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SECTION I: DESCRIPTION OF SERVICES 

about ADMin Solutions

Admin Solutions, LLC is an independent third party administrator and was established as a direct result of the compliance changes taking place in the 403(b) marketplace.    ADMin Solutions, LLC is an outgrowth of a 403(b) consulting practice, CBSG, which was formed by Mark W. Heisler and Suzanne Baldino Jones in September 1996. The firm specializes in providing compliance, technology, and operational support to 403(b) eligible employers and the financial service companies focused in the not-for-profit retirement market.  ADMin Solutions and CBSG’s collective body of 403(b) consulting and TPA services spans more than 12 years.  

ADMin’s Principals, Mark W. Heisler and Suzanne Baldino Jones, are nationally recognized 403(b) experts and have assembled a talented team with extensive experience providing administration and compliance services for 403(b) and other retirement plans.  We do not sell or recommend investment products.
403(b) plan Services 

ADMin Solutions offers plan administration, payroll contribution administration (common remittance), record keeping and compliance services for public education 403(b) plans as well as other defined contribution plans with an emphasis on those retirement plans available to local and state governments, 501(c)(3) employers, and church organizations.  

Plan Administration services

· Plan Design.  Admin assists you in designing a 403(b) plan to meet the specific business requirements of your organization.  
· Plan Documents.  Admin provides employers with an Adoption Agreement and Plan Document that incorporates the model plan language issued by the IRS for public education employers.  In the event there are regulatory changes or you decide to change plan features, we provide any plan amendments, restatements, along with the appropriate Board Resolutions.   

· Plan Set-up. Admin works with you and your approved investment vendors to establish the plan and participant information on our system.  Additionally, the 403(b) guidance published by the IRS on November 27, 2007 places greater administrative burdens on the employer and its designee to make a “good faith effort” to identify plan participants among current, former and retired employees who maintained active 403(b) policies or accounts after December 31, 2004.  As part of the set-up process, ADMin will work with the employer to identify those participants and their vendor accounts.     

· Vendor Relations. We offer you our model Administrative Service Agreements to detail the duties and responsibilities for all approved vendors. ADMin establishes and maintains information sharing relationships with product vendors to facilitate plan operations and compliance.  Admin can also provide you with a checklist to use which will identify and approve compliant vendors for the plan.      

· Employer Administrative Service Kit. Admin provides you with all forms, including salary reduction agreement and distribution paperwork, a Plan Administrator guide and participant communication materials to implement and maintain your plan in an efficient and compliant manner.  

· Secure web-based services are available to employers and participants.  Admin can provide secure web portals for employers and plan participants to facilitate delivery of plan reports and participant requests.  These portals can streamline your payroll contribution processing and participant compliance transaction processing.  

· Additional Services. ADMin Solutions, through its business partners, offers Trustee and Custodial services as well as supplemental Professional and Fidelity Bond coverage that names your District as the loss payee.  

· Employer Support. ADMin provides on-going technical and compliance assistance to you.  Most importantly, should the IRS conduct an audit of your plan, we will work with your staff throughout the process.   

Plan Compliance Services

Payroll Contribution Administration/Common Remittance

To meet the needs of the new 403b plan regulatory environment, ADMin Solutions offers the following payroll contribution processes and systems support:

· Payroll Contribution Administration. ADMin reconciles and disburses all payroll contributions in a timely manner. [Our contribution standards exceed IRS guidelines. You send one check for your 403(b) retirement contributions directly to our Cash Custodian directed to an account in the name of your plan (MATC FBO “[INSERT DISTRICT] 403(b) Plan”).  Our systems and processes accommodate either manual or electronic data and fund submissions.  

· Integrated Financial Controls and Security. Our retirement plan record keeping system is tightly integrated with our financial management systems offering maximum financial control and security.  SAS 70 audits are conducted on both systems annually.  To maintain proper separation of duties, our Cash Custodian and Fund Disbursement Agent, Mid Atlantic Trust Company (MATC), deposits and disburses all contribution based on instructions provided by ADMin staff.  

· Contribution Monitoring.  Our systems aggregate all payroll contributions to monitor applicable 415 and 402(g) limits; track and monitor all Plan catch-up provisions and generate quarterly reports on all participants highlighting any participants in danger of over contributing into their 403(b) plan. 
plan monitoring and recordkeeping 

ADMin Solutions has spent the last year establishing processes and technology for the new compliance activities required under the new 403(b) regulations: 

· Plan Monitoring and Recordkeeping. ADMin’s systems, along with our experienced staff, review, monitor and track plan transactions in accordance with your Plan including: exchanges, transfers, loans, hardship and other distributions along with activities such as Requirement Minimum Distributions (RMD) and QDROs to assist employers in meeting their plan compliance obligations.  

· Compliant Communication Materials. ADMin maintains a library of communication materials to meet the meaningful notice and universal availability requirements.

· Vendor Compliance. Admin manages your approved vendor relationships to ensure that data is shared appropriately and that up to date agreements are signed and on file.   

· Reporting. We provide plan sponsors with an array of reports to monitor contribution disbursements, contribution limits and other plan transactions. The regulations contain reporting requirements for governmental and non-governmental institutions.  Our system maintains participant and vendor account information for audit purposes; and for ERISA plans, consolidated data to meet reporting requirements.  
section ii: client support infrastructure

ADMin Solutions’ client support group is organized into three primary units: transition support, client service/operations, and plan compliance. ADMin Solution’s principals emphasize several critical leadership and cultural views, carryovers from their days as consultants, on how business is to be conducted at the company.   

As an entrepreneurial company we lead through empowerment, accountability, a “can do” work ethic mixed with a sense of urgency in everything we do. The firm is managed for growth: continually learning, evolving, improving and executing.   ADMin is a service organization.  At ADMin, service is one continuous process, it’s everything we do and it’s everybody’s job.  

client transition support

The primary function of the transition support group is to smoothly move new clients into the company.  Transitioning a Plan Sponsor requires a fair amount of information gathering:  basic employee information, investment product provider contacts, decisions on plan rules and requirements to create a plan document, information sharing processes and technology interfaces. To achieve this goal, we employ a dedicated Client Transition Team.  The team is led by a Key Account Executive and includes representatives from: TPA Service Operations, IT along with at least one Relationship Manager that will have day to day responsibility for the Plan once the business is transitioned successfully into our TPA Services group.       

tpa Services team

The TPA service/operations team is separated in three functions: cash control, client services and transaction processing.  The cash control unit is responsible for reconciling all funds that are deposited and disbursed through our Cash Custodian.  Understand that ADMin does not receive any retirement assets directly.  All plan assets are sent directly to our Cash Custodian who maintains a bank “lock box” operation.  The funds are deposited into an individual plan account established in the employer’s plan name, i.e. The ABC School District 403(b) Plan.   The cash control unit maintains a series of rigorous work process and system controls to insure all retirement funds are reconciled and balanced.   At the beginning of each work day, the staff verifies all plan deposits received by our Custodian—matching the funds to the paper/electronic confirmation we received the previous day; then communicates the fund availability to the TPA service group (a prerequisite for processing the retirement plan payroll contributions).  At a specified time each day, the staff then performs a daily financial closing process.  The main objectives of these processes are to: provide daily investment disbursement instructions to our Cash Custodian; balance the funds leaving each employer plan account to the funds disbursed to the appropriate investment account and monthly reconcile, balance and close ADMin’s master depository and disbursement accounts.  

The TPA service unit has three main functions: allocate the payroll contributions received from the employer plan to each plan participant; review, record, approve and process plan transactions (i.e. loans, distributions, etc,) and answer employer/participant service requests and inquiries.  You will be assigned one Service Team that that is responsible for all facets of your plan’s operations.  Your staff will have a single point of contact for plan matters.  By working with your staff and your Plan, our Relationship Managers gain an intimate understanding of your organization.  

section iii: Things To consider

Why should you consider ADMin Solutions? What is unique about ADMin Solutions’ approach, experience and philosophy?  

ADMin Solutions’ approach with every client is both consultative and relationship oriented.  We are not a “cookie-cutter” TPA.  We pride ourselves in our ability to offer the appropriate retirement solutions to meet your unique business requirements.  We collaborate with your organization to:   

· Assess the current state of your 403(b) program 

· Design a 403(b) Plan that contains the terms, conditions and features that are appropriate for your organization.  

· Prepare your written plan document and provide you with all the materials necessary to operate the plan day to day.  

· Insure that your approved vendors understand their roles and responsibilities and execute the appropriate agreements.  

· Provide your staff with a transition plan, checklists and other tools to collect the data necessary to identify all plan participants then coordinate information sharing with your vendors to gather necessary account and policy data.   

· Set-up our payroll contribution processes, establish your web access and train your staff on procedures, reporting capabilities, etc.  

ADMin recognizes that these activities are brand new to your organization so good coordination and communication are vitality important.  ADMin addressed the concerns by assigning you a dedicated transition team.  Your transition team consists of four dedicated full time employees.  Additional resources can be assigned to your transition as necessary. 

What controls does ADMin Solutions utilize in handling participant contributions?  

ADMin Solutions maintains rigorous financial controls.  We do not take constructive receipt of any client funds.  ADMin Solutions has retained the services of Cash Custodian, Mid Atlantic Trust Company, to take receipt and disburse all plan payroll contributions.  

To continue, the entire payroll contribution process is transparent from the receipt of payroll contributions to the disbursement of funds to the appropriate Plan investment vendors.  Employers receive email notification when the funds are deposited by the Custodian.  Employers then receive a payroll contribution disbursement report broken down by vendor, by participant.  The report also indicates the date these transactions were processed by ADMin.  Duties are separated between those staff members who manage the depository accounts and those employees that process payroll contribution transactions.  Our financial systems are balanced daily and closed monthly for all funds deposited and disbursed.  Our financial control system is also integrated with our plan administration system.  Both systems have passed independent audits; SAS 70 reports are available upon request.  

What type of administration system(s) does ADMin Solutions utilize?

With respect to our technology; ADMin Solutions uses the industry’s leading plan record keeping software system, Relius Administration.  Relius is a rules based-system that manages all plan administration, record keeping, payroll contribution processing with fully integrated web-based services accessible to Plan Sponsors and participants.  The system is updated when any new regulatory changes are made ensuring that your Plan remains in compliance.   ADMin Solutions has also built proprietary software, (b) Compliant, to provide additional work flow management and reporting capabilities.  Our systems accept data in various file formats to ease data collection and loading into our record keeping system.  Our IT infrastructure has appropriate disaster recovery and data security protocols in place.  

What security and disaster recovery systems and procedures are in place?   

ADMin’s hardware and network infrastructure is housed and administered on-site and 100% dedicated to our business processes.  We do not participate in any shared or outsourced hosting arrangements, nor do we provide hosting services to third-party organizations.  

As for data security, user authentication (User ID and Password) is required to access the participant and plan sponsor web sites, Admin utilizes Secured Socket Layering (SSL) which consists of cryptographic protocols that provide secure communications on the Internet in which the data being transmitted across the internet is converted from it's normal state to unintelligent gibberish (layperson’s term for establishing keys and mathematical algorithms), until it reaches it's destination and is re-converted to it's normal state to be displayed on the users web browser.

ADMin’s approach to disaster recovery is divided into two categories: preventive (measures taken to prevent unforeseen outages such as hardware failures, temporary loss of power, etc.) and reactive (measures taken to react to an event would prohibit us from accessing our permanent work space or infrastructure).  The preventive measures we take consist of the following: 

· Redundant Array of Independent Disks (RAID) ADMin utilizes a RAID 1 scheme which provides us with real-time redundant data.  In the event of a hard drive failure the server remains functional, data is preserved and there is no loss of business productivity. 
· Redundant and uninterruptible power supplies on production servers. This provides two physical power devices in which both are constantly plugged in and the secondary automatically provides power.  Battery powered electricity is available in the event power to our server is lost.
· Symantec Back-Up Executive 11d. This software provides nightly full data and server back-ups, as well as snapshots throughout the business day.  The nightly back-ups are stored at our off-site storage facility.
· Clarion Data Systems – ADMin has contracted with a third-party to provide 24/7/365 monitoring of our network and server performance.  In the event of a failure or outage, Clarion Data Systems has remote administrator level access to perform recovery and/or maintenance activities on our servers.

What business insurance coverage does ADMin Solutions hold?

In addition to commercial liability coverage, we maintain both Professional Liability and Fidelity Bonding insurance.  Our professional liability coverage also includes a third party administrator rider.  Proof of insurance and policy limits are available upon request.  

Who is ADMin Solutions?  What is the background of the staff the District would be working with? 

The Principals of ADMin Solutions have over 60 years combined experience in non-profit retirement services as senior executives, management consultants and plan administrators.  Our management team and staff also have extensive experience in providing retirement plan services.  The firm specializes in 403(b) and other non-profit plan administration—with a focus on public education.  In fact, Admin Solutions was established to fill a need created by the new 403(b) regulatory changes.   Here are short bios of the Principals and key members of the management team.  

The Principals

Mark W Heisler CEO and Suzanne Baldino Jones President

ADMin Solutions Principals, Suzanne Baldino Jones and Mark W. Heisler, have over 60 years combined experience in financial services with a focus on non-profit 403(b) and 457 retirement programs.  Jones' corporate background includes management and executive roles directing customer service, operations and training divisions for Fortune 1000 and other organizations. The vast majority of Suzanne's experience is in financial services where her industry credentials span mutual fund, insurance and broker/dealer companies with a strong emphasis on retirement plan services.  For almost five years, Suzanne was Chief Operating Officer for a 403(b) focused broker dealer where she was responsible for overseeing, among other functions, common remitting and retirement program compliance.   Suzanne holds a Bachelor’s degree from Rowan University.  

Heisler also has broad corporate experiences leading organizational development functions in financial services, healthcare and bio-medical research. Mark's expertise includes organizational analysis and design, sales and marketing strategy, corporate communications and training.  Early in Mark’s career, his responsibilities included plan administration oversight for the company’s defined contribution plans.  Mark received his Bachelor’s degree from Temple University and his MBA from LaSalle University. 

Suzanne and Mark are recognized nationally as experts in the non-profit retirement marketplace. Suzanne and Mark have worked together for over fifteen (15) years; first as colleagues when they were senior executives for a regional broker dealer; then as business partners: in 1996, they went out on their own to form the Competitive Business Strategy Group (CBSG).   

CBSG is a management consulting firm that specializes in providing technology, operational and compliance support to financial service companies focused in the not-for-profit retirement market. Among the numerous assignments, CBSG’s partners have designed and built common remitter technology and work processes along with the required compliance support to administer voluntary 403(b) retirement programs.  As consultants, Mark and Suzanne have worked with insurance companies, broker dealers, mutual fund companies as well as distributor groups within this segment.   Notably, in April 2004, CBSG was retained by a Fortune 500 company to reengineer, lead and manage a voluntary worksite division that was experiencing significant sales and operational issues.  In summary, CBSG’s collective body of common remittance and compliance consulting assignments to 403(b) and 457 providers is over ten (10) years.  A detailed list of assignments will be made available upon request.  

Jones and Heisler speak regularly at industry association, sales and management conferences.  They are active members of the National Tax Sheltered Account Association (NTSAA).  Suzanne and Mark’s work is regularly featured in articles on customer acquisition and retention for national and regional business publications including: Selling Power Magazine, Entrepreneurial Women, CEO Strategy and News, On-line Strategy Forum, Yahoo Finance, Credit Union Times Weekly, ADV Magazine and SBN Magazine.  They also write regular columns for several trade publications including the NTSAA. In February 2006, Baldino Jones and Heisler again joined forces to establish ADMin Solutions, LLC. 

client Transition management team

Matt Parke Vice President and National Director of Employer Relationships

Over the course of Matt’s career, he has held various sales management positions in the financial services industry where he has worked extensively with independent agents.  In his last position with Conseco Insurance Group, as VP of Worksite and Retirement Services, he directed a major divisional restructuring.   Matt received his Bachelor’s degree from Indiana University and his MBA from Indiana State University.  He holds his Series 6 and 63 licenses as well as several LOMA and FLMI designations.

Brian Gray Vice President and National Director of Vendor Relationships

Brian has held various IT management roles in manufacturing and financial services.  As Vice President of Application Development, he directed the development and implementation of mission critical enterprise applications.   Brian was also a Civil Servant with the US Air Force. He has done coursework at Marian College and holds ACS and FLMI Level 1 designations from LOMA as well as a CMII Certification from the Institute of Change Management.

client Services and TPA Operations management team

Matt Spina Executive VP and Chief Operating Officer

Over the course of Matt’s career, he has assumed management and executive roles with several large financial services companies including: The Delaware Group of Funds, Lincoln Investment Planning, ING Mutual Funds, and SunGard Data Systems.  In many of these positions, Matt and his team serviced independent distributors and their agents.  As Director of Mutual Fund Operations for ING, one of Matt’s major accomplishments was the creation of ING’s first mutual fund operations group.  He received his NASD Series 6 and 26.

Maria Verna Director of Customer Service

Maria has 20+ years in a variety of financial services organizations. She has held various management positions in customer service, finance and underwriting. In one of her positions, she was Director of Sales and Service for Investor’s Mortgage Insurance Company. Her responsibilities included management of all service functions and the training and development for the company’s distribution channel. 

The regulations are new and still being interpreted to some respect.  How can we feel confident that the district is aware of these interpretations and the proper procedures are in place to comply?  How does ADMin Solutions monitor retirement plan regulations?

From the perspective of a retirement plan, ADMin monitors changes to retirement plan regulations—literally daily.  ADMin is a member of several retirement trade groups including the National Tax Shelter Account Association (NTSAA) the preeminent group devoted to 403(b) and other non-profit retirement plans.  We also subscribe to numerous industry publications (including daily news briefs) including the IRS’s own published field guidance for retirement plans rules and regulations.  We also have ERISA counsel, M. Kristi Cook, Esq. retained to assist us and our clients with legal reviews and interpretations as necessary.  Kristi is a recognized national expert in 403(b) and 457 retirement plans.  

From a business prospective, ADMin Solutions has retained other professional services to support the firm.  CPA and business advisory services are provided by Eugene Preston of Preston and Shea LLP.  Our General Counsel is Kevin Ryan, Esq. a partner with the Philadelphia law firm of Montgomery, McCracken, Walker and Rhodes.  

Can we have references?

Assuming that you are interested in further discussion with ADMin Solutions, we can provide references upon request.

What does ADMin Solutions fee schedule look like?

ADMin Solutions is a fee for service TPA.  Our fees are fully disclosed and transparent to employers and plan participants.  We receive no asset based compensation from 403(b) investment providers.   Below is an itemized description of our fees for 403(b) Plan Services.  

section 4: fee schedule

public education 403(b) plan Services 

403(b) Plan Administration

ADMin Solutions consults with the employer on Plan design and preparing a written plan document.  In addition, we provide a Solutions Administrative Service Kit that includes a Plan Administration Guide, forms, model agreements and a library of communication materials.  ADMin Solutions will work with your approved vendors to complete information sharing agreements and establish relationship with your vendors.  ADMin Solutions also offers a convenient website for the Plan Sponsor that includes standard and ad hoc reporting.  A website is also available for plan participants.
· New Plan Set-up Fees

· Public Education 403(b) Plan Document: $500.00 [Additional fees may apply for custom materials or documents requiring additional legal review].

· Plan amendment and restatements: $150.00 per document. Additional IRS filing fees may apply.  
· Employer, Participant and Vendor Set-up: 
· $2.00 per active participant’s vendor account.  Minimum plan set-up charge $200.00 to a maximum cost of $1,000.00.  
· $75.00 per 403(b) vendor relationship maintained by the employer from 2005 to present.  
· New participant accounts (On-going): $2.00 per participant vendor account/contract; no additional cost for participant salary reduction agreement changes 

Plan Compliance and Record keeping 

ADMin Solutions plan compliance and record keeping fees includes all payroll contribution processing, transaction review, tracking and approval.  

· Plan Compliance and Record keeping Fees.  

· Plan Monitoring and Recordkeeping. $2.00 per month per active participant’s vendor account/contract; Minimum fee (For Plans with 20 or less participants): $500.00 annually.

· Payroll Contribution Administration. Monthly processing no cost.  $25.00 per additional payroll cycle invoiced quarterly (fee waived if payroll contributions processed via web-services or file download)

· Optional Plan Services and Features
· Participant mailings: $2.00 per participant for regular mail; $50.00 for email distribution   

· 15-Year Catch-up Contribution: $500.00 set-up fee for additional data loads.  Only charged if 15-year catch-up contributions allowed within your plan.
· Employee Eligibility (fewer than 20 hours per week) $500.00 annually invoiced January 1st each Plan year.

· Custom web-based reports or other web-services are billed at $75.00 per hour for administrative services and $150.00 per hour for custom technology services. Basic services are free.
· Loan repayment by payroll reduction: $3.00 per loan, per quarter charged to applicable participant account/contract

· Administrative services: $75.00 per hour 

· Consulting/plan design/audit support: $150.00 per hour

· Legal services: $325.00 per hour  

· Direct expenses: Invoice at cost as incurred. 
· Additional Services.  Fees for Trustee and Supplemental insurance coverage are available upon request.  Other fees may apply based on special Plan provisions requiring greater record keeping or compliance responsibility.  

 Section 5: Estimated Fees and Expenses

	First Year (One Time) Plan Set-up Expenses:
	

	Plan Design and Written Plan Document Preparation:
	$500.00

	Employer/Participant Set-up (133 participants @ $2.00 account—Minimum fee: $200.00/maximum fee $1,000.00)

401(k) Plan set-up for contribution monitoring (participants @ $2.00 account—Minimum fee: $200.00/maximum fee $1,000.00)
	$266.00


To be determined

	Vendor Set-up (8 vendors @ $75.0 per vendor)

	$600.00

	Total First Year Plan Set-up Expenses:
	$1,366.00


	On-Going Plan Expenses
	

	Plan Design and Document Administration ($150.00 per plan amendment)
	As required or requested

	New Employee Set-up ($2.00 per participant vendor account)
	Based on new employee participation

	Payroll Administration: Monthly processing no cost; $25.00 per additional payroll cycle invoiced quarterly

Contribution limitation aggregation with 401(k) Plan

2007 Participant Contribution Review 401(k) and 403(b)
	To be determined

$500.00 annual

$75.00 per hour

	Plan Compliance and Record keeping Fees ($24.00 per year, per active plan participant vendor account); Minimum record keeping fee for 20 or fewer participants: $500.00 annually
	$3,192.00



section v: summary

ADMin Solutions views every client relationship as a long-term partnership.  Our primary mission is to alleviate the administrative burdens on your staff and maintain your Plan in accordance with your written plan document so you can focus on your educational mission.  Thank you for the opportunity to submit a Proposal for Services.   







� ADMin will only charge the District for those vendors with 5 or more plan participants.  


� It is customary that the Plan set-up fees are paid by the employer.  


� Payroll fee is waived if contributions are processed via web-service or file download


�  Employers have two options to pay these fees: (1) employer pays, (2) fees are invoiced to and paid for by applicable vendor (each vendor then determines whether to absorb costs or to deduct fees from participant accounts).   Vendor payment option is not available for Plans with 20 or fewer participants.  
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