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What is the To Do List? The To Do List is an online tool located on the Plan 
Service Center (PSC) allowing plan sponsors the ability to manage the approval 
of disbursements and loans.  This includes immediate notification of missing 
information, a reduction in administrative work, and increased security and 
participant privacy.

How does it work? Disbursement or loan requests submitted by the participant 
(either via paper form or initiated on the participant website) is routed to the To Do 
List if the request is incomplete or final approval is required. An e-mail is 
generated daily to all plan To Do List users to notify them of pending items. Note –
if the participant request contains all necessary information to be processed, it will 
not be routed to the To Do List.

Who can authorize these items? Only To Do List users that are authorized plan 
signors may provide final approval.

Can you have ‘view only’ access to the To Do List?  Yes.  ‘View only’ or 
Inquiry access can be established for certain plan users allowing them to view 
items but not complete or give final approval.  At least one plan user should have 
Full access which allows the user to update or approve To Do List items.

Once a participant requests a disbursement, how long before it appears on 
the To Do List? If the request is submitted prior to market close, a pending item 
will appear on the To Do List the same business day.  Anything received after 
market close will appear on the To Do List the next business day.

To Do List Overview

Note – PDI not required for To Do List 
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To Do List Disbursement Reasons
The following disbursement reasons are routed to the To Do List if 
applicable to the plan:

» Employment Termination (Separation of Service)
» Retirement
» Age 59 ½
» Hardships
» In Service Withdrawals
» Minimum Distributions
» QDRO
» Death Claim
» Disability
» Loans
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To Do List ‘Steps’

Disbursement 
Reason

Termination 
Date

Spousal 
Consent
(if applicable 
to the plan)

Vesting  
(if 
applicable 
to the plan)

Death 
Certificate

Death 
Date

Disability 
Date

Disability 
Certification

Mortgage 
Paperwork 
Review

Prior 
Defaulted 
Loan 
Override

Final 
Approval

Special 
Considerations
(see footnotes)

Employment 
Termination 
(Separation of 
Service) X X X X 1
Retirement X X X X 1
Age 59 ½ X X X 1
Hardships X X X 1
In Service 
Withdrawals X X X 1
Minimum 
Distributions X X X X 1
QDRO X 2
Death Claim X X X X 2
Disability X X X X X 2
Loans X X X X X 1, 3, 4

4 - Prior Default Override step will appear if plan allowed.

1 - Spousal Consent step will appear when participant vested account balance >5K.
2 - Final Approval is always required for this disbursement reason.
3 - Mortgage Paperwork step will appear if plan allowed.
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Authorized signors/plan administrators who have access to the To Do List would 
receive an e-mail notification from Plan Technical Support (PTS) stating they
have outstanding items on their To Do List.  When user logs in to the PSC, they 
would also see a warning message on the Start Page stating that they have 
items on their To Do List.
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Once in the To Do List, a list of pending items will appear.  To access these 
items, click on the reference number, SSN, or participant name.
To refresh, click on the Refresh List box located at the bottom of the screen.
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The plan sponsor has the option of viewing the participant request.  Please note only 
hard copy requests will be available to view.  For requests initiated online there would 
not be a copy of a paper request to view.
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View Participant Request
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The requests are stored in Adobe Acrobat Reader format (.pdf).

View Form
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View Details
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Tax Info.
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Loan Offset Info.
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Payee Info.
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The plan sponsor will click the portion of the disbursement that is incomplete to 
view the details of the transaction.  



15

Providing Incomplete Information
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Once all items are in a complete status, the plan sponsor may select the submit 
box.  This will send the request to be processed.
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Request successfully submitted
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Benefits of the To Do List
» The To Do List helps expedite the distribution process

» Secure delivery of forms to the employer via Plan Service center
instead of private participant information being delivered by fax

» Time savings for plan sponsors
» Forms can be set up to remove the plan signature complete 

and all withdrawals can be approved online, so participants do 
not have to contact the plan

» Rejected forms are returned online instead of by fax.   
Information for research and approval is all in one place at the
plan sponsors fingertips.

» Participants will receive their checks in a more timely manner

» Easy tracking of outstanding items
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How do Plans Activate This Feature?
» Conversion plans can set this up at the time of conversion

» For an existing plan or plans that choose to add this at a later date, 
the MetLife Account Executive completes the Plan Change (Non-
Amendment) Form.  The FASCore Account Manager can assist 
with the completion of this form.  This will initiate the set up process

» The plan will need PSC Access for authorized approvers and an 
authorized approver listing on file



Thank You!


