
Trustee Meeting Minutes: The Why and How 
During an employee benefit plan audit, there are a few common questions you can expect to arise. 
One of the most common is: how important is it to have board minutes from trustee meetings and 
what should those meeting minutes contain?  Trustees have been charged with the responsibility of 
administration and management of the plan on behalf of the participants.  This can seem especially 
intimidating when your business core process does not encompass the administration of a 
retirement plan. But fear not; we are here to help! Below, we address the importance of keeping 
accurate meeting minutes and what they should encompass.   

Why are trustee meeting minutes important? 
 
Meeting minutes provide a formal record documenting the decisions and decision making process 
made by the board of trustees.  Under the Employee Retirement Income Security Act (ERISA), 
trustees are required to perform certain responsibilities in order to fulfill their roles as plan 
fiduciaries.  Board meeting minutes demonstrate the fulfillment of those ERISA fiduciary 
responsibilities by providing a written record of the board’s decision making process throughout the 
year.  Minutes can be an invaluable tool when building a defense against a breach of fiduciary duty 
claim.   
 
An investigation by the Department of Labor (DOL) always begins with a request for copies of the 
trustee meeting minutes for the period under examination.  The ability to produce accurate and 
concise meeting minutes will communicate how well organized the fiduciary committee is.  This sets 
the tone for the entire DOL investigation.    

What should be included in trustee meeting minutes? 
 
Minutes taken during a meeting are much more likely to represent the information presented 
during the meeting as opposed to preparing meeting minutes several weeks or even months after 
the meeting has occurred.   
 
The trustee meeting minutes should always begin with documentation and approval of the prior 
meeting minutes.  Additionally, minutes should include the date, time, and place of the meeting 
and attendees.  The documentation should also include any guests in attendance, such as 
consultants and professionals.   
 
Pertinent plan matters discussed and decisions made regarding plan matters are all included in 
meeting minutes.  The board will want to formally adopt any changes to the plan document 
governing the plan and include periodic updates as required by the DOL.  As the board decides to 
update or change elements of the plan or plan policies, these decisions are excellent candidates to 
be included in the board minutes.  If there are any supporting documents presented during the 
meeting it should also accompany the formal record.   
 



In recent years, legislation regarding the assessment of reasonableness of plan fees has been a big 
topic of discussion.  The board’s fiduciary responsibilities require them to choose and monitor the 
fees from plan service providers.  There should be a documented process for comparing and 
understanding the fees that are paid from the plan.  In addition, the documentation is to include 
how often this comparison is to take place and the decision to hire a service provider based on the 
information derived from the process.  
 
With a little effort, the production of board minutes has the ability to pay large dividends should the 
plan fiduciary responsibilities ever come into question.  Well documented meeting minutes have 
the ability to serve the board well when it comes to fiduciary compliance, and working with a 
qualified CPA can help you avoid the pitfalls.  
 
If any of your questions or concerns are left unaddressed, it would be our pleasure to assist. 
Contact one of our Employee Benefit Audit Experts at (209)527-4220 or contactus@gccpas.net. 
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