
Merger Timeline
ADP TotalSource® Retirement Savings Plan



Phase 1: Completing the Merger Approval

At ADP TotalSource®, we strive to offer our clients a world class experience starting from your very first call with us through your plan’s conversion.  The following 
pages are a general guideline of what you should expect during a typical plan merger*.

*ADP TotalSource Retirement Savings Plan documents submitted 45 days prior to effective date.
**Merger assets can only transfer on or, in most cases, after the effective date.
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5-7 days after 
your new plan 
documents are 

submitted

1-2 business days 
after Merger Call

Scheduled 1-2 
and completed 7 

business days 
after “Welcome 

Email” is sent

5-10 business days 
after plan merger 

is approved

7-10 business 
days after 
Adoption 

Agreement is 
signed

Submit within 2 
weeks after 
Merger Call

Transition 
Timeframe 
Discussion

A call will take place 
between your prior record 
keeper, fund manager (if 

applicable) and a Voya
Specialist to determine 

the transition timeframe 
for your merger. We will 

notify you if your 
assistance is needed or if 
your prior record keeper 
requires you to be on the 

call.

Welcome Email

Review the email and 
documentation attached. 

Your Conversion 
Specialist will walk you 
through this email and 
your next steps during 

your Merger Call.

Return Merger 
Documents

After your Merger Call, 
you’ll be asked to 

complete and return 
executed merger 

documents.

Due Diligence

During your Merger Call, 
your Conversion 

Specialist will explain 
what plan documents 
from your prior plan 

provider will be needed 
for ADP TotalSource to 

review. Within 2 weeks, 
these documents will 
need to be submitted.

Discuss required 
documentation and any 
questions you may have 

with your Conversion 
Specialist.

Merger Call

Enrollment materials sent 
to employees 

automatically via email if 
your employer provides 

work email or in the USPS 
mail.

Employee 
Enrollment 
Materials



Phase 2: The Transition Process

Once your Merger Approval is complete, we will continue to work with you to transition your plan. Your Conversion Specialist will work with you throughout the 
process.

Blackout Notice and 
investment mapping is 

provided to you for 
distribution to employees.

Blackout Notice 
and Fund Mapping

15-30 days 
after plan 
merger is 
approved

45-90 days after 
plan merger is 

approved

Blackout Begins

Blackout begins.

5-8 days after receipt 
of data from prior 

record keeper, 
anticipated to be 1-2 

weeks after asset 
transition

Merger Balance 
Live

Merger balance live for 
participants.

6-10 weeks after 
discussion with 

prior record 
keeper

Transition of Assets

Transition of assets from 
prior record keeper to 

Voya Financial®



How do employees enroll?

When can they enroll?

The enrollment guide and password are mailed approximately 40 days prior to 

an employee’s eligibility date. The eligibility date is the later of the first of the 

month following the date in which an employee meets the Plan’s eligibility 

requirements or the Plan effective date. If the Adopting Employer is added to 

the system after the 40-day window begins, the information will go to 

employees immediately.

Generally, deductions will begin with the first paycheck date after the Plan 

effective date.
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Employees can enroll in the Plan directly at 

https://adptotalsource.voya.com via the Voya

participant website upon receipt of their online 

password from Voya via USPS.

Please contact your ADP TotalSource 401(k) 

Specialist today at 844-448-0325.
Questions?
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