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Town of Berlin 403(b) Plan

403(b) Update i o % e  Enroliment and Web Access Guide

The 403(b) Plan is offered to Town of Berlin employees as an opportunity to supplement their retirement program with
salary deferrals contributed to a choice of annuity contracts or mutual fund products.

Enrolling in the 403(b) Plan is a two-step process for participants:

Step 1: You should review the list of available investment providers and select an active vendor from the list below. If
you do not currently have an account with the vendor you selected, contact a representative who will assist you with the
necessary documentation required to establish an account with the investment company.

Step 2: Enroll in the Plan. Elect a salary- de?erral amount, and designate your selected vendor using the enroliment steps
provided in this document. Failure to establish a contract or custodial account with your selected vendor may prevent
timely investment of your contributions.

If you were previously enrolled and wish to continue making contributions to the same investment provider, you will not be
required to re-enroll or change your current elections under the Plan. The options you previously selected will continue to
be applied to your new contributions. Existing balances may remain with the vendor or be transferred to another active
vendor by completing a Transfer form. Transfers may incur a surrender charge. Please contact your vendor for more
information.

The following investment providers have been approved to accept contributions for the plan. Contributions cannot be
accepted by any other company.
£ § .
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Active v"’é%dor Name Investment Company Contact

American Funds, General Enroliment
} ¢ ) Phone (800) 849-4001

American Funds *

AXA Equitable - http://www.axaonline.com : : e

ING Life and Annuity Company (ILIAC) - http://www.ing-usa.com

The Legend Group ww‘w.legendgroup.com_

Vendor Plan Number: 000152 -

Vanguafd Investments Ph‘one (877) 662-7447
Vendor Plan Number: 10058655 ’ _ < http://retirementplans.vanguard.com

* American Funds Special Instructions:

New procedures for investing with this vendor will be provided after you enroll in the plan. Instructions
directing you to the American Funds login page will be mailed or emailed using the contact information
provided during the enroliment process.



For further information or for assistance with this process, p

at:

Vvanguard Special Instructions:
If you are a new participant with Vanguard, you should first contact The Vanguard Group and complete
an account application. You will also be required to complete an Interested Party Statement Request

which is available in the Forms section of the Plan website.

If you currently have an account with Vanguard, you are required to complete an Interested Party
Statement Request which is available in the Forms section of your Plan website. You will not be
required to re-enroll or change your current elections under the Plan. The options you previously
selected will continue to be applied to your new contributions. Existing balances may remain with this
vendor or be transferred to another active vendor by completing the attached transfer form. Transfers
may incur a surrender charge. Please contact Vanguard for more information.

lease contact PenServ Plan Services, Inc.

Phone: 800-849-4001
Email: 403bservice@penserv.com




Town of Berli;n 403(b) Plap

403(b)
-Plan Op_tions

The 403(b) Program

Plan Features

Plan Enroliment

The 403(b) Program provides a broad range of quality mutual funds and tax sheltered annuities,
permitting employees an opportunity to build a diversified portfolio to supplement other
retirement programs through your Employer

On-line web enroliment, view account balances, review transaction history, and download
administrative forms. :

Update persona! information, perform transact;ons or exchange monies between investment
providers. . -

Employees can enroll in the Plan using the attached Plan Access Code. Paper enroliment forms
are available through your benefits administrator. Please allow a minimum of ten business days
for paper enroliment processing. )

Any employee who is employed may participate in the Plan. Salary deferral information

will be provided to your employer for entry into the payroll system upon enroliment processing by
PenServ.

Enrollment in the Plan is a two step process. In addition to making a salary deferral election and
selecting a company to receive your contributions, you will need to complete the necessary
documentation required by the selected investment provider. You should immediately contact a
vendor representattve for assistance in establishing your investment account if such an account
does nb,,;zcurrently exist. Failure to establish a contract or custodial agreement with your
selected Vendor may prevent timely investment of your funds.

On-Line Plan Access

Contribution Amounts

Once you have enrolled in the Plan, you can access your plan balances, modify your investment
efections, monitor contributions and initiate investment transactions.
Web Access: https

//wwiw.penserv.comy/login

Generally, employees are able to defer the maximum deferral limit established by the IRS from
year'to year. In 2009, the limit is $16,500. Employees may also defer an additional catch-up
amount in any year during which the individual has attained at least 50 years of age. For
2009, this catch-up limit is $5,500. '

Participant Loans -

If an emp‘onee meets certain reqifirements, the program offers the option to receive a loan from
the Plan. Issuance of a new loan is contingent on receipt of information from current and prior
investment providers. Loan requests that meet IRS requirements are geherally approved within 3
business days from receipt of information required.from investment providers. Please aliow
sufficient time for vendors to respond with required information. Loans must be repaid or the
outstanding balance may become taxable upon default and future loans may be prohibited until
repayment.

Distributable Events

If the employee becomes eligible fqr a distribution from the Plan, an application is submitted to
the Plan Administrator for approval. Distributions that meet IRS require- ments for payment are
generally approved within 3 business days from receipt of information required from investment
providers.

For Further
Information

PenServ Plan Services, Inc.

Web Site: www.penserv.com <http://www.penseryv.com>
Phone (800) 849-4001

Fax (803) 791-5925

Mailing Address:  P. O. Box 7248 | 29202-7248

Email; 403bservice@penserv.com

Columbia, SC |




Town of Berlin 403(b) Plan

Easy On-Line Enrollment and Web Access

”

To enroll in the plan or access your account via the web, you will simply need to follow the instructions prompted on the web page
and enter your choice of investments. All fields recognize upper and lower case characters; therefore, if you enter capital letters in
your User Name or Password, the same upper or lowercase will be required each time you enter the information.

Enrollment Process

Plan Website Address: https://www.penserv.com/login and select: First Time Visitor? Nates Tha Fisraing Visioroede i
not available to access your account

after you have selected a username

Enter: Your Social Security Number
Enter the Plan Access Code: tber3314 and password.

ﬁ Step 1 of 4 - Enter your Personal Information
Ttems marked with an asterick (*) must be completed before you can proceed to the next step.

Username Information. This information is used to access your account, direct transactions and invest your
contributions. The system is designed to protect your personal information; the codes you enter here should not
be shared with another individual. For security purposes, you may not use sequential numbers or letters (i.e., 123
or abc), your name, Social Security Number, or symbols (i.e. @, !, &).

Verification Question. This code is used as an identifier in case you forget your account password or need

assistance from a participant services representative.
o Email address: Required for communication purposesand notification of changes applied to your account.

E Step 2 of 4 - Deferral Elections

This window allows you to select the amount to contribute each pay period. Annual limitation information is also provided.

Check the [X| Box to indicate you are entering a deferal amount. Enter the salary deferral amount to be applied to
each paycheck.

ﬁ Step 3 of 4 - Select Investments for Your New Contributions

The investment election percentages you enter will be applied to themoney source you selected. Please note that once you
have completed the enroliment process, you can always change your investment election percentages.

§ Step 4 of 4 - Review and Confirm Your Entries

Please review the information you provided for the Plan. Be cetain you check the entries carefully; the data will be used
to establish permanent plan records and access to your account.

Congratulations! Your Enroliment is Complete

You may access your account through the Plan’s website (displayed above) at any time using your Username and Password. If you
elected to receive email confirmations, you will receive confirmation of your enroliment at the email address entered during the

enrollment process.
For Assistance

403bservice@penserv.com

Participant Services Unit 800-849-4001 |



Town of Berlin
Town of Berlin 403(b) Plan
403(b) Plan Universal Availability Notice

The above-named Emplover is the sponsor of a 403(b) program established and maintained under regulations issued by the
Internal Revenue Service. As an employee eligible (o participate in the Plan. you are permitied (o defer a portion of your
Wwages 1nlo an investmeni account approved for the Plan.

Ehgibility

As an employee of the above-named Employer you are eligible to participate in this 403(b) Plan; however, you must first
enroll in the program and tell us how much you want to contribute each pay period. The Plan provides a web site for you 10
enter the information required to enroll. You can also contact the Plan Recordkeeper, PenServ Plan Services. Inc. for
assistance.

Contributions
Once you enrell in the program, your contributions are withheld from your wages and forwarded 10 an investment provider of

[0S IS8 9 44

vour choice. Several types of contributions can be made to vour Plan:

Pre-Tax Salary Deferrals. These are amounts contributed into a 403(b) plan that are withheld from your paycheck
before federal income taxes are applied. State income taxes may or may not be applicable. Your Benefits Administrator

or Recordkeeper will be able to assist you with this question.

® For 2009 and 2010, you may contribute a maximum of $16,500 to all 403(b) and 401 (k) plans unless
you are 50 years of age. In that case, you would be eligible 1o contribute an additional $5,500. You mayv also
be eligible to make an additional contribution if’ vou qualify for a special service—relaled catch-up contribution.
These rules are very complex and you should consult with the Plan Recordkeeper or vour Payroll Administrator
for assistance. In any case, vou may not make deferrals that exceed 100% of vour wages.

Rollovers. Youmay also rollover funds from another employer’s plan if you receive an eligible rollover distribution.
Before vou can complete a rollover into the Plan. you must first receive an authorization for the monies to be apphﬂd to
your account. Your Plan Recordkeeper will be able to assist you in this process.

s

Plan Investment Options
Your contributions to the 403(b) Plan must be made to an investment provider approved by your Emplover. The current
providers for your plan are:

Provider Name Product Tvpe
Amernican Funds Mautual Funds
AXA Equitable Life Insurance Company | Annuities
ING Life Insurance & Annuity Company | Annuities
The Legend Group Annuites/Mutual Funds
Vanguard Mutual Funds

If you have any questions regarding the Plan or would like to request further information about the program, please
contact:

PenSenv Plan Services. Inc. Town of Berlin
Plan Recordkeeper Dennis Fearebay
Phone 8() 849 4001 Phone: 978-838-0344

Email: badminisirauon ¢;penscrs.con Email: treasurericotownofberlin.com




