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To Do List Overview 8 LA

RECORDKEEPING SERVICES

What is the To Do List? The To Do List is an online tool located on the Plan
Service Center (PSC) allowing plan sponsors the ability to manage the approval
of disbursements and loans. This includes immediate notification of missing
information, a reduction in administrative work, and increased security and
participant privacy.

How does it work? Disbursement or loan requests submitted by the participant
(either via paper form or initiated on the participant website) is routed to the To Do
List if the request is incomplete or final approval is required. An e-mail is
generated daily to all plan To Do List users to notify them of pending items. Note —
If the participant request contains all necessary information to be processed, it will
not be routed to the To Do List.

Who can authorize these items? Only To Do List users that are authorized plan
signors may provide final approval.

Can you have ‘view only’ access to the To Do List? Yes. ‘View only’ or
Inquiry access can be established for certain plan users allowing them to view
items but not complete or give final approval. At least one plan user should have
Full access which allows the user to update or approve To Do List items.

Once a participant requests a disbursement, how long before it appears on
the To Do List? If the request is submitted prior to market close, a pending item
will appear on the To Do List the same business day. Anything received after
market close will appear on the To Do List the next business day.

Note — PDI not required for To Do List
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To Do List Disbursement Reasons R S

The following disbursement reasons are routed to the To Do List if
applicable to the plan:

»

»

»

»

»

»

»

»

»

»

Employment Termination (Separation of Service)
Retirement

Age 59 Y2

Hardships

In Service Withdrawals

Minimum Distributions

QDRO

Death Claim

Disability

Loans




To Do List ‘Steps’ &%
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Spousal Vesting Prior
Consent (if Mortgage |Defaulted Soecial
Disbursement  [Termingtion |(if applicable |applicable |Death Death | Disability|Disability  |Paperwork |Loan Fnal Considerations
Reason Dae tothe plan) [totheplan) |Certificate|Date |Date Certification|Review Override |Approval |(see footnotes)
Employment
Terminaion
(Separation of
Service) X X X X 1
Retirement X X X X 1
Age59%% X X X 1
Hardships X X X 1
In Service
Withdrawals X X X 1
Minimum
Distributions | X X X X 1
QDRO X 2
Death Clam X X X X 2
Disability X X X X X 2
Loans X X X X X 1,34
1 - Spousd Caonsent step will appear when participant vested account balance >5K.
2 - Anal Approval is always required for this disburserment reason.
3 - Mortgage Papenwork step will appear if pdan allowed.
4 - Prior Default Override step will appear if plan allowed.




Authorized signors/plan administrators who have access to the To Do List would
receive an e-mail notification from Plan Technical Support (PTS) stating they

have outstanding items on their To Do List. When user logs in to the PSC, they ;((J‘Q)}
would also see a warning message on the Start Page stating that they have ey ¥
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items on their To Do List. FASCore

MetlLife

Plan Service Center
FELliel retirement plan admin | to do list | reports | forms & documents | compliance | contact us | site index | Jlogout]

1009499-01 My Retirement Savings Plan
Turn Help O

Tranzmit Employes or Payrall
Data Files

Welcome to the Plan Service Center
Update E-mail Address

| EalctEninsEkish | The Plan Semice Centeris a set of Internet tools designed to help yvou manage your 401 (K) account. You may access the various tools by

| Log Dut | clicking on the tabs atthe top of this page of one ofthe links in the table below.

Qnline Docurmentation
Plan Notices i

Manage My Report Reguests

“iew bulletin hoard messages

You have 9 outstanding iterms for the selected plan on your To Do List

Secure Email

@ Start Page (this page)
This page is designed to give you upcoming news concerning this weh site and access tovarious utilities you may need.

@ Retirement Plan Administration
This toal allows you to viewschange existing employee information, add new employees, submit contributions electronically and
view information on bath the employer and paricipant level.

@ To Do List
This page provides a list of any outstanding work items you may have.

@ Reports
This toal allows you to run specific reparts on your plan such as employee address listings, contribution reports and several other
informational reports an both the pardicipant and plan level.

@ Forms and Documents
This toal allows yau viewiprint PDF forms applicakle to vour plan.

@ Compliance
This page will allow you to view and enter data related to your plan's year end compliance services.

@ Contact Us
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Once in the To Do List, a list of pending items will appear. To access these AKX

items, click on the reference number, SSN, or participant name. t(k ;}
To refresh, click on the Refresh List box located at the bottom of the screen. X
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Plan Service Cente

start page | retirement plan admin | ERIEDNISE reports | forms & documents | compliance | contact us | site index | Jlogiout]

1009499-01 My Retirement Savings Plan

[ oo List

Turn Help Gn

Distribution Action [tems - Online

| Update e-mail address

| Select Another Flan

| Log Out

| Page: 11
| These iterns require you to provide infarmation or appraval online for paricipant withdrawal requests.

Reference Participant Approval

MNumber Plan SS5M MName Division Reason Method Status Request Date
— 0001 1009500-01 123-00-4567  Kathy lefferson 3_1 My Company — North Separation of ¢\ withdrawal Pending 03/15/2009

I¥1S10n SErvice
. D1 My Company — Morth Partial .

Q083217 1009500-01 123-99-9376 Thomas Washington Division Loan withdrawal Pending 03/22/2009

9185498 1009500-02 123-45-6789  Benjamin Jones gﬁir;'i‘érfompam’ - South Retirement Full withdrawal Pending 03/27/2009

9999999 1009500-01  999-09-9999  Mary Franklin DLty Campany - Morth Separation oF  Ful withdrawal  Pending 03/15/2009

Click on the Reference Mumber to complete or approve a transaction.
Cutstanding transactions will automatically cancel after 80 days. Loan requests will be canceled after 15 days.

Cnce a request has been canceled, a new request must be submitted. Transactions within two business days
of being canceled will display in Red.

— Refresh List |



The plan sponsor has the option of viewing the participant request. Please note only
hard copy requests will be available to view. For requests initiated online there would
not be a copy of a paper request to view.

Metlife’

Plan Service Center Demo
start page | retirement plan admin | process contributions | ITIETNE@ reports | forms & documents | compliance | contactus | site index | Plogiaue]

100949901 My Retirement Savings Plan

List Transaction Approval Checklist

To Do List
| Update E-mail Address

[ SelectAnather Plan |

Checklist View Details Tax Info. Loan Offset Payee Info.

| Log Cwt |
Reference Approval Effective Transaction
Number Reas ol Method Request Date Datel Amount?
9082215 Separation of service Full withdrawal 03/15/2009 03/17/2009 £23,908.54

1 The actual effective date of the transaction may vary depending on the investment options selected,
2 Transaction armount is based upon the previous business day market values and may not reflect the fotal armolnt due o the participant,

Plan: 1009500-01 My Retirement Company 4010k} Plan
SSM: 1232-00-4567
MName: Kathy lefferson
Hire Date: 02/16/1995

Diwvision: D1 Morth Division

ﬁ Click here to vievs Participant Request.

Click here to cancel this transaction. I

Information necessary for completing this transaction is missing, The transaction cannot be submitted for processing until all steps are complete, Steps that yvou are
responsible for are highlighted in red. westing information can be reviewed or updated at any time by clicking on the wvesting link.

Checklist:

Step Status

Employee Term Date Incomplete
Employee Birth Date Incomplete
Yesting Complete \/
Spousal Consent Incomplete

Submit request for processing.

By submitting this request you hereby certify that the information provided is correct to the best of your knowledge and that this request is in compliance with Plan
pravisions and current laws including those governing federal tax withholding. vou understand that this Distribution/Withdrawal request is not intended to fulfill the
required written explanation prior to receipt of a qualified distribution. You further certify that the named participant for this request has received the written
explanation of tax consequences of distributionswithdrawals from qualified plans as required under Internal Revenue Code 402, 411, and any required notices under
IRC Section 417 as amended,

Submit




View Participant Request

Metlife’

Plan Service Center Demo

start page | retirement plan admin | process contributions | IS reports | forms & documents | compliance | contactus | site index | Nlogout]

1009499-01 My Retirement Savings Flan
To Do List

Transaction Approval Checklist

Loan Offset Payee Info.

[ Undate E-mall Address PR \ficw Details | Tax Info.

[ Select Another Plan |

[ Log oOut |
Reference Approval Effective Transaction
Number (HEEEE Method Request Date Datet Amount2
Q082215 Separation of service Full withdraw al 034152009 03172009 £23,908.54 s
t The actual effective date of the transaction may vary depending on the investment options selected., 4
2 Transaction amount is based upon the previous business day market values and may not reflect the total amount due to the pardicipant. {

e |
a1

Plan: 1009500-01 My Retirernent Cormpany 401(k) Plan

SSMN: 123-00-4567 I |

Mame: Kathy lefferson .
Hire Date: 02/16,/1995

Division: D1 Morth Division

Get Acrobat=®
Reader o=

Image Creation Date
7/31/03 9:41:07F AM

SriMo.




View Form

”EUEHFEgMFABCOHE MH 2 8 |0? EPING SERVICES

Distribution/Direct Rollover/Transfer Request

401(k) Plan
Refer to the Participant Distribution Guide while completing this form. Use blue or bisck ink only.
My Retirement Savings Plan 1009499-01
Participant Information ) _
| LOO- a4 - 9945
i lﬁ ! Social Security Number

Last Rame First Namy MI
g@ ' S EO(W {]V /p\A Account Extension {if applicable)

Adldress - Numpber & Streed

E-Mail Address
City Zip Cude .
) Marvicd H Unmarried o Day Y|
tm}-?:_p)_l" ?_)%L{'a { :Slﬁ 13 Z"' a!! H } Are you a LbS. eitizen or T | i | f?ﬂ/
Home Phone Work Phone resident alien? O Yes 1 No Date of Birth
stribntion Reason

Severance of Employment /0l Retirerment - Drate: I = l ‘l QL" L Age 50 122
2 Disability - Date:
J In-Service () Minimum Distribution (Age 70 1/2)
Distribution Method '

Full Distribution
O Partial Distribution  Amount § O Net Amount  Contribution Sournee:
O Periodic Payment - also complete the Periodic Payment Options box below

Payment to Sell

Periodic Payment Options  Faymenl Start Date Frequency: O Monthly T Quarterly [0 Semi-Annually 0O Annually

O Payment of an Amount Certain $ (Gross Amaunt Only)

The requests are stored in Adobe Acrobat Reader format (.pdf).
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Plan Service Center Demo
start page | retirement plan admin | _process contn, wtions | ITIGREE renorts | forms & documents | compliance | contact us | site index | Bloaioit]

1009499-01 My Retirement Savings Plan
To Do List

Transaction Details
[ Update E-mail Address |

Checklist View Details Tax Info. Loan Offset Payee Info.
[ Select Another Plan |
[ Log out |
Reference Approval Effective Transaction
Number NeasTn Method Request Date Datel Amount2
082215 Separation of service Full withdrawal 03/15/2009 0371772009 $23,908.54

t The actual effective date of the transaction may vary depending on the investment options selected.
2 Transaction amount /s hased upon the previous business day market values and may not reflect the total amount due to the particinant,

Plan: 1009500-01 My Retirement Company 401(k) Plan
SSN: 123-00-4567
Name: Kathy Jefferson
Hire Date: 02/15/1995

Division: D1 Morth Division

Transaction Totals:

1009500-01 Employee Before Tax 18,345.21
1009500-01 Employer Match 5,563.33
Total Withdrawal Amount 23,908.54
Total &vailable to &ll Receivers {all checks) 23,908.54
Dishursement Share of initial check grouping {100%) 23,908.54
Internal Revenue Service ‘Withholding 0.00
Colorado Withholding 0.00

Amount of Check for Kathy Jefferson 23,908.54

10
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Tax Info. 3

P

®

Plan Service Center Demo

start page | retirement olan admin | _process contributions | EBIMTATSE reorts | forms & documents | combliance | contact us | site index | Floaiout]

To Do List

[ Update E-mail Address |
[ Select Another Plan |
[ Log Out |

100949901 My Retirement Savings Flan

Tax Information

List

Checklist View Details Tax Info. Loan Offset Payee Info.

11

Reference Approval Effective Transaction
Number (ST Method Request Date Datel Amount?
Q022215 Separation of service Full withdrawal 03/15/2009 03f17/2009 $232,002.54

t The actual effective date of the transaction may vary depending on the investment options selected,
2 Transaction amount is based upon the previous business day mnarket values and may hot reflect the total amount due to the particinant,

Plan: 1009500-01 My Retirement Company 401(k) Plan
55N 123-00-4567
Mame: Kathy Jefferson
Hire Date: 02/16/1935

Division: D1 Morth Division

Tax Year IRS Rule Tax Reason
2009 401K EE DIRECT

Tax . . Witholding Additional
Taz ID D Gross Amount Taxzable Amount Witholding Amount P m— witholdings
123004567 IRS 23,908.54 23,908.54 0.00 0.0o 0.00
1230043567 o 23,908.54 23,908.54 0.00 .00 0.oo

e_
'ICES




Loan Offset Info.

Metlife

Plan Service Center Demo
start page | retirement plan admin | process contributions | [ERIEGHIES repoi's | forms & documents | compliance | contact us | site index | Jlogiout)]

100949901 My Retirement Savings Plan
M List
Tao Do List

Loan Offset Information
| Update E-mail Address | Checklist View Details Tax Info. Loan Offset Payee Info.
[ Select Another Plan |

[ Log Out |
Reference Approval Effective Transaction
Mumber Reason Method Request Date Datel Amount?
a082215 Separation of service Full withdrawal 03/15/2009 03/17/2009 £23,008.54

i The actual effective date of the transaction may vary depending on the investment options selected. | ‘
2 Transaction amount is based upon the previous business day market values and may not reflect the total amount due o the pardicipant,

Plan: 1002500-01 My Retirement Company 401(k) Plan ek ¢
S5N: 123-00-4367 4 =
Mame: Kathy Jefferson
Hire Date: 02/16/1995 101

Diwision: D1 Morth Division

Qutstanding Loan Balance: 775.03

Tax Year IRS Rule Tax Reason
2009 401k EE DIRECT

Tax . . Witholding Additional
Taz ID A55E550r Gross Amount Tazable Amount Witholding Amount Percent witholdings
123004567 IRS 775.03 773.03 0.00 0.00 0.00
123004567 co FF5.03 F75.03 0.00 0.00 0.00

12



Payee Info.

MetlLife’
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Plan Service Center Demo

start page | retirement plan admin | process contributions | reports | forms & documents | compliance | contactus | site index | Plogiout]
100949901 My Retirginent Savings Plan
List
To Do List

Payee Information
[ Update E-mail Address W

[ Select Another Plan |

View Details Tax Info. Loan Offset

Payee Info.

[ Log out |
Reference Approval Effective Transaction
Number RS0 Rt Request Date  Date! Amount?
a082215 Separation of service Full withdrawal 03/15/2009 03/17/2009 $£23,908.54
1 The actual effective date of the transaction may vary depending on the investrnent options selected.
2 Transaction amount is based upon the previous business day market values and may not reflect the total amount due to the participant, I
S R
Plan: 1009500-01 My Retirement Campany 401(k) Plan Gl |
SSMN: 123-00-4567 ==
Mame: Kathy Jefferson
Hire Date: 0Z2/16/1995
Division: D1 Morth Division
Payee SSMN Relationship Payment Method Check %o
1of1 123004567 OWHER CHECK 100.00

Mailing Name Address Alternate Mailing Address?

1234 S Broadway
Englewood, CC 80111

1234 Investment Blvd.

Kathy Jefferson Denver, CO 80202

2 Check will be sent to the afternate malling address if present,

Gross Amount Special Handling Charges Total Withholdings

0.00

Met Amount

23,908.54 0.00 23,908.54

13



The plan sponsor will click the portion of the disbursement that is incomplete to
view the details of the transaction.

Metlife’ e

Plan Service Center Demo
start page | retirement plan admin | process contributions | [EEICINESE reports | forms & documents | compliance | contact us | site index | [logiout]

100949901 My Retirement Savings Plan
To Do List

Transaction Approval Checklist

[Undate E-mail Address ist e A e

[ Select Another Plan |

[ Log Out |
Reference Approval Effective Transaction
Number (2SI Method Request Date Datel Amount?
9082215 Separation of service Full withdrawal 03/15/2009 03/17,/2009 $23,908.54

t The actual effective date of the transaction may vary depending on the investrment options selected.
2 Transaction amount Is bazed upon the previous business day market values and may not reflect the total amount due to the particioant.

1T
(ksh OB
Plan: 1009500-01 My Retirement Company 401(k) Plan 10 1y

SSN: 123-00-4567
Mame: Kathy lefferson
Hire Date: 027161995

Division: D1 Morth Divisian

Click here to views Participant Request.

Click here to cancel this transaction.

Information necessary for completing this transaction is missing. The transaction cannot be submitted for processing until all steps are complete. Steps that you are
responsible for are highlighted in red. Yesting information can be reviewed or updated at any time by clicking on the Yesting link.

Checklist: VS

Step Status
Employee Term Date Incomplete

Employee Birth Date Incomplete

Yesting Complete \/

Spousal Consent Incomplete

Submit request for processing.

By submitting this request you hereby certify that the information provided is correct to the best of your knowledge and that this request is in compliance with Plan
provisions and current laws including those governing federal tax withholding, You understand that this Distributionwithdrawal request is not intended to fulfill the
required written explanation prior to receipt of a gqualified distribution. You further certify that the named participant for this request has received the written
explanation of tax consequences of distributionsfwithdrawals from qualified plans as required under Internal Revenue Code 402, 411, and any required notices under

14



Providing Incomplete Information

Metlife

Plan Service Center Demo

start page | retirement plan admin | process contributions | [ERIECHIES reports | forms & documents | compliance | contact us | site index | Nlogiout)

List
To Do List

| Update E-mail Address

100949901 My Retirement Savings Plan
Transaction Approval Checklist

Payee Info.

Checklist View Details Tax Info. Loan Offset

[ Select Another Plan

15

[ Log Out |
Reference Approval Effective Transaction
Mumber Reason Method Request Date Datel Amount?
ap22215 Separation of service Full withdrawal 02/15/2009 03/17/2009 £23,002.54

i The actual effective date of the transaction may vary depending on the investment oplions selected.
2 Transaction amount is based upon the previous business day market values and may hot reflect the total amount due to the pardicipant,

B

Plan: 1009500-01 My Retirement Company 401(k) Plan
SSMN: 123-00-4567
Mame: Kathy lefferson
Hire Date: 02/16/1995

Diwision: D1 Morth Division

a1

Employment Term Date is required for this transaction. Please enter term date below.
Click Accept to save changes and return to the checklist,

Otherwise click Cancel to return to the checklist without saving.

Employment Term Date (MM/DDFfYYYY): I

Accept Cancel




Once all items are in a complete status, the plan sponsor may select the submit
box. This will send the request to be processed.

MetlLife’

Plan Service Center Demo

start page | retirement plan admin | process contributions | KONDNIG@ reports | forms & documents | compliance | contact us | site index | Dlogiowe]

100949901 My Retirement Savings Plan

List Transaction Approval Checklist
ToDoList

| Update E-mail Address |

Checklist View Details Tax Info. Payee Info.
[ Select Another Plan |
[ Log out |
Reference Approval Effective Transaction
MNumber (eSO Method Request Date Datel Amount2
9185498 Retirernent Full withdrawal 03/27/2009 03/29/2009 55,267 .98

i The actual effective date of the transaction may vary depending on the investment options selected.
2 Transaction amount is based upon the previous husiness day market values and may not reflect the total amount due to the participant.

Plan: 1009500-01 My Retirement Company 401(k) Plan
S55M: 123-45-6789
MName: Benjamin Jones
Hire Date: 12/16/1976

Division: D3 South Division

Click here to cancel this transaction.

Information necessary for completing this transaction is missing. The transaction cannot be submitted for processing until all skeps are complete. Steps that you are

responsible for are highlighted in red. vesting information can be reviewed or updated at any time by clicking on the westing link.

Checklist:
Step Status
Employee Term Date Complete W
Employee Birth Date Complete v
Yesting Complete v
Spousal Consent Complete W

Submit request for processing.

By approving this request vou hereby certify that the information provided is correct to the best of vour knowledge and that this request is in compliance with Plan
provisions and current laws including those governing federal tax withholding, vYou understand that this Distribution/vwithdrawal request is not intended to fulfill the
required written explanation prior to receipt of a qualified distribution. You further certify that the named participant for this request has received the written

explanation of tax consequences of distributionsfMwithdrawals from qualified plans as required under Internal Revenue Code 402, 411, and any reguired notices under
IRC Section 417 as amended.

> Submit




Request successfully submitted

Plan Service Center Demo
startpage | retirement plan admin | process contributions | [ERIETNESE reports | foms & documents | compliance | contact us | site index | JIGg0Ut

100949901 My Retirement Savings Plan
To Do List

Plan Administrator To Do List
[ Update E-mail Address |

[ Select Another Plan |

| Log Qut | The following transactions require additional infarmation or appraval:
Reference Participant Approval
Number Plan SSN Name Division Reason Method Status Request Date
o0E2215 1009500-01  123-00-4567  Kathy Jefferson D1 My Company - North — Separation of g yithdrawal Approved  03/15/2009
| a0 . D1 My Company - Morth Partial .

9083217 1009500-01 123-99-9876 Thormas Washington Division Loan withdrawal Pending 03/22/2009
9185408 1009500-02  123-45-6789  Benjamin Jones gﬁfig‘épra”“ -S0uth  potirement  Full withdrawal Pending  03/27/2009
9999999 1009500-01  099-09-0099  Mary Franklin DL My Company - North  Separation of o\ ool pending 03/15/2009

Division SErvice

Click on the Reference Nurmber to complete or approve a transaction,

Outstanding transactions will automatically cancel after 60 days. Loan requests will be canceled after 15 days.
Once a request has been canceled, a new request must be submitted. Transactions within two business days G
of being canceled will display in Red.
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The To Do List helps expedite the distribution process

Secure delivery of forms to the employer via Plan Service center
instead of private participant information being delivered by fax

Time savings for plan sponsors

» Forms can be set up to remove the plan signature complete
and all withdrawals can be approved online, so participants do
not have to contact the plan

» Rejected forms are returned online instead of by fax.
Information for research and approval is all in one place at the
plan sponsors fingertips.

Participants will receive their checks in a more timely manner

Easy tracking of outstanding items
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How do Plans Activate This Feature? e e

» Conversion plans can set this up at the time of conversion

» For an existing plan or plans that choose to add this at a later date,
the MetLife Account Executive completes the Plan Change (Non-
Amendment) Form. The FASCore Account Manager can assist
with the completion of this form. This will initiate the set up process

» The plan will need PSC Access for authorized approvers and an
authorized approver listing on file




Thank You!
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