








SPARK ARPC Candidate Handbook

Appendix

Development and Administration of the ARPC Certification Program

Professional Development Solutions, LLC (PDS) in partnership with the Society of Professional Asset-
Managers and Record Keepers (SPARK) formed the SPARK ARPC Certification Committee in 2009 to develop
and administer the Accredited Retirement Plan Consultant (ARPC) certification program. The ARPC
examination is designed to measure the knowledge and skills required for competent and effective
performance in the retirement plan industry.

The exam is developed through a collaborative effort between the ARPC Certification Committee, subject
matter experts, and expert testing consultants. The content of the ARPC exam is based on a job analysis study
performed in 2008. The job analysis study was conducted to identify the practice, tasks performed, and
knowledge required for effective performance of retirement plan consultants on the job. A diverse group of
subject matter experts participated in developing a job analysis survey that identified a list of knowledge
required for the competent and effective performance of tasks carried out by retirement plan consultants.
The survey was then distributed to a group of ARPCs that represented various geographical locations,
organizations, and experience levels for validation. The outcome of this process was the development of a set
of exam specifications that has been used to develop the questions on the ARPC exam. This job analysis and
exam specifications development process will be repeated periodically to ensure exam content remains
relevant.

Once the exam content outline was finalized, a diverse group of subject matter experts participated in writing
and reviewing exam questions. Each exam question was reviewed for accuracy, clarity and bias. The final
exam was reviewed and approved by the SPARK ARPC Certification Committee.

As an initial step in meeting the compliance requirements for professional designations, PDS and SPARK
intend to apply for accreditation of the ARPC program from the National Commission for Certifying Agencies
(NCCA).

We appreciate the experience, expertise and significant effort provided by members of the ARPC Certification
Committee:

Daniel Notartomaso, Citizens Bank, Committee Chair

Beverly Alleman, Alliance Benefit Group of lllinois, Committee Vice Chair

Virginia Miller, Bank of America, Committee Secretary/Treasurer

Christopher Barrett, Transamerica

Dan Campanelli, ADP

Rosemary Graham, Professional Development Solutions, LLC Certification Manager
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W ARPC Candidate Application Instructions,

Special Accommodations and Fee Information

Application Completion Instructions

A completed application must be submitted to apply for approval as a candidate for the SPARK Accredited Retirement Plan
Consultant (ARPC) designation. The application must include the following forms which have been completed, signed and dated:

=  Candidate Application
= Supervisor Recommendation(s)

Important:

To demonstrate that you have completed the eligibility requirements, you must define your
eligibility period (1 year of full-time experience in the financial services industry with at least 2,000
hours of which 25% of your time was spent on retirement plan products and services) and attach

a recommendation from each of your supervisors during that period.

Incomplete applications will be returned to the applicant without consideration.

Complete applications will be reviewed for approval. Notification of approval/disapproval of the application will be provided by
email within 10 business days of the receipt of the application.

Notification of approval of your candidacy will include instructions on how to schedule the ARPC exam.

Special Accommodations

The ARPC designation program is committed to equal access for all certification candidates and complies with the Americans with
Disabilities Act. Reasonable examination accommodations will be made at no extra charge to individuals with documented
disabilities. Documentation must be submitted by candidates from a qualified professional and must include a written list of the
requested exam accommodations. Should you require special accommodations, please contact the Certification Manager at
r.graham@profdevsolutions.com.

Fee Schedule

Nonrefundable Exam Fee: $150
Application Fee (waived with purchase of SPARK online training program) $300
Retest Fee $150
Annual Renewal Fee (waived with purchase of a SPARK online CE course) $ 75
Reinstatement Fee S 50

Optional Training Fees*

ARPC Manual (hardcopy) $125
Online courses including ARPC Manual (electronic) $600
Annual online CE course $125

*For information regarding discounts and classroom training options,
contact v.henry@profdevsolutions.com

Return your completed application and attachments to:
Professional Development Solutions, LLC, 6 Edgewood Drive, Barrington, RI 02806
Email: r.graham@profdevsolutions.com or Fax: 401-429-6135
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w ARPC Candidate Application

Contact Information

First Name M Last Name

Company Title

Mailing Address

City State Zip

Phone Number Email Address

Eligibility Information

O I have completed 1 year of full-time experience in the financial services industry (at least 2,000 hours, of which 25% of my time was
spent on retirement plan products and services) during the following period:

Eligibility Period:

Start Date Completion Date

O Attached are recommendations from my supervisor(s) during the eligibility period in which I held the following positions:

Company Title Dates of Employment

Company Title Dates of Employment

Certification and Signature

O | certify that all information provided in this application is accurate and complete, | authorize verification of this information and |
apply for acceptance as a candidate for the SPARK Accredited Retirement Plan Consultant (ARPC) designation.

Signature Date

Order and Payment Information

Application Fee

Exam Fee

Optional Study Materials: [ Participant Manual [dOnline Courses

Special accommodations due to a disability (attach description of special need)

Master Card QVISA [ American Express [ Discover [ Check S

ocaaaaa

Total Payment Amount

Cardholder Name

Card Number Expiration Date Authorized Amount

Cardholder Signature Date

Return this completed form and attachments to:
Professional Development Solutions, LLC, 6 Edgewood Drive, Barrington, Rl 02806
Email: r.graham@profdevsolutions.com or Fax: 401-429-6135
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Candidate Information

Supervisor Recommendation

First Name MI Last Name
Company Title Date of Hire
Candidate Position History
Title/Type of Position Dates in Position
Title/ Type of Position Dates in Position
Title/Type of Position Dates in Position
Supervisor Information

First Name Mi Last Name

Company Title

Mailing Address

City State Zip

Phone Number

Supervisor’s Certification and Recommendation

Email Address

O | certify that | am/was the applicant’s supervisor, and while reporting to me, the candidate had, in the positions identified above
years of full-time experience in financial services, with at least

products and services.

% of that time spent working on retirement plan

| understand that 1 year of full-time experience is defined for these purposes as at least 2,000 hours, and that qualifying work
experience includes sales of retirement products, providing customer service related to retirement products, marketing, and

providing participant servicing.

O | recommend this applicant for acceptance as a candidate for the SPARK Accredited Retirement Plan Consultant designation,
O | certify that all information provided on this form is accurate and complete to the best of my knowledge, and
O I am willing to be contacted by SPARK for verification of this information.

Signature

Attach to completed registration application and return to:
Professional Development Solutions, LLC, 6 Edgewood Drive, Barrington, Rl 02806
Email: r.graham@profdevsolutions.com or Fax: 401-429-6135
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ARPC Exam Outline
(28%0) | - Fact Finding

A. OBTAIN BASIC EMPLOYER INFORMATION (e.g., INDUSTRY, TYPE OF ORGANIZATION, SIZE,
PROFITABILITY, CORPORATE CULTURE, EMPLOYEE DEMOGRAPHICS).

The competent and responsible performance of this task requires knowledge of:

» Retirement plan selection factors
» Information sources (e.g., RFP, website, filings)

B. OBTAIN INFORMATION ABOUT EMPLOYER’S NEEDS AND THE STATUS OF ANY CURRENT
RETIREMENT PLAN (e.g., RETIREMENT PLAN OBJECTIVES, INVESTMENT GOALS, EXISTING PLAN
PERFORMANCE AND PARTICIPATION).

The competent and responsible performance of this task requires knowledge of:

Retirement plan selection factors

Information sources (e.g., RFP, website, filings)

Retirement plan types

Retirement plan features

Investment options and features

Plan documents

Plan reports and filings

Compliance requirements, including nondiscrimination testing

v v Vv Vv Vv Vv v Vv

C. OBTAIN INFORMATION ABOUT THE EFFECTIVENESS OF AND EMPLOYER SATISFACTION WITH THE
CURRENT RETIREMENT PLAN (e.g., SERVICE LEVELS, COMPLIANCE, INVESTMENTS).

The competent and responsible performance of this task requires knowledge of:

Retirement plan selection factors

Information sources (e.g., RFP, website, filings)

Retirement plan types

Retirement plan features

Investment options and features

Plan documents

Plan reports and filings

Compliance requirements, including nondiscrimination testing

Service levels (e.g., call center metrics, accuracy and timeliness of deliverables)
Industry benchmarks and best practices

Fiduciary requirements (e.g., 404(c), QDIA, prohibited transactions)
Employee communications, education and investment advice programs

VvV v VvV VvV VvV VvV VvV VvV VvV VvV v v
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(30%) |11 — Analysis

DETERMINE EMPLOYER’S RETIREMENT PLAN NEEDS (e.g., MATCHING EMPLOYER SPECIFIC INFORMATION
WITH AVAILABLE PLANS, PLAN FEATURES AND COSTS, AND VENDOR CHARACTERISTICS AND CAPABILITIES).

The competent and responsible performance of this task requires knowledge of:

Retirement plan selection factors

Information sources (e.g., RFP, website, filings)

Retirement plan types

Retirement plan features

Investment options and features

Plan documents

Plan reports and filings

Compliance requirements including nondiscrimination testing

Service levels (e.g., call center metrics, accuracy and timeliness of deliverables)
Industry benchmarks and best practices

Fiduciary requirements (e.g., 404(c), QDIA, prohibited transactions)
Employee communications, education and investment advice programs

v v VvV VvV VvV VvV VvV VvV VvV VvV v Vv

Formulate a retirement plan solution.
The competent and responsible performance of this task requires knowledge of:

Retirement plan selection factors

Information sources (e.g., RFP, website, filings)

Retirement plan types

Retirement plan features

Investment options and features

Plan documents

Plan reports and filings

Compliance requirements, including nondiscrimination testing

Service levels (e.g., call center metrics, accuracy and timeliness of deliverables)
Industry benchmarks and best practices

Fiduciary requirements (e.g., 404(c), QDIA, prohibited transactions)
Employee communications, education and investment advice programs
Provider characteristics, capabilities and pricing

Competitive landscape

Vv Vv VvV VvV VvV VvV VvV VvV VvV VvV VvV VvV v Vv
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(15%) 111 - Proposal Preparation and Presentation

Present the retirement plan proposal and associated recommendations.

The competent and responsible performance of this task requires knowledge of:

Vv vV VvV VvV VvV VvV VvV VvV VvV VvV VvV VvV VvV VvV v v

Retirement plan selection factors

Information sources (e.g., RFP, website, filings)

Retirement plan types

Retirement plan features

Investment options and features

Plan documents

Plan reports and filings

Compliance requirements, including nondiscrimination testing

Service levels (e.g., call center metrics, accuracy and timeliness of deliverables)
Industry benchmarks and best practices

Fiduciary requirements (e.g., 404(c), QDIA, prohibited transactions)
Employee communications, education and investment advice programs
Provider characteristics, capabilities and pricing

Competitive landscape

Plan implementation process

Plan establishment or conversion responsibilities

(12%) 1V - Retirement Plan Implementation

Prepare the employer for and assist in new plan implementation or existing plan conversion (e.g.,
setting expectations, obtaining plan documents, installing investments and educating participants).

The competent and responsible performance of this task requires knowledge of:

v v v Vv v Vv

Plan documents

Plan reports and filings

Compliance requirements, including nondiscrimination testing
Fiduciary requirements (e.g., 404(c), QDIA, prohibited transactions)
Plan implementation process

Plan establishment or conversion responsibilities
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(15%) V- Service

Assist in measuring and monitoring the achievement of retirement plan objectives and deliverables
(e.g., including employee participation, investment performance, employer accountability and
meeting fiduciary responsibilities).

The competent and responsible performance of this task requires knowledge of:

Retirement plan selection factors

Information sources (e.g., RFP, website, filings)

Retirement plan types

Retirement plan features

Investment options and features

Plan documents

Plan reports and filings

Compliance requirements, including nondiscrimination testing

Service levels (e.g., call center metrics, accuracy and timeliness of deliverables)
Industry benchmarks and best practices

Fiduciary requirements (e.g., 404(c), QDIA, prohibited transactions)

Employee communications, education and investment advice programs
Competitive landscape

Service reviews (e.g., review of plan, investments, education programs, participation rate)

VvV VvV VvV VvV VvV VvV VvV VvV VvV VvV VvV v v Vv
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