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A Stock Plan Professional's Guide to 
Implementing a Provider  

Julie Mrozek, CEP, Stock & Option Solutions, Inc. 
Joseph Miceli, Fidelity Stock Plan Services 
 

Disclaimer 
• The following discussion and examples do not 

necessarily represent the official views of Stock & 
Option Solutions, Inc., or Fidelity Stock Plan Services, 
with respect to any of the issues addressed. 
Moreover, this presentation and the views expressed 
by the individual presenters should not be relied on 
as legal, accounting, auditing, or tax advice. The 
outcome of any individual situation depends on the 
specific facts and circumstances in which the issue 
arises and on the interpretation of the relevant 
literature in effect at the time. 

• Anyone viewing this presentation should not act 
upon this information without seeking professional 
counsel and/or input from their advisors. 
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Materials Slides 

http://www.sos-team.com/pdfs/implementation.pdf  
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Agenda 

• Implementation Process  
– Define 
– Design 
– Develop 
– Deliver 
– Post-Live 

• Project Management Tools 
– Weekly Meetings 
– Issues Log 
– Project Status Notes/Updates 

• Implementation Considerations 
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Implementation Process and Methodology 

 
Data Conversion 
• Load/Test Data  
• Interface Files 
• Communication 
Approval  

 
Discovery Process 

• Plan Rules 
• Data Conversion 
(mapping)  

• Reporting Needs 
- Financial,  Admin 

• Communication  
Strategy 
 

Project Management Process 

De�ne Design Develop Deliver 

Project Kick O� 
•Roles & a 
 Responsibilities 
•Project Plan 
•Go-Live Date 
•Data Audit 

 
 

 
Go Live 
• Audit /Sign-O� 
• Operational  
   Readiness 
• Trading Begins 
  

Post Go Live 
• Audit Binder 
• Pending Items 
• FAS Conversion 
• Transition 
 

Post Live 

DEFINE 
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Project Kick O� 
•Roles &  Responsibilities 
•Project Plan 
•Go-Live Date 
•Data Audit 
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Roles and Responsibilities 

Vendor 

Implementation Manager 

Data Conversion Manager 

Communications Consultant 

Financial Reporting Consultant 

Operations Consultant 

Account Manager 

 

Client 

Project Lead (internal/external) 

Stock Plan Services  

Finance/Accounting 

IT/HRIS 

Communications 

Payroll (internal/external) 

Human Resources 

Legal 

Internal Audit 

Treasury 

 

Sample Project Plan 
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Project Plan Columns 
 
• Task # 
• Type 
• Action Item 
• Owner 
• Target Due Date 
• Start Date 
• Complete Date 
• % Complete 
• Status 
• Additional Notes 
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Project Plan/Go-Live Considerations 

• Holidays (domestic and international) 
• BOD Meetings/Shareholder Meeting 
• Earnings Releases 
• Blackouts 
• Company Events (all-hands, off-site sales meetings) 
• HR Events (annual review cycle, benefits open enrollment) 
• Payroll Dates 
• New Award Dates 
• Release Dates/Large Vest Dates 
• ESPP - purchase dates/enrollment dates 
• Stock Plan Services - other key dates (proxy) 
• 10b5-1 Plans - trading days 
• Accounting Periods 
• Vacations 
• Pending Acquisitions 
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Data Audit  

DESIGN 

 

Discovery Process 
• Plan Rules 
• Data Conversion (mapping)  
• Reporting Needs 

- Financial,  Admin 
• Communication Strategy 
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Discovery Meeting 

• Open Format 

• Client Questionnaires 

• Plans/Grant Types 
– Plan nuances 

– Current Data/System Issues 

• Financial Reporting 

• Communications 

• Future Plans 

• Wish List 

Data Mapping 
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Reporting Requirements 

• Map existing / frequently used report to reports in new system 
– Administrative 
– Financial 
– Proxy 

• ASC 718 
• Exec Comp Disclosure (Reg S-K) 

– Exports 
• Payroll / Taxable Income / Withholding 

– Section 16 
– Participant Communications 
– Grant Planning 
– Broker/Transfer Agent 
– Audit/Security 
– Error Checking 
– Which spreadsheet functions can be automated in the new 

system? 
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Communications Strategy 
• Opportunity to re-educate your employees regarding the 

benefits of your company’s equity compensation plans  
• Consider varying your communications based on audience 
• Provide some lead time to your employees prior to the 

conversion date to the new record keeper 
• Test communication materials with a few employees outside the 

implementation team 
• Determine best method to communicate with your employees 

(e.g. electronic or paper-based) 
• Think about other events that may be communicated to 

employees around the same time as conversion 
• Conversion may be a one-time event, but consistent 

communication post conversion is just as important to solidify 
the change 
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DEVELOP 
 

 

Data Conversion 
• Test/Load Grants  
• Interface Files 
• Communications Approval  

Interface Files 
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Vendor 
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Communication Approval 
• Stock Plan Services  
• Communications 
• HR 
• Legal 
• Vendor 
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DELIVER 
 

 

Go Live 
•Audit / Sign-O� 
•Operational Readiness 
•Trading Begins 
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Final Checklist 
• Final data sign-off 
• White list vendor email domain 
• Establish trading blackout, if any 
• Broadcast messages on new and outgoing 

vendor sites 
• Employee notification 
• Live-date announcement vendor & client 

POST-LIVE 
 

Post Go Live 
•Audit Binder 
•Pending Items 
•FAS Conversion 
•Transition 
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Post-live 
• Lessons learned meeting / review 
• Phase 2 – additional enhancements 
• Audit binder completion / hand off 
• Updated SOX controls 
• Financial reporting completion 
• Conversion team may stay involved until 

first major event after go-live 
– Release  
– Quarter end/year end 
 
 

PROJECT MANAGEMENT TOOLS 
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Weekly Meetings  

• Agenda 

• Documentation/Notes 

• Follow Up 

• Smaller Group Meetings, as needed 

– Financial Reporting 

– Interface Files (Payroll vendor, HRIS) 

– Communications 

 

Issues Log 
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IMPLEMENTATION 
CONSIDERATIONS 
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Implementation Considerations 
• Engage internal partners early 
• Internal wish list 
• Data feeds/interface files 
• Timing of notification to outgoing vendor 
• Transfer of assets 
• Requirements for account opening 
• Load historical data 
• Vest schedules – template or actual 
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Contact Information 
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Julie Mrozek, CEP 
Equity Compensation Consultant 
6399 San Ignacio Avenue, Suite 100 
San Jose, CA 95119 USA 
Bus: (408) 979-8700 
E-mail: jmrozek@sos-team.com  
 

 
 
 
 
Joseph Miceli 
Vice President, Implementation 
400 Puritan Way 
Marlborough, MA  01752 
Bus: (508) 787-7563 
Email: Joseph.Miceli@FMR.COM  
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