1-800-637-1255
Send your contributions, applications, and other correspondence by mail.
Regular Mail
MFS Service Center, Inc.
P.O. Box 55824
Boston, MA 02205-5824

Overnight Mail
MFS Service Center, Inc
c/o Boston Financial Data Services
30 Dan Road
Canton, MA 02021-2809

MFS does not provide legal, tax, or accounting advice. Any statement contained in this communication (including any attachments) concerning U.S.
tax matters was not intended or written to be used, and cannot be used, for the purpose of avoiding penalties under the Internal Revenue Code. This
communication was written to support the promotion or marketing of the transaction(s) or matter(s) addressed. Clients of MFS should obtain their own
independent tax and legal advice based on their particular circumstances.
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