
Company 
decides  
to go ahead 
with BMO

BMO Mutual Funds BMO Group Retirement Savings Plan

Process Flow to set up a BMO Mutual Funds Group RSP Employer Plan  
& Employee Account

Employer  
meets with  

FP/FSM to discuss 
BMO’s Group RSP 

offering.

Sponsor  
uploads the first  

contribution file on  
the GRP RSP  
Remittance  

website

RISR sends an email 
invitation to the Employer 
which contains his sales code 
and link to the Employer 
form (refer to email template 
–Intranet GRSP website)

GP emails the Employee 
Invitation Letter to the employer 
which contains the Group Code 
and the link to the Online 
Employee Application form.  

RISR contacts each employee by phone or in 
person (LF405-Message Agreement is part of 
the Application form) to have an investment 
conversation and decide on the Fund selection.
FP updates the client’s account on MAAS.
OR
Faxes Form 497 with instructions to GP

Employer returns signed copy  
of Service Agreement to GP 

FP signs for BMO Investments 
Inc and faxes/scans to GP

GP sets up the account on MAAS 
and sends an email notice to the 
RISR the same day with a copy 
of the application form. (Fund 
selection not set up at this point)

Employer’s bank account is 
debited via DEFT / cheque is 
deposited to fund the payroll file

Employees receive a Purchase 
Confirmation with their Group 
RSP account number.  They 
can log on to https://www.
bmomutualfunds.com/ and 
access their account online if 
they are set up for telephone 
and internet trading

Employer completes 
the online Employer 
Application form and 
submits the form 
(prints copy for his 
records)

Within two business days 
GP sets up the Group Plan 
and assigns a Group Code
GP also records the RISR’s 
name and code to the plan 

GP emails the Group code 
and CAP documents to the 
employer for review and 
sign off. The FP is included 
in the email notice 

Employee prints and 
signs the application 
form and returns by 
mail/fax/drop off at 
a branch 

Employees enroll online by 
completing the Employee 
Application form using the 
Group Code included in the 
Employee Invitation Letter

GP sets up Employer and 
User Profiles on the Group 
Remittance website. 
GP sends a Remittance 
Package to the employer with 
instructions on how to upload 
payroll contribution files.

GP receives an 
email notice of 
the Employer 
Form and the 
CAP documents

BMO FP / RSA
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BMO GP
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