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How to use Message Center

Message Center, which is located on the plan sponsor website, is an important part of how
John Hancock communicates with plan sponsors. It allows you to manage alerts, notifications
and transactional emails associated with the administration of your plan. The Message Center
gives you control over the frequency of messages, and how those messages are organized,
prioritized and acted upon.

To access the Message Center:

@ Go to the Message Center ‘Summary’ located on the Your Contract home page.
@ Enter the Message Center by clicking on “View'.

© This takes you to the Message Center main page where you can access all your messages and tasks.

Your Contract home page

bk,

Sign out | Contact us

Welcome, Wesley Davey December 12 2009

Your contract reports | Your resources | Getting help | News Home | Search | Contact Information | Message center

YOUTF contract

JOHN HANCOCK DEMO | Contract: 70300 Ag of December 12, 2008 [ Select a report v
Contract summary ' Message Center ‘Summary

1

Total contract assets
(includes cash account) 413200680 Message Cente; view
Cash account balance $117,080.93 t history 1
2

Loans outstanding 82 loans: $682,006.02 Loan summary 2 Enter the Message Center

ermissions & features 2 L VA ’
Fiduciary Sta C ions, your gualifies for the Fiduciary Standards General information 1 by C||Ck|ng on VleW .
Warranty Warranty. View your warran i

Conrtonsi

Total number of account holders 409 Last payroll allocation $19,773.15 _

Total number of non-account
holders 6 For payroll ending 12/05/2009 John Hancock updates
Total number of employees 415 Introducing changes to John
Invested 12i08/2009 Hancock’s enrallment form
View accounts
View census — Make a contribution Census file submission
enhancement
Last name
Announcing Auto Enroliment
Search Contacts s
Access the ekit PDF website Your client account representative
CHRIS SAMPLE 1.800.333.0863 Seven new funds for Fall 2009
How to change employee addresses. :
Haw to enroll employees SAMPLEC@email.com extension 5555
encoul = "
How 10 encourage enrolment Customer service toll-free fax line HNewsletter
Enreliment forms Fall 2009 newsletter

1.886.377.8848




How to manage messages

On the Message Center main page, your messages are organized into categories including:
Payroll updates, Loans & Withdrawals, Compliance matters, Files & payments, Permissions &
features, and General information. Messages are summarized as Urgent, Action or FYI. Click
on your messages to view more detailed information and then take action as required.

Message Center main page

Summary Payroll updates

ate

Enroliments
Deferrals

Address changes
Loan repayments
Loans & Withdrawals
Loans
Withdrawals
Withdraveal of Addl Submission
Compliance matters
Compliance
Payments
Westing files
Census files
Contributions
Permissions & features
Contract changes
Servicelfeature changes
Useripermission changes
General information

Mews and updates

Loans &
2) Withdrawals (2)

Click on messages to view
additional information and
to take action.

Permissions &
features (25)

Files &
payments (2]

Compliance
matters (0)

Urgent  Action M

General
information (1 ].\
Messages are organized

. into relevant categories.

Messages are summarized
as Urgent, Action or FYI.

| Posted ¥ Details
@ Feh 27, 2010 Recipient email address error s
We zent an email to muat@yahoo ca for John Smith which was returned as undeliverable. To validate the email address
and make any necessary changes, go to the Edit Profile page.  <More detajls>
=P Feh 23, 2010 Participant-requested deferral change(s) outstanding b4
As of Feb 23, 2010 12:25 AM, there isfare 22 outstanding participant-requested deferral change(s) that require your
approval and possibly an update to your payroll records.  =hore details>
Feh 22, 2010 Contract service feature has changed P4
The Managing enroliments & deferrals contract service festure was changed on Feb 22, 2010 06:47 PM. To review the
changes go to Cortract Service Features page.  =hore details=
Feb 22, 2010 Contract service feature has changed ®
The Managing enroliments & deferrals contract service feature was changed on Feb 22, 2010 06:43 PM. To review the
changes go to Contract Service Features page.  =hore details=
Feb 19, 2010 Contract service feature has changed b3
The Managing enrolliments & deferrals contract service feature was changed on Feb 19, 2010 10:25 AM. To review the
changes go to Contract Service Features page.  =hore detailss
show all messages

Helpful Hint: To reduce the amount of messages in your Message Center ‘inbox’,
act on messages, and remove old or outdated messages on a regular basis.



How to submit payroll information

Payroll information, which includes contribution and census information, is quick and easy to
submit with our online submission tool located on the plan sponsor website. This tool allows
you to securely submit contribution, census, and payment information electronically. You can
access the submission tool by clicking on the ‘Make a contribution’ link located on the

Your Contract home page.

Your Contract home page

Sign out | Contact us

Welcome, Wesley Davey December 12 2009

Your contract reports | Your resources | Getting help | News Home | Search | Contact Information | Message center

YOUF contract

JOHN HANCOCK DEMO | Contract: 70300 As of December 12.2008 [ saiect a report v|

Contract summary

Total contract assets
{includes cash account) $I132,00580

Message Center View

Cash account balance $117,080.93 niont iotoiy 1
Loans & Wihdrawals 2
Loans outstanding 82 loans: $682,006.02 Loan summary Files & pavments 2
Permissions & features 2
Fiduciary Standards Congratulations, your contract qualifies for the Fiduciary Standards Garaial foralion 1
Warranty VWarranty. View your warranty certificate. i

Total number of account holders 409 Last payroll allocation $119,773.15 _

Total number of non-account

holders 6 For payroll ending 12/05/2000 John Hancock updates

Total number of employees 415 Introducing changes o John
Invested 1210812009 Hancock’s enroliment form

Wiew accounts

View census = Make a contribution Census file submission

Lastname

e
Access the ekit PDF website Your client account representative i
. .. R H H H

How to change employee addresses. S e cia S lnn | || SeemeetnorRR 2L Submit payroll information
How to enroll employees . . ‘

How to encourage enroliment Custorier service toll-free fa fine Newsletter by clicking on the ‘Make a

EnfoRnseEions Fall 2000 newsletter hitian |
SRR e CONtribution’ link.




To submit a contribution or census file:

@ Click on ‘Upload a contribution file’ or ‘Upload a census file’.

® Upload the contribution or census file.

@ If uploading a contribution file:

a. Indicate the payment date for the contribution.
b. Enter the payment amount for the contribution.

@ Click 'Send’ to upload the contribution.

@ Click 'OK’ to confirm your submission.

Upload a Contribution File page

Your contract reports WEITREETIIELEY Getting help | News ] wnitact information |

Admiristration quide | Eorms | Tools | Fihuciary resources

upload a contribution file

% Upioad a contribution file

e

# Create a now contrbution submizsion
This functicn ellows you fo securely submi fies contaring i
lon e atedd payments. + Send a converaion fie

+ Send o sampls fie
| Howi to... =
This tool can be uzed whan you bave a fie that i progerly ".w < Cooy my last conérbution
farmated fer processing by Jehn Hancock USS. hidte: When = MMHH promenry

sending files with participants wha are missing enrclirents,

account. Please ensure the Tollowing fonmat iz used Laat

name, First nams, whan providing perlicipan nemes, sothal (T8 How to use this pege.
we can property 5= up their account.

Upload a contribution Tile
Contract To30 JOMI HANCOCK DEMO CONTRACT

File Information

File pe () Reguisr Cardribution
© Tranater Contrisution

What would you |

Submission History page

Your contract reports KETRTERTINEN Getting help | News ch | Marmge

Adncistreton gads | Eoms | Teols | Ekbciry resources

I“' H : What would you like to do?
SUb Iss IDrlhmory # View submission histary report
Hi To.. 5 o .
. ’ " - ® cet general infonnation + n
This fage previcks & 24.monih history of submissons. To g S -
Sopecprints ik bk et W vow funclong 3 : lgie o ovmest
iend 8 comersgn e
fromine : Send o sampe fe
“Vbiet wiondd you e 10 007 meny on the ngh. o o : Laoy my best contizatien

Submassion history Total Records: 857

Legend views Bl £ B copy B petese @

‘mumbsr  datetime~  twpe © totali§) total {3}

EE EETE nmbeisd el GAREND 000 e syl :;'&m.g‘. Wik i Frogress

e D e R ST 000kt SRR e Frogess

a t2azE010 PAYROLL KXermoran

@ ST gempy  Ceree SYSTEMS HEmE ey
mom oo, P
GLOSOMD  Meguer - loreaco0 01 ol st PRI Cancatod

B8 gy NEED R g 01 Notmynabie SO carceins

flemams  |cio 0 Sefingslane Tenpets (Brose. | @
(Meccinum file size scoepied is 5 MB) . . .
O ——— Select your contribution file.
Payment ronsaeio | [ " @
P o R Indicate the payment date for

O DIVESIN 1 (@) 3 10,0000
0 DIVESION 2 (D) 3 000
0 CIVISIN 3 (1) 3 000

o Hencock LISA Cash Account

Current Balonce: $230.06 3 000
Aniinke or atocation: $0.00

Totals $10,000.00

the contribution.

Enter the payment amount for
the contribution.

Click 'Send’ to upload your file.

Helpful Hint: The Status column on the Submission History
page will show the status of your file submission and indicate

any errors that occurred with the file.

To make a payroll submission,
click on ‘Upload a contribution
file" or "Upload a census file'.




How to update employee information

In addition to submitting a census file to update employee information (see page 7), you

can also update employee records individually via the Census Information page. You can
access this page from the ‘Quick Links" drop-down list on the Your Contract home page.

To update census information for an employee:

@ Go to the Census Information page.
@ Search for the employee record that needs to be updated.
© Edit the employee’s record.

@ Update and save the information directly on the Employee Snapshot page.

Census Information page

v¥hen you wish to view more detsils about a specific
employee, use the color coded buttons to the left of the

C@NSUS information T
How to... Select . v

This page is your center for employee information, By S Sroores eniliac [Sdecumpm V]

selecting the tabs below you can focus on the type of . add emploves information

information you are interested in. The search tools wil . edi emploves snapshot [TH How to use this pane

allow you to segment and search the employee records. éf it thé

S

Summary Addresses Deferrals Vesting [ ]
To search for an employee by last name or SSN, make your selection below and click "search® to complete your request.
Segment Last name SSN Division
[miErpoyees v L1 [ L1 | |

status
F@Mju v
Legend: B view Bt
Employees 1-35 of 913 Page 1

Action Name*

AlL AAA A Aclive
aa 00001243 . M el N TEA5008

Census information is
organized into several
categories.

@a m_,:(_mz 08231979 o101 71985 LIMKNOWN m"‘;‘m
aa oo onso o e
[V]E] W 01021973 01011990 UNKNCHAN ;m
i Ak AR 12n2n978 UNKNOWN A

Select the employee record
that needs to be updated, and
then edit the record on the
Employee Snapshot page.

Helpful Hint: A warning sign
will appear if we are missing
information for one of your
employees.



Employee Snapshot page

employee snapshot "

Edit Census Information

This page allows you to manage employee records online.
Once you've entered any updates to the census information,
select save. If there are any corrections needed,
warningsferrors will be provided to assist you.

As an atternative, a census file can be submitted to make
updates. Visit the tools page for more details.

+© Al sections

= General information for AAA, AAA A

Previous value

Update employee information on
the Employee Snapshot page.

SSN Xxx-xx-1243

Prefix

First name vy |

Midcle intisl A ]

Last name [aan |
Employee ID |ooTESTABC |

Dete of bith ol mmiiaiyyyy)

General information includes the
employee’s name, date of birth
and SSN.

= Employment information

Employment information includes
an employee’s hire date,
employment status and salary.

Contact information includes the
employee’s mailing and email
address.

Hire date T8 (mimcasyyyy)
Division | ADMN |
Employmert stetus

Employment status

P 051052008 | 78] mimicdiyyyy)
Annual base salary s

Eligible plan YTD

compensation

Plan YTD hours

worked

Plan ¥YTD hours

worked/eligible (mmiddiyyyy)
comp effective date

+ Contact information

+ Plan participation information

Plan participation information
shows their eligibility and deferral
information.

+ Vesting information

Vesting information shows the
participant’s vesting percentages
by money type.
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How to process distributions

You can significantly reduce your administrative workload by processing distributions (loans and
withdrawals) online via the plan sponsor website. Our electronic process enables participants to
create and track loan or withdrawal requests online via the participant website. Your plan
consultant then reviews the request, and you approve it on the plan sponsor website.

You can access our online tool through the Tools page of the plan sponsor website. This will
take you to the Online Loan and Withdrawal Requests page, which is the main page for
online distributions.

Tools page

Your contract reports RETREENTGEES Getting help | News Home | Search | Manage profiles | Mes

Administration quide | Forms | Tools | Fiduciary resources

tools

This page provides you with access to our electronic submission tools. Submitting your confribution
and censug information electronically using the templates below, iz a quick and easy process,
Additionally, you won't incur the costs involved with fraditional paper processing. The following
electronic tools are available:

Dowrioad Acrobat reader hers tor free T

Electronic Tools
Submi = file
This efectronic submission tool allows you to securely submit

contribution files, census files and payment information

Your contract reparts RUTWESETIEEY Getling help | News

electronically. This tool does not reguire any software to be Aministrotion guide | Forma | Tools | Fiucory resources
installed,
If you are not currertly set up for electronic submissions, please O_hllrle loan and
contact your client account represertstive. withdrawal requests
Loans and Withdrawals i e o T i 1) oot user ke
This tool lets you initiste, review and approve online loan and iy view of "Dt & Pending” ressests. gﬁnmmmum
vl teguesis. To setect o e, chick B B or B View betor, To it ) vnaaents dsma
File Creation Tools et e i 18 coice oans ueer it
mm_mmm.mwmm GWW
mmmmmmm:;mm. gmm
there are .-'”ml
mmmmm
represenative.
>
Access the Online Loan T St 208, plono i 50y conpirn .
and Withdrawal Requests Legees
page via the ‘Loans and Romeststiom  [amras |8 o 02072010 | Requestotave [onspmans (V]
Withdrawals' link on the oot e
Type of Request |1 | ssh CIC Seaet fters
Tools page. Submissionnember  Dateof remest~  Type of Remest  Particpatname (SN Stats  hitisted by
B sx70: 02022010 Fetrament m.mi Panding Reviewr  Participant




To approve a loan or withdrawal request:

@ Go to the Message Center ‘Summary’ on the Your Contract home page.

@ Click on the ‘Loans & Withdrawals’ link.

@ This takes you to the Message Center main page where you can approve the request.

Your Contract home page

Your confract reports | Your resources | Getting help | News Home | Search | Contact Information | Message center

YOUF contract

JOHN HANCOCK DEMO | Contract: 70300

Contract summary

Total contract assets

Quick Links

Ag of December 12, 2009 | Selsct a report v |

{includes cash account) HAASL005.50 Loviad snapshat
Cash account balance $117,080.93 Qfm““!
Loans outstanding 82 loans: $682,006.02 Loan summary
Fiduciary your contract quakfies for the Fiduciary Standards
Warranty Wanrunry View your warranty certificate.
Employees ‘Contribution status

Total number of account holders
Total number of non-account
holders

409
]

To approve a loan or

Last payroll allocation $119,773.15
For payroll ending 12/05/2008 John Hancock updates withdrawal request,

Approve a loan or
withdrawal via the
Message Center
main page.

click on the 'Loans &
Withdrawals’ link.

Message Center main page

JOHN HANCOCK DEMO CASE | Conir:

Your contract reports | Your resources | Getting help | News

message center L
() brint this report
e P [ Message Center Summary
m‘l’l':s, A ulﬁve ,I,Mforms e tab. A ;
Once a messages is acted on, declared complete o [ personaiize

removed from view, & can be found in the Message Archive.

Summary Payroll updates Loans & Compliance Files & Permissions & General
(2 Withdrawals (2) (o (@ feat (16)  information (0)

= Withdrawals (2 of 2)
!~ Posted  Details

! Mar 04, 2010 Withdrawal request requires approval
Withdrawal request 3600851 for participant BRIDGETTE KWAN (SSM xxx-xx-0037) requires your approval,

. 1 Iar 04, 2010 Withdrawal request requires approval
Withdrawal request 3500850 for participant BETTY KRUGER (SSN soot-xx-0024) requires your approval,

=11 -
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How to approve loans

When a participant requests a loan via the participant website, it is submitted to the plan
consultant for review and sent back to the participant for acceptance. Once the participant
accepts the loan request, a notification will appear on Message Center notifying you that the
loan is ready for approval. The plan sponsor then approves the loan which is automatically
submitted to John Hancock for processing.

Approve Loan Request page

Prior to plan sponsor approval:

oo rsources [ L @ The participant creates a loan request online (via participant
Asmieyirgion getje | Poerm | Iocls | Pelgcers manurces . . H
website) and sends it to the plan consultant for review.

approve oan request 0 oo woes user e
L e L T e
5 L M il i S il v © The plan consultant verifies that the loan requested is valid,
Yowe e s based on plan and vesting rules, and sends the request back
3 Anv .
i <« to the participant for acceptance.
£ Process
St B gon rumber W 0 e .
T © The participant confirms the loan amount, agrees to the
legal declarations, and submits the request for approval.
Hame. LR SANTH Contract number 7000
SN axaas TR Contract name dohn rarcnch Dumo Case
Employment status 4o e

He . . . . .
L O The plan administrator validates the information, approves
oo P the request, and it is automatically submitted to John
Loan reason Taton exzetses .
e | T —T Hancock for processing.
Estimated koan stan dete 04202008 Estimated loan maturity II‘;;‘:;;I‘;,

dats

et payrof date R = Wamm & years
TPA loan issus foe S:‘S—.DI}\.IW
Default provision
The detau lan provisen n oted balw wil be wsed for this ioan request ¥ you waeh nge |, Yo may

sracess. During e loan arovision B cansiersd pod.
The eatire srossd bamnce and interest of (1Y ek, of () falure 12

ean will pocur L 3 guirier Rlowing th caender

Gak Nl i which aibar ena of the sbews vt scturs

F Catculabe maxemim amou avoilatie fof loan

Faymen methed Drect Depeal
e e, way by charged o fa

Payaa Information

Mame LOU SNTH

Rusdress line 1 ABCD Ceut

Accress e 2

iy Lisigasa

Statn W Jerany

Coumtry usa

Zp code s

Bank mformation

ABARDUting rUmber ATz

Bank name AT Bank

Accouns rnbar 8852

Ancouns type Checkng

T — Note: Where participants do not have access to the

amy £ = participant website, plan sponsors can request loans on
behalf of their participants via the plan sponsor website.
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How to approve withdrawals

When a participant requests a withdrawal via the participant website, it is submitted to the
plan consultant for review. Once the plan consultant has reviewed the request, a notification
will appear on Message Center notifying you that the withdrawal is ready for approval. The
plan sponsor then approves the withdrawal which is automatically submitted to John Hancock

for processing.

Approve Withdrawal Request page

i:withdrawal request

Review

e that aee bies hinges we rurked win
¥ 3

1. Creste
2 Review
3. Approve -
4 Jean hasesen precesses
Aty btary.
pen closn reguest sumery
B8 wseciens
‘Ta participant
For sdministrators anly
= Parscipant information
Hame CHRIS SAUPLE
S5 1I3-45-6TT6
Contract numiber Ta08
Contract name ABC CORPORATION
state of residence Texm i
Bute of birth e T reserern)
‘comiact your chest acoourt regresesiative.
Rl date 0UII03E
Expiration date | E— T
Type of withdraval Termination of erpiyment
Participant ieaving plan? vea
Tarmetion date | A TS
Last contribution payrall ending date 147132007
Final contribution dete (T [
enter e 3
Omereise feal
eaririuin
Payment to Fartciant seecty
ar fusdy, al tm
reparting fs fhe 5.
Loan number utstanding baksnce(S)
san €1 TN
Total 75536
et shoukd be done withall o
IR distritrution eode for loana [ Exy datrbuton < 59,5, axcetion. 3
— Amount datai

Avallabile  Requested  orbemat

»  Vesting
Money type balance availabie
. 6] amount{f]  amoent(S) iy
B2 ELECTIE 238017 (T It 238017 108,80
DEFERRAL
SAFE HARBOR. 244330 0808 T3 244330 10800
HON-ELECTE.
CONTR
EPROFTSWARNG Uz ep[T @b L@ 2mm 108.00
Tots: 147760 A780
TPAwihdrawel tee S 100.00 %) doben Tl
- -,
® Tuuws are 20t decucted for wihdrawals under $300.
® Sew user e for detnss.
Option for unvested money | Transferta Cash fecous |
Federsitaxrate | 200000 | % of ssxable wihdrawsl svount
e o i DADE % of taxatle wehzrawsl amoent
— Paymend instnactions
Fayment to Farticgant diectly
RS distribution cods for - Bty o £95 =

Payment mathod Cracst Owes & chect

* Uaing ACH or Ware i recemmended fer reguests cver 350,000,
Mernky geing oatside the 115, sust b a6 by eheck
information

.io

Prior to plan sponsor approval:

@ The participant creates a withdrawal request online (via
p p
participant website) and submits it to the plan consultant

for review.

@ The plan consultant reviews the request to verify the
withdrawal details and forwards it to the plan sponsor

for approval.

© The plan sponsor validates the information, approves the
request, and it is automatically submitted to John Hancock

for processing.

Note: Where participants do not have access to the
participant website, plan sponsors can request withdrawals
on behalf of their participants via the plan sponsor website.

=13 -



How to access reports

To assist you with your plan administration, you can access plan-related information and reports
on the plan sponsor website. This information is available through a series of ‘Quick Links’ which
can be viewed and/or downloaded from most pages of the website, including the Your Contract

home page.

Your Contract home page

Your contract reports | Your resources | Getting help | News

YOUF contract

JOHN HANCOCK DEMO | Contract: 70300 As of December 12, 2009

Contract summary

Total contract assets

{includes cash account) $14/152005.40

Cash account balance $117,080.93 Cazh acoqunt)
pavment history

Loans outstanding 82 loans: $682,006.02 Loan summary

Fiduciary Standard C tulat your contract qualifies for the Fiduciary Standards

Warranty Warranty. View your warranty ceificate,

Total number of account holders 409 Last payroll allocation $MO,77315
Total number of non-account 5

holders For payroll ending 12/05/2009
Total number of employees 415

Invested 1210812009
Miew accounts
View census =¥ Make a contribution
Last name

Home | Search | Contact Information

Quick Links
Select a rsport 4

Conlract profile
' Contract service festures I

Conract snapshot .\

Confract statements
Plan information

Cansus
Addresses
Address history
Eligibility
Vesting
Accounts
Deferrals
Deferral Tasks

You can access plan-
related information and
reports via the ‘Quick
Links" drop-down list.

Loans and Withdrawals I

Transaction history
Cash account
Current loan summary

Condract invesiment options
Investment allocation
Per charting

Quick Links provides you access to:

Contract Statements — three plan-level financial
statements: (1) Employer Statements, (2) Plan
Administrator Report, or (3) Schedule A Report.

Participant Statements (Statements) — view or download
PDF versions of your plan participant statements.

Transaction History — a listing of all the financial
transactions for your plan over the past 24 months.
A drop-down list allows you to view data from
different month-ends.

Accounts — a listing of all plan participants who
have an account. The report also shows whether a
participant was enrolled using their own instructions
or trustee directed instructions.

Census Information - a listing of the census information
we have on file for each of your employees. The report
includes employees who may or may not be in the
plan and is divided into four tabs: (1) Summary,

(2) Addresses, (3) Eligibility, and (4) Deferrals.

Vesting Information — a listing of vesting information

for each of your participants. If vesting information has
been provided, it will appear by employer and employee
money type. This vesting information will be printed on
participant statements and used for online transactions.



How to facilitate individual rollovers

If your plan allows for individual rollovers, participants can consolidate other retirement
accounts (401(k), 403(b), 457(b)*, IRA) into their qualified plan with John Hancock.

A participant can transfer these accounts over in two different ways:

Contact John Hancock’s Consolidation Services

Contact a Consolidation Specialist at 1-877-525-7655
who will gather the information required to transfer a
participant’s assets to John Hancock and provide support
throughout the process. This includes contacting previous
providers, obtaining necessary signatures and filling out
the paperwork.

Consolidate their own accounts

@ The participant contacts their previous plan trustee Instructions for Rollover Contributions Form
(or financial institution for an IRA) to initiate the rollover.

@ The participant completes any necessary paperwork o Honcoek stractionsfor Rotlover Contbuton
required to facilitate the rollover and requests that
the check be made payable to the Trustee(s) of O e ™ e |
the current plan for the benefit of the employee I— |
(e.g. Trustees of ABC Company Savings Plan for iy S— ”
the benefit of Jane Doe). S P

S | S e i
® Once the check is received from the previous plan or = | =T ;
financial institution, the Trustee endorses it to John o — : j%ﬂ:g :
Hancock (i.e. on the back of the check write “Make ——t S ————
check payable to John Hancock Insurance Company” ¥ '..m.n-‘mmmm.;wx,m.,mm"m;hW,.
and then sign). ,.:'..‘;g."...‘:m........m oo e el e o
. [w}

O The Trustee/Authorized Signer completes an i & i I
‘Instructions for Rollover Contribution’ form, and g ma ol
mails it with the check to John Hancock. o = — -

I I I

*Only governmental 457(b) accounts can be consolidated into qualified retirement accounts.

=15 -



How to manage contact information

It is important that you identify and assign key business contacts for your John Hancock
qualified plan. Key business contacts include the Trustee, Authorized Signer, Administrative
Contact, and Payroll Administrator.

Business Contact Description of Role

Trustee Authorized to provide direction on any administrative matter and approve any type of
financial transaction allowed under the contract.

Authorized Signer Authorized to provide administrative directions, submit and update employee census
information, and approve financial transactions allowed under the contract.

Administrative Contact ~ Authorized to provide administrative directions and submit and update employee census
information under the contract.

Payroll Administrator Authorized to submit contributions and employee census information. This individual
will only have access to the electronic submission pages and the name and SSNs of
participants on the website.

You can identify and manage business contacts via the Contact Information page of the plan sponsor website.
To access the Contact Information page, go to the Your Contract home page, and click on the ‘Contact
Information’ link.

Your Contract page

Sign out | Contact us

Welcome, Wesley Davey December 12 2008

Your contract reports | Your resources | Getting help | News Home | Search | Contact Information | Message center

YOUF contract

JOHN HANCOCK DEMO | Contract: 70300 Asg of December 12, 2009 | Seisct a repent v|

Access the Contact
Information page by

Contract summary
N N 1
Total contract assets P — clicking on the 'Contact
(neuges casn sezeunt Information’ link.
Cashaccount/ Summary Total
Cash account balance $117,080.93 = P i
Loans & Withdravvals 2
Loans outstanding 82 loans: $682,006.02 Loan summary Flles & pavments 2
Permissions & features 2
Fiduciary Standards Congratulations, your contract qualifies for the Fiduciary Standards Ganarsl infoomation 1
Warranty Warranty. View your warranty cedificate, S

G o

Total number of account holders 409 Last payroll allocation $119,773.15 _

Total number of non-account

h ] For payroll ending 12/05/2009 John Hancock updates
Total number of employees 45 i - o Introducing changes to John
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To add a new contact or modify an existing contact on the website:

@ Select the ‘Contact Information’ link from the Your Contract home page.

@ On the Contacts page click on the ‘Add contact’ button to add a new contact and define their role.

© Complete the required information and click on ‘save’.

@ To update an existing contact’s information, select ‘E’ beside a contact’s name to edit, or ‘D’ to delete the contact.

Contacts page

7

JOHN HANCOCK DEMO

A CTRTTETR AT el Your resources | Getting help | News

Contract detalle | Employess | Jransactions | investments

contacts

‘ou can view contact information, including John Hancock contacts,
pian sponsar cortacts and plan consultant (TPA) contact=. To
mangge the profie of another contact, salect the required sction
‘beside the individusl's name (eg. view, adi, mansge pa:
delete, Susp o uze
& nenw web contact,

=sword,
button to add

Contacts Administrator

Legend: ¢ Cherimal 7 Trustee mail iP«iﬂu\rmﬂd Asmmmw-/r Signature received - Qmm
recipient racipient authorized signer trustes BCCAZE
Contacts
Special
Contact name*
Action Rale atirbiRes Emall address Phone Fax
JANE EMITH Adminiztrative Cortact fanesmiths NY.COMm 555-555-5555
JOHN SMITH Administrative Contact @) © T 555-555-5555
PAT
MEST Adinistrafive Cortact patwest@company,com
T 444.449.4444
MIKE LAWSON Trustes mail@mail.com i TTL-TTT-TTTT
Addresses
Legal, Mailing and Trustes Courier
Ling 1 12345 ANY STREET Mo address on record
Ling 2
City] ANYTOMN
Stefe CALIFOANIA
Tip pode 12345

add contact edil addresses

Thig|information does not constitute legal or tax advice with respect to any taxpayer. it was neithers withen nor intended for use by any such taxpayer for the
purpbse of avoiding penalties, and it cannot be so used. If it is used of referred to in prometing, marketing, of recommending any transaction or matber
addipzsad haraln, it should ba understood 35 having bean weittan to support such promotion, maketing. or recommandation. and any tapayer racalving it

Epms O

oo e -l

Fine sty £

[rm—— m
Cortract vanee I AT TLST CH
ke Eryeey -
dbbuiad e
el

Fivabem
opsart Fapnaaristhn

d seek advice baged on the ta«payers padicular circumatances from an independant tax advigar.

To update an existing contact,

_—— -
1 .
E m select 'E’ to edit, or ‘D’ to delete.

On the contracts’ page, click on
‘add contact’ to add a new contact
and define their role.

Helpful Hint: Access to manage contact
information depends on your role. If you have
not identified business roles for your plan,
contact your Client Account Representative.
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How to contact John Hancock

Mailing and Courier Address

Western States

Central States

Eastern States

New York

Mailing address:

John Hancock USA
Dept. 894109

Los Angeles, CA
90189-4109

Mailing address:

John Hancock USA
P.O. Box 2495
Carol Stream, IL
60132-2495

Mailing address:

John Hancock USA
P.O. Box 7247-7122
Philadelphia, PA
19170-7122

Mailing address:

John Hancock New York
P.O. Box 7247-7369
Philadelphia, PA
19170-7369

Courier Address:

Citibank Los Angeles
John Hancock USA
Lockbox Processing :
Attn: 4109

5860 Uplander Way
Culver City, CA 90230

Courier Address:

Citicorp Services Inc.,
Lockbox 3rd Floor
John Hancock USA,
Lockbox 2495

8430 Bryn Mawr Ave.
Chicago, IL 60631

Courier Address:

Citibank Delaware,
Lockbox Operations
John Hancock USA,
Lockbox #7122

1615 Brett Rd.

New Castle, DE 19720

Courier Address:

Citibank Delaware,
Lockbox Operations
John Hancock New York,
Lockbox #7369

1615 Brett Rd.

New Castle, DE 19720



Client Account Representative

If you have questions regarding the ongoing administration of your plan, contact your dedicated Client Account
Representative. Assistance is available from 8:00 A.m. to 8:00 .M. (ET), Monday through Friday.

Toll Free Numbers

Plan Sponsors: 1-800-333-0963

Plan Sponsors: 1-800-574-5557 [New York Plans]

Participants: 1-800-395-1113 [English]

Participants: 1-800-363-0530 [Spanish]

Participants consolidating retirement accounts: 1-877-525-7655

Participants terminating or retiring: 1-888-695-4472
Fax Numbers
Enrollment Forms: 1-866-377-8846

Other Documents: 1-866-377-9577

John Hancock Websites

Plan Sponsor Website: www.jhpensions.com/er  [New York plans]: www.jhnypensions.com/er

Participant Website: www.jhpensions.com  [New York plans]: www.jhnypensions.com
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This document is provided by John Hancock for informational purposes only, and while
every effort is made to ensure the accuracy of its contents, it should not be relied upon
as being tax, legal or financial advice. Neither John Hancock or any of its affiliates,
representatives, employees, or agents provides tax, financial or legal advice.

Both John Hancock Life Insurance Company (U.S.A.) and John Hancock Life Insurance
Company of New York do business under certain instances using the John Hancock
Retirement Plan Services name. Group annuity contracts and recordkeeping agreements
are issued by John Hancock Life Insurance Company (U.S.A.), Boston, MA 02210 (not
licensed in New York) and John Hancock Life Insurance Company of New York, Valhalla,
NY 10595.

NOT FDIC INSURED | MAY LOSE VALUE | NOT BANK GUARANTEED | NOT INSURED BY
ANY GOVERNMENT AGENCY

© 2011 John Hancock. All rights reserved.
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