Town of Longboat Key Consolidated Retirement System

Administration Transfer Timeline

Target Date Event Responsible Party
Review ordinances, basic plan documents PRC
Execution of agreements PRC, Town
Transfer of Board and Plan documents
Agenda, last quarterly meeting PRC, Town
Draft Minutes, last quarterly meeting PRC, Town
Pending matters or task list PRC, Town
Contact list for City (as needed) PRC, Board, City
Contact list for Trustees PRC, Town
- Phone, Cell, Fax PRC, Town
- Email Address PRC, Town
- Physical Address PRC, Town
Trustee term expiration dates PRC, Town
Contact list for other service providers PRC, Town
- Phone, Cell, Fax PRC, Town
- Email Address PRC, Town
- Physical Address PRC, Town
Current forms PRC, Town
Agenda items next quarterly meeting PRC
Transfer of plan records
Plan records and files PRC, Town
Current ordinances PRC, Town
Current Summary Plan Description PRC, Town
Audits & Actuarial Valuations PRC, Town
Electronic copies Annual Reports (Division) PRC, Town
Transfer of Board records
Minutes PRC, Town
Board Policies & Procedures PRC, Town
Travel & Reimbursement Procedures PRC, Town
Member Trustee Election Procedures PRC, Town
Transfer of electronic records
Agendas & Minutes PRC, Town
Correspondence PRC, Town
General ledger & accounting PRC, Town
Templates for forms PRC, Town
Other electronic files PRC, Town
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Town of Longboat Key Consolidated Retirement System

Administration Transfer Timeline

Target Date

Event

Responsible Party

Transfer of active and archived member files

Active members PRC, Town
Retired and inactive members PRC, Town
Transfer of plan financials
General ledger, current fiscal year PRC, Town
Current monthly financial statements PRC, Town
Audit adjustments, prior fiscal year PRC, Town
Management recommendations (if any) PRC, Town
Custodial account statements PRC, Town
Warrants for disbursements PRC, Town
Accounts payable PRC, Town
Written controls & procedures (if any) PRC, Town
Transfer of data (active members)
Active member contact information PRC, Town
Current payroll & member records PRC, Town
Historical payroll records PRC, Town
Pre- and Post-tax contribution balances PRC, Town
Contribution interest balance (if applicable) PRC, Town
Transfer of data (retired or inactive members)
Retired member contact information PRC, Town
Benefit & payment data PRC, Town
Letters of introduction
Active members PRC
Retired members PRC
Service providers PRC
Board Meeting
Distribution of materials PRC
Sign Administrator Contract (if not previously completed) PRC, Board
Review benefit procedures and system implementation PRC, Legal, Board
Update signature authorizations PRC, Board
Plan Website Implementation
Review online information PRC, Board
Establish web page PRC
Online Documents
- Forms PRC
- Plan Documents PRC
- Minutes PRC

System programming, review & testing
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Town of Longboat Key Consolidated Retirement System
Administration Transfer Timeline

Target Date Event Responsible Party
System implementation PRC
Online Access
- Benefit calculation system PRC

Transfer Complete

:IThese "events" each have additional detailed information requests.
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