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Once you have identified your Roth catch-up required population for the last payroll of 2025, you’ll 
need to add your participant information into Vanguard’s Roth Catch-up Required Population 
(RCRP) template for each one of your plans. 

Important: You must submit a separate template for each individual plan. Do 
not combine data from multiple plans into a single spreadsheet.

The RCRP template contains fields marked as either “required” or “optional.” Vanguard cannot 
process your data unless all required fields are completed. Optional fields may be left blank and 
will still be accepted.
1.	 Optional: Your Vanguard Plan name 

2.	 Required: Your Vanguard Plan # (Six-digit plan number | Ex: 055001)

3.	 Required: FICA compensation year (Four-digit year | Ex: 2025)

Note:  This defaults to 2025 and cannot be 
changed for the first-year submission.

4.	 Optional: Participant name (This can be formatted as Last name First name or First name 
Last name)

5.	 Required: Social Security Number (SSN) (Nine-digit number)

Note: You may format SSNs with or without 
hyphens. Employee IDs may not be substituted 
for SSNs.

6.	 Required: Exceeded FICA Wage Threshold indicator (This field shows whether or not a 
participant earned more than $150,000 in FICA wages during the prior year.) 

Important: Indicator values may be entered as “Y”, “N”, “Yes”, or “No”.

•	 Participants who exceeded $150,000 should be marked as “Y” or “Yes”.

•	 Participants who did not exceed this amount should be marked as  
“N” or “No”.

•	 Plan sponsors are not required to submit data for participants who did not 
exceed the $150,000 threshold but may do so by labeling those employees 
with an “N” or “No”.
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Upload
When you are ready to upload your template(s), log on to My Plan Manager™ with your credentials 
and use the global navigation to upload your Roth catch-up required population: 

Plan Admin > Administration activities > Upload data files

Upload data files

Plan Admin 

The Upload data files window should automatically pop up. Drag your file to this window or 
browse to its location on your system to attach it. 

browse
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Click Upload files once the file has successfully attached.

Upload files

An “Upload successful” status message will indicate that the file has been correctly uploaded to 
our system. Errors will be shown for any required data that is missing or incorrectly formatted.
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Once the file has been uploaded, you should see the status of Received on the Processing tab. 

Note: It may take several minutes 
for the status to change to Activity 
completed and to display on the 
Completed tab.
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Reporting
A new callout on the bottom left of your screen provides quick access to view your Roth catch-up 
required population report. Once the activity has been completed, click the Go to Reporting → link 
to view the report. 

Go to Reporting
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A Roth catch-up required population report template has been created to view your submitted data. 

Enter “Roth catch-up” in the search box to filter the list of reports. The Roth catch-up required 
population report will display.

Click the (insert 3 dot icon)  icon under the Action column and select Run from template.

Run from template
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Select your plan(s).

Select the date.
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Select your data. The report template includes pre-selected data with a new Roth catch-up 
required employee data point. Data points can be added or removed to further customize  
your report. 

Click Run report to view the data points that you’ve selected. 
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The report can be viewed within My Plan Manager™ or downloaded as a .csv file.

The Roth catch-up required employee column will reflect “Active next year” or “Inactive next 
year” for population data that is uploaded in 2025, considering that these statuses will not take 
effect until 2026.
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FAQs
What are the required fields that need to be 
input into the template?

There are four required fields on the template: 
1.	 Your six-digit Vanguard plan #

2.	 FICA compensation year

3.	 Social Security Number

4.	 Exceeded FICA wage threshold indicator

Can Employee IDs be submitted on the RCRP 
template instead of Social Security Numbers 
(SSNs)?

No, Vanguard requires nine-digit Social 
Security Numbers; we cannot accept 
employee IDs in this field.

When does the Roth Catch-up Required 
Population (RCRP) template need to be 
submitted to Vanguard?

Plan sponsors are required to submit this 
information to Vanguard through My Plan 
Manager™ using the designated template 
after the final payroll of the year on an  
annual basis.

Vanguard will start accepting the file 
in December 2025 if the population is 
known in advance of January 1, 2026. The 
template should be submitted as soon as 
administratively feasible by plan sponsors.

How often does the template need to be 
submitted to Vanguard?

The Roth Catch-up Required Population 
(RCRP) template will need to be submitted 
to Vanguard at least on an annual basis 
following the last payroll of the year.

Do I need to upload a separate template 
for each one of my plans, or can I include all 
participants from every plan in one template?

You must submit a separate template for 
each plan because the data is specific to 
that plan. Do not combine participants from 
multiple plans into a single template.

Do I need to submit my entire participant 
population or only the Roth catch-up required 
participants?

Plan sponsors are only required to submit 
participants who are subject to the Roth 
catch-up rule—those with more than 
$150,000 in FICA wages from the prior year. 
You may include participants who earned less 
than $150,000, but they must be marked as 
“N” or “No” in the template.

If participants are mistakenly left out of  
the template uploaded to Vanguard, do  
I need to upload a corrected version to My 
Plan Manager?

If a previously submitted template omitted 
participants, plan sponsors should do one of 
the following:
•	 Create a new template that includes only 

the missing participants and upload it again 
through My Plan Manager. Vanguard will 
retain the original data. Or

•	 Add the missing participants to your 
previously submitted template and reupload 
it again to My Plan Manager. 
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What type of reporting is available on My 
Plan Manager for the new Roth catch-up 
contribution requirements?

Once your RCRP template has been uploaded 
successfully, a new Roth catch-up required 
report will be available to run in My Plan 
Manager. Plan sponsors can also create a 
custom report using the new Roth catch-
up required employee data point within 
Reporting.  

© 2025 The Vanguard Group, 
Inc. All rights reserved.  

252039 112025


