
TD Future Builder Group Retirement 
Savings Plan

Sponsor’s Guide to Capital 
Accumulation Plan (CAP) Guidelines



These guidelines are provided to help you administer your 
business’s TD Future Builder Group Retirement Saving Plan. 
Following the correct procedures and knowing where to turn for 
the information you need, will help you provide an effective and 
efficient program for your employees.
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Managing your Group  
Retirement Savings Plan
Online information and resources for sponsors 

The TD Future Builder Group Retirement Savings Plan offers a powerful combination of 
flexibility and online convenience. 

The new TD Future Builder® website provides you with your primary means of managing  
your business’s Group Retirement Savings Plan. Our online tools will help reduce the number  
of manual processes and paper forms required to manage your Plan. 

Manage your Plan anywhere, anytime with 24-hour access 

The TD Future Builder website is available 24 hours a day, seven days a week. Authorized users 
can access straightforward, easy-to-use tools from any Internet connection. Group Retirement 
Savings Plan supervisors can use the site to –

•	Search for your business’s Group Retirement Savings Plan members in the database

•	View business, location and division information, and update contact information

•	View historical contribution request transactions

•	Submit new contribution requests if your business does not use the payroll services  
of Ceridian Canada

•	 Initiate enrollment for new Group Retirement Savings Plan members and provide their 
personal and employment information

•	View historical changes to existing Group Retirement Savings Plan members’ personal  
and employment information

•	Change the password they use to log in

•	Upload and make corrections to your Human Resources Information System (HRIS) files  
(if applicable)



Your business’s Group Retirement Savings Plan members can take advantage  
of the site to –

•	Read educational information about how the Group Retirement Savings Plan works, 
including information about their investment options

•	 Initiate participation in the Group Retirement Savings Plan, initiate beneficiary designations  
and select investment options

•	View and change personal information, including name, address and phone numbers

•	View and print real-time account information, including account summaries and account 
activity, personal rates of return, unit value and performance information, annual statements 
and tax slips

•	Change investment directions for future contributions

•	 Initiate account transactions such as transferring funds between investment options  
and withdrawing or transferring funds outside of their Group Retirement Savings Plan

As you can see, the TD Future Builder Group Retirement Savings Plan website has something  
for everyone.
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Definitions
Capital Accumulation Plan (CAP) 
A tax-assisted investment or savings plan that permits the members of the CAP to  
make investment decisions based on two or more options offered within the Plan.  
The TD Future Builder Group Retirement Savings Plan1 offers plan sponsors two account 
options for their employees: a retirement savings plan (RSP) account and a spousal RSP 
account. The TD Future Builder Group Retirement Savings Plan is a CAP and, therefore, is 
subject to the CAP Guidelines. 

Sponsor 
The sponsor of the CAP may be an employer, trade union, professional organization  
or any combination of these groups that establishes a CAP.

Service provider 
A service provider is any provider of services or advice required by the CAP sponsor in the 
design, establishment and operation of a CAP. TD Asset Management Inc. is a service provider  
to employers who offer the TD Future Builder Group Retirement Savings Plan.

Member 
A CAP member is an individual who has assets in a CAP. An employee who participates  
in the TD Future Builder Group Retirement Savings Plan is a member of this CAP.

Investment funds 
A mutual fund, pooled fund, segregated fund or similar pooled investment product.  
The investment funds available to members participating in a TD Future Builder Group 
Retirement Savings Plan are TD Mutual Funds.2

TD Asset Management Inc. and TD Mutual Funds® are referenced throughout this guide.



Overview
Purpose of CAP Guidelines

The Guidelines for Capital Accumulation Plans (CAP) were released by the Joint Forum of  
Financial Market Regulators for the purposes of (i) outlining and clarifying the rights and 
responsibilities of sponsors, service providers and members, and (ii) ensuring that members are 
given the information and assistance that they need to make investment decisions in a CAP.  

The Guidelines supplement any legal requirement applicable to your Plan. To obtain a copy  
of the Guidelines, go to jointforum.ca and click on “Publications.”
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Summary of responsibilities:  
roles of sponsor, service provider  
and member 
Sponsor

1. Establish the CAP

2. Provide investment information and decision-making tools to members

3. Introduce the Plan to members

4. Provide ongoing communication to members

5. Maintain the Plan

6.  Ensure that termination of the Plan or the membership of an individual within the Plan is 
done in accordance with the terms of the CAP

The sponsor should ensure that decisions about establishing and maintaining the Plan  
and information about how those decisions are made are properly documented and the 
documents retained.

Service provider 

The sponsor may choose to delegate certain responsibilities to a service provider. In such cases, 
the service provider is responsible for following the guidelines delegated to it. The service 
provider should have the appropriate level of knowledge and skill to perform the delegated 
tasks and to provide advice within its area of expertise requested by the sponsor.

Member responsibilities

Participation by members in a CAP brings certain responsibilities. Members are responsible 
for making investment decisions within the Plan and for using the information and decision-
making tools made available to assist them in making those decisions.
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Implementing the CAP Guidelines
Setting up the CAP 

Defining the purpose of the Plan

The sponsor is responsible for ensuring that the objectives of the Plan are clearly defined 
and documented. Two common objectives of a CAP are retirement savings and tax-efficient 
compensation. The TD Future Builder Group Retirement Savings Plan has these objectives.

Choosing a service provider

The decision to use service providers depends on whether the sponsor has the necessary 
knowledge and skills to meet relevant legal requirements and fulfill the responsibilities set  
out in the Guidelines. When selecting a service provider, the sponsor should establish and use 
criteria including –

•	Quality, level and continuity of service offered

•	Professional training, experience, accreditation, reputation and impartiality

•	Understanding of employee benefits and other related rules

•	Cost of service

•	Consistency of service offered in all geographical areas in which members reside

Selecting investment options/investment funds

The sponsor should select the investment options available to Plan members and these  
options should reflect the Plan’s stated objectives. Examples of investment options include 
investment funds, GICs and government securities. The sponsor should ensure a range of 
options is made available to members. The sponsor should consider a variety of criteria when 
choosing investment options, including –

•	Purpose of the CAP 

•	Liquidity, level of risk and fees associated with the investment options

•	Diversity and demographics of the members

The degree of diversification and liquidity and the level of risk associated with  
the investment options are particularly relevant for capital accumulation plans that  
are established for retirement purposes. 
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Where the sponsor chooses investment funds, a sponsor may judge the appropriateness of 
certain investment funds for the Plan with the help of the following criteria –

•	 Investment objectives, strategies, risks, fees and historical performance of the manager 

•	The degree of diversification among funds in terms of style and objectives

•	Compliance with regulations governing conventional public mutual funds

The sponsor should establish a policy if the members do not make an investment choice  
and communicate it to the members before any action is taken.

Transfers among investment options

Members should be given reasonable opportunities to transfer among the Plan’s investment 
options. However, such transfers may be conditional on various factors, including –

•	Purpose of the CAP

•	Liquidity of the investment options

•	Number of options available

•	Risks associated with the various investment options

Maintenance of records

The sponsor must ensure CAP records are prepared and maintained either internally or through  
a service provider. A document retention policy is an important part of records maintenance.  
The Plan’s document retention policy should cover three essential elements –

•	A description of the types of documents to be retained

•	How long various types of documents should be retained

•	Who may access the documents
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Investment information and  
decision-making tools for members 
Investment information and decision-making tools 

The sponsor should provide investment information and decision-making tools to assist 
members in making investment decisions in the Plan. 

The types of information and decision-making tools provided to members depend on  
a number of factors, including –

•	The purpose of the Plan

•	The types of decisions members must make

•	Cost of the information and decision-making tools

•	The location, diversity and demographics of members

•	Members’ access to computers and the Internet

Investment Advice

The sponsor may choose to enter into an arrangement with a service provider, or refer  
the members to a service provider, who can provide the members with advice about their 
investment decisions. 

If the sponsor refers members to a service provider for advice, one of the criteria in selecting 
a service provider should be that individuals offering advice have met the necessary legal 
requirements.
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Introducing the CAP to members
Introducing the Plan

When introducing the Plan, the sponsor should inform members of the purpose of the Plan 
and give them current information on the nature and features of the Plan. This information 
includes –

•	 Investment options

•	How to transfer among investment options, and how long it will take for options to be 
implemented

•	Fees, expenses, penalties and transfer options

•	Policy regarding failure to make investment choices

•	Names of service providers with whom members interact, if applicable

•	Availability of additional information about the Plan

Providing this introduction is a good way to increase member participation and enthusiasm  
in your Plan. 

Member rights and responsibilities

The sponsor should provide members with information outlining their rights and 
responsibilities –

•	Members have the right to access information about the Plan

•	Members have the right to request paper copies of their statements if these are normally 
provided in another format

•	Members are responsible for making investment decisions and knowing that those decisions 
will affect the amount of money accumulated in the Plan

•	Members are also responsible for informing themselves about the Plan, and using the 
documents, information and tools available to them

The sponsor should also recommend that members speak to a financial advisor to obtain 
investment advice, in addition to using the information and tools provided by the sponsor.
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Providing Investment Information
The sponsor should provide members with sufficient detail about investment options to enable 
them to make informed choices. Where the Plan’s investment options include investment 
funds, the sponsor should ensure that members receive such information as –

•	Names of the investment funds and fund managers

•	 Investment fund objectives, type of investments held by the funds and the investment risk

•	Where additional details of the investment funds can be obtained

The sponsor should provide members with information about how to make transfers among 
investment options as well as about possible situations where transfer options may be 
suspended. The sponsor should provide members with a description of all fees, expenses and 
penalties relating to the Plan that are payable by members. An outline of how members can 
access additional information related to the Plan and a description of the type of information 
available should also be provided to members.

Ongoing communication to Plan Members

The sponsor should regularly provide information to members about their CAP accounts 
and the performance of the investment funds available in their Plan, and provide additional 
information as requested by members.

TD Future Builder Group Retirement Savings Plan members can view and obtain  
their TD Mutual Funds Simplified Prospectuses online via the TD Future Builder website. 
The Prospectuses are written in simple, easy-to-understand language and provide detailed 
information concerning the investment funds.



Member statements

The sponsor should provide members with a Plan statement at least annually. Member 
statements are key components of communication with members. The sponsor should provide 
members with paper copies of their statements at their request if another format is standard. 
Members’ statements should include the following information –

•	Summary of investments by type

•	 Investment activity: opening balance, contributions, withdrawals, net change in value of 
investments and closing balance

•	 Investment funds: name of fund, number of units, value of each unit, total investment value 
and per cent of total investments

•	Summary of transactions

•	How to obtain specific information about each investment option, including fees and 
expenses, transaction details, transfer options and other information

TD Future Builder Group Retirement Savings Plan members can view and print  
real-time account information including balances and annual statements via the TD Future 
Builder website.
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Access to information and changes to the investment option

The sponsor should ensure members –

•	Have access to additional investment fund information and transaction details, if not 
included in the member statement 

•	Are advised in advance of significant changes in investment options

•	Are notified in advance if an investment option is added, removed or replaced and what 
action members must take in these cases

Performance reports for investment funds

The sponsor should report, at least once a year, on the performance of investment funds held 
in the Plan account. The report should include –

•	Fund name

•	Name and description of benchmark for the fund

•	Benchmark returns, including historical performance

•	Whether investment performance is gross or net of fees and expenses

•	Explanation of method used to calculate fund performance

•	A statement that past performance does not necessarily indicate future performance
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Advance notices of any significant changes to any of the investment options are provided 
to all holders of the investment option.



Maintaining the CAP

It’s important for the sponsor to ensure the CAP continues to serve its purposes. The sponsor 
should establish criteria for periodic review of the –

•	Services offered by the service providers

•	 Investment advice provided by the service providers

•	Maintenance of the Plan’s records 

•	Decision-making tools provided to members

The sponsor should establish the criteria and review at least annually the investment options 
and determine if the options continue to meet the purposes of the CAP and the investment 
objectives of the members participating in the CAP. 

The sponsor should review any complaints arising from the servicing of the CAP.

Terminating the CAP

If a CAP is terminated, the sponsor should promptly provide information  
to members regarding –

•	The options available to each member

•	Any actions that are required in respect to the members’ options

•	Any deadlines for member action

•	The manner in which assets will be liquidated or distributed

•	Any default options that may apply if no action is taken

•	The impact that termination of the Plan will have on each investment option
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Termination of a member’s participation in the Plan

A member’s participation in a Plan may be terminated because of retirement, death  
or termination of employment. The sponsor is responsible for providing information to 
terminating members about –

•	The options available 

•	Any actions the member must take

•	Deadlines for member action

•	Default options that may be applied if no action is taken

•	The impact of termination of Plan membership on each investment option 
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TD Future Builder Group Retirement Savings Plan simplifies the process for the sponsor  
and makes the transition easier for terminating members. Upon online notification from  
the sponsor, TD Future Builder will provide an information package to the terminated 
member which outlines their transition options. Terminated members are required to 
transfer their RSP from the TD Future Builder Group Retirement Savings Plan within 90 days 
of the date the information package is issued. 



Executive summary:  
review of sponsor’s guide

Executive summary of CAP Guidelines

This executive summary provides a list of tasks that should be performed by the sponsor, 
member and your service provider. As you will notice, TD Future Builder assists the sponsor  
in meeting a number of the CAP Guidelines.

This guide summarizes, for information purposes only, the responsibilities of the sponsor  
as outlined in the Guidelines for Capital Accumulation Plans released by the Joint Forum  
of Financial Market Regulators, and should not be interpreted as a legal document. For more 
information, please refer to the said Guidelines.
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Sponsor Member
TD Future 

Builder

Establish the Capital Accumulation Plan (CAP)

Define the purposes of the CAP X X

Decide whether to use service providers X

Select service providers X

Select investment options offered in the Plan X X

Review transfer options within the Plan X X

Maintain Plan records X X

Establish a policy regarding default investment options X X

Investment information and decision-making tools

Provide investment information X X

Provide investment decision-making tools X X

Determine investment advice provider X

Introduce the Plan to members 

Provide Plan details X X

Provide information about investment options X X

Provide details on transferring among investment options X X

Provide information about fees, expenses and penalties X X

Provide details regarding where members can obtain  
additional information

X X

Member rights and responsibilities

Request copy of statement, if not paper-based X

Review and stay informed about the Plan details X

Make investment decisions X

Use decision-making tools X

Obtain investment advice, if required X

Ongoing communication to members 

Provide Plan statements X X

Provide access to additional information X X

Report on significant changes in investment options X X

Advise when adding an investment option to the Plan X X

Advise when removing/replacing an investment option from the Plan X X

Report performance of investment funds X X

Maintaining a CAP

Review service providers X

Review service providers who provide investment advice X

Review investment options X

Review records maintenance X

Review decision-making tools X

Termination Options

Communicate termination of a Plan to members X X

Communicate options to member terminating from the Plan X X
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Commissions, trailing commissions, management fees and expenses all may be associated with mutual fund investments. Please read the prospectus, which contains detailed investment 
information, before investing. Mutual funds are not covered by the Canada Deposit Insurance Corporation or by any other government deposit insurer and are not guaranteed or insured. 
Their values change frequently. There can be no assurances that a money market fund will be able to maintain its net asset value per unit at a constant amount or that the full amount of 
your investment will be returned to you. Past performance may not be repeated.  Mutual fund strategies and current holdings are subject to change.   1 TD Future Builder Group Retirement 
Savings Plan is provided by TD Asset Management Inc. (“TDAM”), a wholly-owned subsidiary of The Toronto-Dominion Bank.   2 TD Mutual Funds are managed by TDAM.  Available through 
TD Investment Services Inc. (principal distributor), TD Waterhouse Canada Inc. (Member of the Canadian Investor Protection Fund) and independent dealers.   ®/ The TD logo and other 
trade-marks are the property of The Toronto-Dominion Bank or a wholly-owned subsidiary, in Canada and/or other countries.

Website Information

Capital Accumulation Plan (CAP) Guidelines,  
issued by the Joint Forum of Financial Market Regulators 

jointforum.ca 

Click on “Publications.”

Sponsor Administrative Support

Sponsors that require assistance with their TD Future Builder Group Retirement Savings 
Plan may contact our dedicated TD Future Builder Service & Quality Department.

Phone toll-free: 1-855-233-5624

Member Assistance

Phone toll-free: 1-855-205-1115 or visit TDFutureBuilder.com

532410(0713)


