
 

NOTE: If you need an interpreter, translator, materials in alternate formats or other accommodations to access this service, activity, or program, please call the 
phone number below at least three business days prior to the meeting. 
NOTA: Si necesita un intérprete, un traductor, materiales en formatos alternativos u otros arreglos para acceder a este servicio, actividad o programa, 
comuníquese al número de teléfono que figura a continuación tres días hábiles como mínimo antes de la reunión. 
LUS CIM: Yog hais tias koj xav tau ib tug neeg txhais lus, ib tug neeg txhais ntawv, cov ntawv ua lwm hom ntawv los sis lwm cov kev pab kom siv tau cov kev pab, 
cov kev ua ub no (activity) los sis qhov kev pab cuam, thov hu rau tus xov tooj hauv qab yam tsawg peb hnub ua hauj lwm ua ntej yuav tuaj sib tham. 
 

CARPC staff 608 474 6017      /      TDD 608 474 6017 

AGENDA 
of the Executive Committee 

of the Capital Area Regional Planning Commission 
 

July 11, 2022                                    Zoom Meeting                           6:00 pm 
 
 
COVID Accommodation: Due to the COVID-19 pandemic, this meeting will take place via Zoom. You may 
participate in the meeting from your computer, tablet, smartphone, or telephone by registering at 
https://us02web.zoom.us/meeting/register/tZYtceCuqT8vGdbSw5mtPKp6moU2ylRj3WzA. (This registration link 
is unique to this meeting.) Registrants will receive an email with details on how to join the meeting. If you do not 
have Internet access, call Haley Smith at 608 474 6017 to register. 
 
Speaking at RPC Meetings: Oral comments from registered members of the public may be heard for individual 
agenda items when called upon by the Chair. The time limit for testimony by each registrant will be 3 minutes 
unless additional time is granted at the discretion of the Chair. The RPC may alter the order of the agenda items 
at the meeting. 

Written Communications:  Written communications intended to be provided to the Commission as part of the 
packet should be received in the RPC office no later than noon, 7 days prior to the meeting. Written 
communications, including emails sent to info@capitalarearpc.org, received after this deadline will be provided to 
Commissioners at the meeting. 

 

RPC Quorum may be Present:  RPC Commissioners who are not members of the Executive Committee may 
attend Executive Committee meetings which may constitute a quorum of the RPC. 
 
MISSION: Strengthen the region by engaging communities through planning, collaboration, and assistance. 
 
VISION: A region where communities create exceptional quality of life for all by working together to solve regional 
challenges. 
 
1. Roll Call 

2. Public Comment 

3. Minutes of the June 6, 2022, Executive Committee Meeting (actionable item) 

4. Filling the Gaps in the Executive Director Role  

5. CARPC Draft 2022-23 Cost Allocation Plan (actionable item) 

6. Restatement of Qualified Retirement Plan including Action by Governing Board (actionable item) 

7. May 2022 Financial Statements and June 2022 Operating Account Reconciliation (actionable item) 

8. Future Agenda Items (Next meeting is August 8, 2022, via Zoom Meeting at 6:00 pm) 

9. Adjournment 
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DRAFT MINUTES 
of the Executive Committee 

of the Capital Area Regional Planning Commission 
 
June 6, 2022     Zoom Meeting             6:00 pm 

 

 
Commissioners Present: Maureen Crombie, Kris Hampton (until 6:50 pm), Peter McKeever, Heidi Murphy 

(until 6:30 pm), David Pfeiffer (Chair, from 6:02 pm) 

Commissioners Absent: Mark Geller 

Staff Present: Mike Rupiper, Haley Smith, Steve Steinhoff 

Others Present: Brandon Garrido, Student, Milwaukee School of Engineering (MSOE) 
 

 
1. Roll Call 

Chair Pfeiffer called the meeting to order at 6:02 pm. Quorum was established. 

2. Public Comment 

No members of the public wished to speak. 

3. Minutes of the May 9, 2022, Executive Committee Meeting (actionable item) 

Ms. Crombie moved to approve the minutes of the May 9, 2022, Executive Committee Meeting; Mr. Hampton  
seconded. The motion carried on a voice vote.  
 

4. Annual Agreement to Provide Water Quality Management Planning Assistance to the Wisconsin  
 Department of Natural Resources (actionable item) 

 Mr. McKeever moved to approve the Annual Agreement to Provide Water Quality Management Planning 
Assistance to the Wisconsin Department of Natural Resources; Mr. Hampton seconded. The motion carried 
on a voice vote. 

 This is the annual agreement to provide water quality management planning services to the Department in 
2022, including administering the urban service area amendment process. It is a six-month agreement for 
$69,000 retroactive to January 1, 2022 and ending June 30, 2022. As budgeted, DNR expects to issue 
another contract/addendum for $21,000 in August or September when additional Federal funds come 
through. A couple of errors were noted in our contact information (grantee address, chairperson name) and 
DNR has been made aware of them. To process the contract in a timely manner they have asked us to 
simply strike-through and correct those items. 

5. Opportunity to Bring the WI Salt Wise Program into CARPC 

The Commission discussed the opportunity to bring the WI Salt Wise Program into CARPC in 2024. The 
program is currently housed by the Madison Metropolitan Sewerage District (MMSD) and supported with 
grant funding and donations from its various partners. This arrangement is not sustainable in the long term 
and bringing the program in to the Agency would provide a  regional home for it and would allow the Agency 
to provide  another service to communities in the region, as well as potentially other counties adjacent to  our 
region and other RPCs. Ms. Crombie asked what the next steps would be if the Agency were interested in 
pursuing this arrangement? Mr. Rupiper said that if the Commission expresses interest, a formal meeting 
with current funding partners, including Dane County Land & Water Resources and the City of Madison 
Engineering would be held to get their input and gage their support for this change. Mr. McKeever is also 
supportive but questioned how the position would be funded. It would be reasonable to expect that the key 
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partners would continue to support the position and some of the work may be able to be contracted out like 
the Agency’s other fee and service work.  

The move is being considered for the 2024 budget year and some levy funds may be required to fund a 
portion of it. Although MMSD houses the program, the staff person is not an MMSD employee. Mr. Pfeiffer 
noted that WI Salt Wise is an important program that would allow the Agency to extend its reach and public 
awareness of both what the Agency does and can do. This is a full-time, project manager level position with 
benefits, comparable to a Senior Planner position within the Agency. Mr. McKeever suggested that the 
current partners put in more than $5,000 and Mr. Pfeiffer noted that other wastewater treatment facilities 
(besides MMSD) are not currently contributing anything at this point. 

6. Report on Meetings with CARPC Appointing Authorities 

Meetings were held with representatives of the four Budget and Personnel Panel members (BPP) (the City of 
Madison Mayor’s office, Dane County Executive staff, Dane County Cities’ and Villages Association 
(DCCVA) and Dane County Town’s Association (DCTA)). The increase in the levy amount to cover 
personnel costs did not appear to be an issue and there were no other major changes to the budget. The 
issue of an Executive Director was raised as was the Agency’s long-term goal of expanding its reach outside 
of Dane County to better integrate regional planning of land use and water quality, transportation, and 
economic development and to build relationships with the surrounding counties that currently have no 
regional planning membership. The Mayor’s representative is deferring feedback until she speaks with other 
parties in the City and the Dane County Executive’s office raised the issue of a potential recession causing 
stress on future budgets and the impact it may have on the levy. Mr. Steinhoff added that the Agency has 
been transitioning from functioning primarily as USA amendment Agency to more of a full-fledged RPC and 
positive feedback was received about the progress being made in that direction and the possibility of 
becoming a multi-county presence partnering with MadREP and others.   

Two members of the Commission (Hampton and Murphy) had to leave early for other meetings. Chair 
Pfeiffer moved agenda item #9 up for a vote before they left. 

9. April 2022 Financial Statements and May 2022 Operating Account Reconciliation 
(actionable item) 

Commissioner Geller was not available to present his report on the April 2022 financials. Ms. Smith stated that 
there was nothing unusual and that the auditors have reported that the financials are being processed according 
to procedures and that policies were being followed. Mr. Steinhoff added that revenues and expenses were on-
track for the year overall.  

Mr. Hampton moved for approval of the April 2022 Financials and May 2022 Operating Account 
Reconciliation; Mr. McKeever seconded. The motion carried on a voice vote. 

7. CARPC Executive Director Position 

Commissioner Hampton said he would like to move forward with this. Chair Pfeiffer stated the need to 
identify how the position would be funded since we are also talking about bringing the WI Salt Wise Program 
in-house. He mentioned the idea raised previously of bringing in an HR firm to lead a recruiting process and 
suggested that the questions of funding and whether the position would be part-time or full-time were more 
pertinent and suggested an HR firm would not be able to help with those questions. Mr. McKeever said he 
felt that establishing the need for and purpose of an executive director was the key question and that it would 
be very valuable for the commission would come to consensus on this question. He asked whether staff 
could provide a draft for discussion purposes. Mr. Steinhoff agreed to prepare a draft purpose statement and 
options for consideration by the Commission. Commissioners noted that the question of whether a 
subcommittee would be needed for this issue would be taken up at future meetings. Discussion about earlier 
CARPC search for executive director, in 2010, ensured and whether our search would be national or local. 
Chair Pfeiffer shared skepticism expressed by the Dane County Towns Association and Dane County Cities’ 
and Villages Association that this effort would come to fruition but expressed support for CARPC leading 
efforts to promote intergovernmental collaboration and regional planning.  
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8. Potential Event to Recognize Adoption of the Regional Development Framework 

Since the Agency is not returning to in-person meetings yet, it was suggested that it may be time for the 
Commissioners and staff to get together in person and to recognize the adoption of the RDF. Whether these 
events be separate or a single inclusive one, ideas are being solicited. Mr. McKeever suggested hiring a 
publicist in the short-term to get the RDF out there. Chair Pfeiffer noted that the Clean Lakes Alliance does a 
great job of getting people to their events. Finding a way to get some degree of that attention on the RDF 
would be valuable. Is there another event we could latch on to and / or possibly do more than one? 

9. Future Agenda Items (next meeting is July 11, 2022, via Zoom Meeting at 6:00 pm) 

• Discussions about the Executive Director position will be ongoing 
 

10. Adjournment 

Ms. Crombie moved to adjourn the meeting; Mr. McKeever seconded. The meeting adjourned at 7:00 pm. 
 
 

     Minutes taken by Haley Smith and reviewed by CARPC staff 
 
 
Respectfully Submitted: 
 
 
 
 
___________________________ 
Kris Hampton, Secretary 
 
 
Members of the Public: 

• Brandon Garrido, Student, Milwaukee School of Engineering (MSOE) 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET           July 11, 2022 
                      Item 4 
 
Re:  Filling the Gaps in Executive Director Role 
 

Requested Action:   

None 
 

Background: 

During recent discussions about the 2023 CARPC budget and the Regional Development Framework, 
commissioners expressed the need to fill the gap in the Agency’s lack of an executive director. At the June 
Executive Committee and Commission meetings, commissioners agreed that a good starting point is to 
build consensus on the need for and purpose of an executive director. They requested that an item be 
added to the July agendas for discussion and asked staff to prepare information and options for 
consideration.  
 
Detailed background information on the Agency’s lack of an executive director was provided in the cover 
sheet for this item on the June Executive Committee agenda (CS-07.0_Executive_Director_Position.pdf).  
 

Staff Comments: 

With regards to filling in the executive director gaps, staff comments cover the need and purpose, roles, 
considerations, options, and staff observations and recommendations. 
 
Need and Purpose 

Commissioners agreed that lack of an executive director has hampered the Agency’s ability to build 
support and commitment to regional planning and, in particular, implementation of the Regional 
Development Framework (RDF). They cited the need for someone who can focus on building positive 
relationships with local decision makers and serve as a champion for the agency and the RDF. The 
commissioners acknowledged that while both the Agency Director and Deputy Agency Director carry out 
some leadership functions and fill other roles of an executive director including supervision, financial 
oversight, budgeting, and commission support, due to their other duties as division directors, they lack the 
capacity to fulfill the “ambassador” functions of the position. Likewise, it is also acknowledged that while 
the Commission’s Executive Chairperson also assists in performing ambassador duties, it  too lacks the 
capacity to fully carry out that role given their limited availability and the potential for turnover in the 
Executive Chairperson position. 
 
Roles 

As generally expressed by commissioners, a CARPC ambassador (the cover sheet will use this term 
going forward for the desired functions of an executive director) would be someone with whom local 
decision makers – government officials in particular – could establish a rapport. It would be someone with 
knowledge and experience in regional planning who could effectively advocate for and promote 
implementation of the Regional Development Framework. 
 
Although the position was never filled, the Agency does have a draft job description for an executive 
director. The job description includes the nature of the work and responsibilities of the position. Under 
“Nature of Work,” the first role in the job description reads:  
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• Leading the creation and implementation of a unified and sustainable vision for the physical 
development and environmental protection of the region by working with the Capital Area Regional 
Planning Commission, its staff, constituent units of government, regional and local leaders, 
citizens, and other stakeholders. 

 
To-date, his role has largely been filled by the current arrangement of part-time Agency Directors and the 
Executive Chairperson. Another role is to “communicate the findings, initiatives, and policy 
recommendations of the Commission.” Remaining roles focus on management, budgeting, and 
compliance (with regulations, etc.). 
 
Under “Responsibilities,” the draft job description includes two roles that have largely been accomplished 
with leadership from Agency Directors and Executive Chairpersons: 
 

• Facilitate the development of a clear and compelling vision and mission for the Commission, to 
help focus the Commission’s approach to the conduct of its duties and responsibilities. 

 
• Develop and implement a regional consensus-building process to generate a broad agreement on 

a vision for the future of the region. 
 
The next four responsibilities speak more directly to the ambassador gap identified by commissioners:  
 

• Develop processes, implementation measures, and alliances to empower and encourage local 
units of government and municipal leaders to work individually and in concert towards the 
realization of the regional vision. 

• Provide skillful mediation to reduce and resolve conflict amongst various perspectives and interests 
in the region. 

• Foster meaningful dialogue and collaboration among all units of government and promote 
coordinated action for the improvement of the region. 

• Communicate the goals and objectives of the Commission in a compelling and persuasive manner 
and generate broad support for the Commission’s work through outreach. 

 
The remaining two responsibilities focus on management and supervision.  
 
Considerations 

Scope: An ambassador type position would likely be part-time for the following reasons: 
• As a small agency with eight full-time staff, adding a full-time executive director in addition to two 

Division Directors would result in a very top-heavy organization.  
• It would be difficult to build sufficient support among CARPC’s appointing authorities for the 

funding of a full time Executive Director.  
• The ambassador functions identified above may not require a full-time person 

 
Qualifications: Commissioner comments indicate that the CARPC ambassador would be someone 
known and widely respected locally such as a retired local elected official and leader who is also 
knowledgeable about regional planning issues. The pool of such candidates is likely small. 
 
Funding: Even a part-time ambassador, as a permanent employee, will likely be a significant expense for 
CARPC which would require additional revenues including from the property tax levy. The cost of a limited 
term employee on a trial basis could be at least partially funded through CARPC’s operating reserve. 
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Budget and Personnel Panel (BPP): Under the Commission bylaws, the BPP has authority to hire the 
Agency’s Executive Director. However, the BPP has only met three times in the last seven years, so 
engaging them may be challenging. However, the Agency will likely need support among its appointing 
authorities for the additional funding required for the position regardless of outcomes of BPP engagement.  
 
CARPC Staffing Transitions: Planning will be needed to fill the roles and responsibilities of planned 
retirement(s). Transitions associated with retirements also open possibilities for making changes to agency 
staffing to carry out programs most effectively. One opportunity has already been identified: adding a staff 
position to manage the Wisconsin Salt Wise Program. Filling the Agency’s ambassador gap should be 
considered within the planning for this transition. 
 
Greater Madison MPO Integration: CARPC and the MPO have been working to integrate their planning 
and branding over the last five years. How would CARPC hiring an executive director / ambassador fit 
within this integration? The MPO is planning to hire a Public Information Officer (PIO) in 2023 to lead 
communication of their mission, organization, and work. This position would have similar but somewhat 
different roles of a CARPC ambassador. Given that CARPC and the MPO are both considering similar 
expansions of their communications capacity, it would be a good idea to jointly discuss our joint needs.  
 
Options (not mutually exclusive) 
 
1. Hire a CARPC ambassador on a trial basis. Find someone who meets the desired qualifications and is 

willing to serve for a limited time-period as a part-time employee. Evaluate the outcomes to determine 
if the position should be made permanent.  

 
2. Share the position of Public Information Officer with the MPO, perhaps on a one-year trial basis. This 

would fill the communication role the Agency seeks and would strengthen inter-agency integration but 
would not fill the other currently unfilled ambassador roles listed above. 

 
3. Carry out the activities of the Proactive Planning Committee and use their recommendations to guide 

decision-making on how best to fill the agency’s ambassador gap. The recommendations are 
scheduled to be provided May 2023. 

 
4. Consider providing “ambassador training” to staff and commissioners to increase capacity of current 

employees and commissioners to fill these roles.  
 

5. Reestablish the Joint CARPC-MPO Work Group to explore additional options for inter-agency 
integration including joint efforts to meet shared gaps in an ambassador and communications roles.  

 
Staff Observations and Recommendations 
 
CARPC is at a critical juncture. With the adoption of the Regional Development Framework, the Agency 
is at a crossroads, moving from establishing agency and regional vision missions to facilitating and 
empowering communities to realizing the vision, helping resolve conflicts, fostering dialogue and 
coordinating actions. Commissioners recognized that this is a pivotal point when they identified the need to 
fill the agency ambassador roles. 
 
Current CARPC leadership have carried out executive director roles and may have capacity to 
continue. CARPC Directors and Executive Chairpersons have, in fact, carried out key executive director 
roles identified in the agency’s draft job description for the position.  They have “led the creation and 
implementation of a unified and sustainable vision for the physical development and environmental 
protection of the region.” They “facilitated the development of a clear and compelling vision and mission for 
the Commission.” And they “developed and implemented a regional consensus-building process to 
generate a broad agreement on a vision for the future of the region.” 
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In many ways, those outcomes were necessary to create the conditions under which the ambassador 
roles in the job description could be successfully carried out. Now that the regional and agency vision and 
mission roles have been largely carried out, current CARPC leadership may be able to fill at least some of 
the ambassador roles. Current agency leadership already took an initial step in that direction by facilitating 
establishment of the Proactive Planning Committee. Perhaps some type of ambassador training would 
provide missing skills.  
 
Filling CARPC ambassador roles is critical but also one piece of the puzzle. The agency is facing 
transition with upcoming retirement that will require planning to fill roles and responsibilities and capture 
new opportunities. CARPC and the MPO will consider reestablishing their joint work group to explore and 
recommend additional integration measures, which could involve shared positions to meet common 
needs. The Proactive Planning Committee will engage local leaders, explore options, and provide 
recommendations for ideal processes for proactive planning and implementation of the Regional 
Development Framework. Consideration of filling the ambassador role should consider and be part of each 
of these processes.  
 
Recommendations:  

1. Support and expand the capacity of current agency leadership to fill ambassador roles of an Executive 
Director. 

2. Incorporate the planning to fill agency ambassador roles into the Proactive Planning Committee 
process, joint CARPC-MPO integration efforts, and agency staffing transition planning. 

3. Consider hiring a part-time CARPC ambassador on a trial basis for a limited time period with funding 
from agency’s operating reserve to test out the position, although it may be difficult to find a suitable 
candidate. Or consider sharing the MPO’s PIO position on a trial basis for a year. 

4. Use the above processes to build support among key regional leaders, including appointing 
authorities, for plans to move CARPC into the next phase of regional planning that includes filling 
ambassador functions.  

5. Apply the lessons from the above steps to prepare an agency staffing transition plan that includes 
filling the ambassador role on an on-going basis starting in 2024.  

6. The CARPC Executive Committee, providing executive-level guidance and acting as the Personnel 
Committee, is well-suited to provide guidance and leadership for these processes although they may 
opt to designate an ad hoc subcommittee to carry out these activities. 

 

Attachments: 

1. Draft Job Description: CARPC Executive Director (Revised: November 2016)  
2. CARPC Organizational Chart 
3. Recruitment for CARPC Executive Director, 2010 
 

Staff Contact: 

Steve Steinhoff, Agency Director 
steves@capitalarearpc.org 
608 474 6010 
 

Next Steps: 

Continued discussion and consideration of recommendations. 
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JOB DESCRIPTION – DRAFT November 2016 
 
Executive Director  
 
Nature of Work 
 
The Executive Director performs independently to oversee the work of the Agency, including: 
 

1. Leading the creation and implementation of a unified and sustainable vision for the physical 
development and environmental protection of the region by working with the Capital Area 
Regional Planning Commission, its staff, constituent units of government, regional and local 
leaders, citizens and other stakeholders;  

2. The overall performance and management of Commission operations including the 
implementation of the Commission’s goals, policies, and initiatives and the appointment, 
supervision, and removal of all employees, subject to Commission approval;   

3. Developing and proposing an annual budget and managing its implementation;   
4. Communicating the findings, initiatives, and policy recommendations of the Commission; and 
5. Compliance with federal and state laws and regulations.   

 
Responsibilities 
 
The Executive Director position includes the following responsibilities: 

 
1. Facilitate the development of a clear and compelling vision and mission for the Commission, to 

help focus the Commission’s approach to the conduct of its duties and responsibilities; 
2. Develop and implement a regional consensus-building process to generate a broad agreement on 

a vision for the future of the region; 
3. Develop processes, implementation measures, and alliances to empower and encourage local 

units of government and municipal leaders to work individually and in concert towards the 
realization of the regional vision; 

4. Provide skillful mediation to reduce and resolve conflict amongst various perspectives and 
interests in the region; 

5. Foster meaningful dialogue and collaboration among all units of government, and promote 
coordinated action for the improvement of the region; 

6. Communicate the goals and objectives of the Commission in a compelling and persuasive manner 
and generate broad support for the Commission’s work through outreach;  

7. Develop the effectiveness of the RPC staff in the service of the Commission and the region, and 
protect staff neutrality, respect, loyalty, and team spirit; and 

8. Develop an effective and progressive work program and budget in support of the Commission’s 
vision and mission as well as its legally mandated duties and responsibilities. 

  
Skills and Abilities 
 

1. Represent regional entities while working with the public to solicit interest in and attract support 
for regional development and conservation activities and concerns; 
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2. Facilitate and achieve consensus among diverse groups and interests through persuasiveness and 
conflict resolution;  

3. Provide leadership, direction, and motivation for staff;  
4. Select and develop staff; 
5. Review Agency personnel files; 
6. Create and maintain a workplace atmosphere of respect and professional neutrality; 
7. Effectively communicate ideas, strategies, and policies orally and in writing;  
8. Develop private and public communications and maintain positive public relations in a 

politically and socially diverse environment;  
9. Mobilize resources to achieve the vision and mission of the agency; 
10. Understand regional planning, public management and administration;  
11. Prepare, implement, and manage an annual budget;  
12. Interrelate the physical, environmental, social, economic, financial, and governmental 

components and systems within a region and project those inter-related systems into the future;  
13. Manage program development, implementation and evaluation; and 
14. Act as a legislative liaison. 

 
Minimum Education and Experience 
 
Graduation from a college or university with a master’s degree and track record of proven success in a 
similarly complex and diverse environment is sought. Alternative backgrounds (unrelated to planning) 
and experiences will be considered; however, favorable consideration may be given to applicants with 
planning experience. 

 
 

Salary Range: R-27 
 
FLSA Status: Exempt 
 
Reports to:  Budget and Personnel Committee 
 
Physical Demands 
 
Ability to see and hear within normal ranges; ability to sit, stand, stoop, and walk; ability to use hand, finger 
and wrist motion.  
 
Work Environment 
 
Work is generally performed within an office environment, with standard office equipment available. 
May require attending some evening meetings. Travel may be required to meetings and field 
investigations.   
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Figure 1: Capital Area Regional Planning Commission 2022 Organization Chart  
(Effective January 1, 2022) (1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes: 
(1) Does not include part time, temporary workers such as interns or clerical. 
(2) Not stand-alone positions but added on to a Division Director’s responsibilities. 

Capital Area Regional Planning Commission Budget & Personnel Panel 

Executive Director  
or Agency Director (2) 

 
Deputy Agency Director (2) 

 
Administrative Support 

Staff Members 
Administrative Services Coordinator 

Environmental Resources Planning 
Division Director 

 
Staff Members 

Environmental Resources Planner 
Environmental Engineer 

 
GIS Technical Support 

Staff Members 
GIS Specialist 

Executive Committee 
Personnel Committee 

Executive Chairperson 

Community & Regional Development Planning 
 

Division Director 
 

Staff Members 
Senior Community Planner 

Community Planner 
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The Capital Area Regional Planning Commission (CARPC) seeks
an Executive Director to lead and manage a staff in the empow-
erment of a vision for the future of a region rich in sensitive nat-

ural and cultural resources, high in quality of life, and energized by
a highly informed citizenry. The Dane County region has a long his-
tory of effective regional initiatives and planning, and the CARPC
enjoys broad support from its constituent local units of government.
The Dane County Region is home to the main campus of the
University of Wisconsin, the State Capital, and many research and
development firms. The region also enjoys a large agricultural base
and is at the headwaters of four major river basins, making the pro-
tection of natural resources and the preservation of agriculture
among the important and on-going goals for this high growth region.

This is an exciting opportunity to help implement a compelling
long-range vision for the future of this unique region in the con-
text of its beautiful natural setting, economic well-being, high
quality of life, and sustainability.

ABOUT THE CANDIDATE
The successful candidate for the Executive Director position of
CARPC is expected to possess a combination of education, skill-
set, competencies, vision and commitment that enables him/her to
build a coalition and to overcome barriers to creating a broad
shared vision by the various interests in the region. Graduation
from a college or university with a Bachelor’s degree and a track
record of proven success in a similarly complex and diverse envi-
ronment is desired. A related Master’s degree preferred.
Alternative (unrelated to Urban or Regional Planning) back-
grounds and experiences are sought from individuals with gener-
alist backgrounds or with technical expertise in private or public
fields related to land development; however, favorable considera-
tion may also be given to applicants with Urban or Regional
Planning related experience and backgrounds.

Also sought is a well-rounded key executive who is a strong leader
with effective public relations skills and who can effectively deal
with a number of challenges. The successful candidate will also be
an independent thinker, be consistent, be able to withstand pres-
sure and someone who has experience in a significant growth
environment. The next Executive Director should be a proven prob-
lem solver, be able to resolve conflict and be someone who can
influence outcomes while maintaining impartiality. Also sought are
proven interpersonal and negotiating skills, experience in effective-
ly dealing with water quality issues, someone who can explain
and implement standards, and someone who can build consensus
when appropriate, someone who has a commitment to sustainable
land use and a quality environment, someone who gets out and
meets with community leaders and various stakeholders, someone
who builds trust and lasting positive relationships, and someone
with a professional calm demeanor. 

In order to be successful, candidates for the Executive
Director position should also possess and be prepared
to demonstrate competencies, skills, and abilities in the
following areas:

• Leading regional entities while working with the public to
solicit interest in and attract support for regional development
and conservation activities and concerns;

• Leading a planning process within a state regulatory frame-
work to develop sound recommendations regarding the loca-
tion of future urban development and the preservation of nat-
ural and agricultural resources;

• Facilitating and achieving consensus among diverse groups
and interests through persuasiveness and conflict resolution;

• Interrelating the physical, environmental, social, economic,
financial, and governmental components and systems within
a region and projecting those inter-related systems into the
future;

• Effectively communicating ideas, strategies, and policies
orally and in writing;

• Developing private and public communications and main-
taining positive public relations in a politically and socially
diverse environment;

• Mobilizing resources to achieve the vision and mission of the
agency;

• Understanding regional planning, public management and
administration;

• Preparing, implementing and managing an annual budget
and a multi-year work program;

• Providing leadership, direction and motivation for staff;

• Selecting and developing staff;  

• Creating and maintaining a workplace atmosphere of
respect and professional neutrality; 

• Managing program development, implementation and eval-
uation.

Capital Area Regional Planning Commission — An Exciting Opportunity
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ABOUT THE POSITION
The appointing authority for the Executive Director is the CARPC
Budget and Personnel Panel (BPP) composed of the Mayor of the
City of Madison, the Dane County Executive, the President of
the Dane County Cities and Villages Association, and the
President of the Dane County Towns Association. The annual
budget is also set by the BPP. However, on a day-to-day basis
the Executive Director takes direction from the 13-member
Capital Area Regional Planning Commission.

The Executive Director of CARPC is responsible for leading the
creation and implementation of a unified and sustainable
vision for the physical development and environmental protec-
tion of the region. This is accomplished by working with  the
Commission, its staff, constituent units of government, region-
al and local leaders, citizens and other stakeholders. The
Executive Director is also accountable for the overall perform-
ance of CARPC functions and management of CARPC opera-
tions. This includes the implementation of its goals, policies,
and initiatives and the appointment, supervision, and removal
of its employees subject to Commission approval. The
Executive Director also develops and proposes an annual
budget and manages its implementation. Finally, the Executive
Director communicates the findings, initiatives, and policy rec-
ommendations of the Commission, and is responsible for com-
pliance with federal and state laws and regulations.

Additional responsibilities of the Executive Director
include the following:

• Implement the mission of CARPC to help focus the CARPC’s
approach to the conduct of its duties and responsibilities;

• Develop processes, implementation measures, and alliances
to empower and encourage local units of government and
municipal leaders to work individually and in concert
towards the realization of the regional vision;

• Provide skillful mediation to reduce and resolve conflict
amongst various perspectives and interests in the region;

• Foster meaningful dialogue and collaboration among all
units of government, and promote coordinated action for the
improvement of the region;

• Communicate the goals and objectives of the CARPC in a
compelling and persuasive manner and generate broad sup-
port for the Commission’s work through outreach;

• Develop the effectiveness of CARPC staff in the service of the
Commission and the region, and protect staff objectivity,
respect, loyalty, and team spirit; and,

• Develop an effective and progressive work program and
budget in support of the Commission’s vision and mission as
well as its legally mandated duties and responsibilities.

ABOUT DANE COUNTY
Dane County is located in South Central Wisconsin, in the
heart of an agricultural state which is framed by Lake
Superior, Lake Michigan and the Mississippi River. The County
has an area of 1,240 square miles and a population of
475,924. In the center of the County is the City of Madison,

the state capital and home to the main campus of the
University of Wisconsin and nationally recognized hospitals
and medical facilities. Dane County is composed of 34 town-
ships, eight cities, and 19 villages. The County has many
streams and lakes covering over 27,000 acres.

For additional information on Dane County, please see
www.countyofdane.com

ABOUT THE CAPITAL AREA
REGIONAL PLANNING
COMMISSION
The Capital Area Regional Planning Commission (CARPC)
was created on May 2, 2007, by Executive Order of
Wisconsin Governor James Doyle. The creation of CARPC
was requested in the form of adopted resolutions by local units
of government in Dane County representing over 87 percent
of the population and equalized property valuation in the
county. The territory of the CARPC is Dane County and the
cities and villages with incorporated areas within Dane
County. CARPC is composed of 13 Commissioners appointed
by the Mayor of Madison (4), the Dane County Executive (3),
the Dane County Cities and Villages Association (3), and the
Dane County Towns Association (3).

Currently, CARPC has a staff of seven full-time and two part-
time employees and one intern. The CARPC budget for 2010
is approximately $1 million.

The function of CARPC is to serve as the regional planning and
area wide water quality management planning entity for the Dane
County region, consistent with Section 66.0309, Wisconsin
Statutes and state Administrative Code NR 121. CARPC is
charged with the duty of preparing and adopting a master plan for
the physical development of the region, and maintaining a contin-
uing area wide water quality management planning process in
order to manage, protect, and enhance the water resources of the
region. This includes consideration of the relationship of water
quality to land and water resources and uses. CARPC is a succes-
sor to the Dane County Regional Planning Commission which was
dissolved in 2004 after over 30 years of work in the region.
CARPC, therefore, builds upon a significant institutional capacity
and extensive body of work in land use, resource protection, and
water quality planning, policymaking, and implementation.
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COMPENSATION
The starting salary for the new Executive Director of CARPC will
be market competitive, depending upon the experience and
qualifications of the selected candidate.  The successful candi-
date will also receive a competitive fringe benefit program.      

HOW TO APPLY
For additional information on this outstanding opportunity, please
contact James L. Mercer, President, The Mercer Group, Inc. at
770-551-0403;  jmercer@mercergroupinc.com.

Confidential resumes should be sent by close of business 
June 11, 2010 to:

James L. Mercer, President
The Mercer Group, Inc.
5579B Chamblee Dunwoody Road, #511
Atlanta, GA 30338

Voice: 770-551-0403
Fax: 770-399-9749
E-Mail: jmercer@mercergroupinc.com 
Website: www.mercergroupinc.com

CARPC is an Equal Opportunity Employer.  CARPC does not
discriminate on the basis of race, color, religion, creed, sex,
age, marital status, national origin, political ideas or disability
in employment or the provision of services.
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET            July 11, 2021 
                       Item 5 
 
Re: Approval of CARPC Draft 2022-2023 Cost Allocation Plan (actionable item) 
 

Requested Action:   

Approval of CARPC Draft 2022-2023 Cost Allocation Plan 
 

Background: 

The purpose of the Cost Allocation Plan is to summarize the methods and procedures that CARPC uses to 
allocate costs to various programs, grants, contracts, and agreements. Title 2 U.S. Code of Federal 
Regulations Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards (Uniform Guidance), establishes the principles for determining costs of grants, contracts, 
and other agreements with the Federal Government. Direct costs are those that can be identified 
specifically with a particular final cost objective. Indirect costs are those that have been incurred for 
common or joint objectives and cannot be readily identified with a particular final cost objective. Only costs 
that are allowable, in accordance with the Cost Principles, are allocated to benefitting programs. 
 

Staff Comments: 

The Cost Allocation Plan establishes CARPC’s indirect cost rate. CARPC uses the indirect cost rate to 
calculate billing of staff time for services including sewer service area amendment reviews and planning 
services. CARPC’s accounting services provider, Southwest Wisconsin Workforce Development Board, 
prepared the 2021 CARPC Cost Allocation Plan. Typically, recipients of federal funds submit Cost 
Allocation Plans to the federal agency from whom they receive the largest amount of federal funding (the 
“cognizant agency”). Staff requested that Wisconsin DNR and DOT serve as CARPC’s cognizant agency 
for the purpose of approving our Cost Allocation Plan. Both agencies declined.  
 

Attachments: 

1. CARPC Draft 2022-2023 Cost Allocation Plan 
 

Staff Contact: 

Haley Smith, Administrative Services Director 
haleys@capitalarearpc.org 
608 474 6017 
 

Next Steps: 

Submit the CARPC 2022-2023 Cost Allocation Plan to WisDOT. Begin using the new indirect cost rate in 
billing for future staff time spent on billable projects.  
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Capital Area Regional Planning Commission Draft 2022 – 2023 Cost Allocation Plan 

Page 2 
 

 
Purpose 
 
The purpose of this Cost Allocation Plan is to summarize the methods and procedures 
that this organization will use to allocate costs to various programs, grants, contracts, 
and agreements. 
 
Title 2 U.S. Code of Federal Regulations Part 200, Uniform Administrative Requirements, 
Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance), 
establishes the principles for determining costs of grants, contracts, and other 
agreements with the Federal Government. Capital Area Regional Planning Commission’s 
(CARPC’s) Cost Allocation Plan treats all allowable costs as direct costs except general 
administration and general expenses. 
 
Direct costs are those that can be identified specifically with a particular final cost 
objective. Indirect costs are those that have been incurred for common or joint 
objectives and cannot be readily identified with a particular final cost objective. 
 
Only costs that are allowable, in accordance with the Cost Principles, will be allocated to 
benefitting programs by CARPC.  
 
This proposal is based on CARPC’s actual costs reconcilable to the audited financial 
statements for its calendar year ending December 31, 2021. The general approach of 
CARPC in allocating costs to specific grants, contracts and fees are as follows: 
 

A. All allowable direct costs are charged directly to programs, grants, contracts, etc. 
 

B. Allowable fringe benefits including compensated absence time, FICA, 
unemployment insurance, worker’s compensation, health insurance, retirement 
system contributions, life and disability insurance, and other fringe benefits are 
pooled and allocated to programs, grants, etc., using direct labor hours as the 
base.  

 
C. All other allowable indirect expense costs are pooled and allocated to programs, 

grants, etc., using direct labor hours as the base.  
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Capital Area Regional Planning Commission Draft 2022 – 2023 Cost Allocation Plan 
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Allocation of Costs 
 
The following information summarizes the procedures that are used by CARPC: 
 

A. Compensation for Personal Services – Documented with timesheets showing 
time distribution for all employees and allocated based on time spent on each 
program or grant. Salaries and wages and benefits are charged directly to the 
program for which work has been done.  

 
B. Insurance – Insurance needed for a particular program is charged directly to the 

program requiring coverage. Other insurance coverage that benefits all programs 
is allocated to the indirect expenses category.  

 
C. Professional Services Costs (such as consultants) – Costs that benefit a specific 

program are charged directly to the program requiring the service. Costs that 
benefit all programs are allocated to the indirect expense category. 

 
D. Audit Costs – Annual audit fees will be allocated to the indirect expense 

category. 
 

E. Postage – Allocated based on use. Postage expenses are charged directly to 
programs to the extent possible. Costs that benefit all programs are allocated to 
the indirect expense category.  

 
F. Printing – Allocated based on usage. Printing costs are charged directly to 

programs to the extent possible. Costs that benefit all programs are allocated to 
the indirect expense category. 

 
G. Supplies – Expenses are charged directly to programs to the extent possible. 

Costs that benefit all programs are allocated to the indirect expense category. 
 

H. Equipment/Depreciation – CARPC depreciates equipment when the initial 
acquisition cost exceeds $5,000. Items below $5,000 are reflected in the 
equipment category and expenses in the current year and are charged directly to 
programs to the extent possible. Costs that benefit all programs are allocated to 
the indirect expense category. 

 
I. Training/Conferences/Seminars – Costs that benefit one program are charged 

directly to the program. Costs that benefit all programs will be allocated to the 
indirect expense category. 

 
J. Travel Costs – All travel costs (local and out-of-town) are charged directly to the 

program for which the travel was incurred. Travel costs that benefit all programs 
are allocated to the indirect expense category. 
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K. Facilities Expenses (includes rent, Information Management, utilities, 

maintenance) – Facilities costs related to indirect expense activities are allocated 
to the indirect expense category. 

 
L. Communications - Costs that benefit one program are charged directly to the 

program. Costs that benefit all programs will be allocated to the indirect 
category. 

 
M. Other costs (including membership dues, licenses, fees, etc.) – Expenses are 

charged directly to programs that benefit from the expense/service. Expenses 
that benefit all programs are allocated to the indirect expense category. 

 
N. Unallowable Costs – Costs that are unallowable in accordance with Part 200 – 

Uniform Administrative Requirements, Cost Principles, and Audit Requirements 
for Federal Awards, including commissioner travel and per diem, alcoholic 
beverages, lobbying, bad debts, contributions, entertainment, fines, and 
penalties are not included in the calculation of the indirect rate. 

 
 
 
Indirect Salary Narrative 
 

Agency Director and Deputy Agency Director charge time spent on support to 
the Commission, financial review, personnel matters, and project management. 
 
Administrative Services Coordinator charges time spent on financial 
management, procurement, support to the Commission, personnel matters, 
employee benefit administration, contract administration, website updates, and 
report preparation and production.  
 
Other Staff charge time spent in all staff meetings and performance reviews. 
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Figure 1: Capital Area Regional Planning Commission 2022 Organization Chart  
(Effective January 1, 2022) (1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes: 
(1) Does not include part time, temporary workers such as interns or clerical. 
(2) Not stand-alone positions but added on to a Division Director’s responsibilities. 

Capital Area Regional Planning Commission Budget & Personnel Panel 

Executive Director  
or Agency Director (2) 

 
Deputy Agency Director (2) 

 
Administrative Support 

Staff Members 
Administrative Services Coordinator 

Environmental Resources Planning 
Division Director 

 
Staff Members 

Environmental Resources Planner 
Environmental Engineer 

 
GIS Technical Support 

Staff Members 
GIS Specialist 

Executive Committee 
Personnel Committee 

Executive Chairperson 

Community & Regional Development Planning 
 

Division Director 
 

Staff Members 
Senior Community Planner 

Community Planner-Communications Specialist 
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CERTIFICATE OF INDIRECT COST RATE 
 
This is to certify that I have reviewed the indirect cost rate proposal prepared and 
submitted herewith and to the best of my knowledge and belief: 
 
(1) All costs included in this proposal, dated July 14, 2022, to establish indirect, 

administrative overhead, and fringe cost billing rates for 2022 and 2023 are 
allowable in accordance with the requirements of the Federal award(s) to which 
they apply and Title 2 U. S. Code of Federal Regulations Part 200, Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards. This proposal does not include any costs which are unallowable as identified 
in the applicable federal cost principles.  
 

(2) All costs included in this proposal are properly allocable to Federal awards based on 
a beneficial or causal relationship between the expenses incurred and the 
agreements to which they are allocated in accordance with applicable requirements. 
Further, the same costs that have been treated as indirect costs have not been 
claimed as direct costs. Similar types of costs have been accounted for consistently 
and the Federal Government will be notified of any accounting changes that would 
affect the predetermined rate.  
 

(3) Rates calculated within the proposal used a direct cost base type of direct salaries 
and wages. The indirect cost rate is 29.48%. The fringe rate is 68.73%. The 
administrative overhead rate is 24.12%. The total of these three rates is 122.32%. 
The calculations were based on actual costs from fiscal year 2021, to obtain these 
federal billing rates for fiscal year 2022 and 2023 until a new Cost Allocation Plan is 
adopted.  

 
(4) All documentation supporting the indirect cost rate identified above will be retained 

by CARPC. This rate should be reviewed and validated as part of the CARPC’s annual 
financial audit.  

 
Subject to the provisions of the Program Fraud Civil Remedies Act of 1986 (31 USC 3801 
et seq.), the False Claims Act (18 USC 287 and 31 USC 3729), and the False Statement 
Act (18 USC 1001), I declare to the best of my knowledge that the foregoing is true and 
correct.  
 
Governmental Unit: Capital Area Regional Planning Commission 
 
Signature: _________________________________________________ 
 
Name of Official: Steve Steinhoff  
Title: Agency Director  
Date of Execution: July 14, 2022 
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CAPITAL AREA REGIONAL PLANNING COMMISSION 
SCHEDULE 1 

COMPUTATION OF FRINGE BENEFIT RATE 
FOR THE QUARTER ENDED DECEMBER 31, 2021 

 
 
 
Fringe Benefits: 

Payroll Taxes 
Health Insurance 
Dental Insurance 
Group Life Insurance 
Disability Insurance 
Compensated Absences / Paid Time Off 
Retirement 
Worker's Compensation Insurance 
Unemployment Compensation 
Fringe Benefits 
Moving Expense 

Total Fringe Benefits 
 

Project Salaries 
Administrative Salaries 

Total Labor 
 

Total Fringe Benefits $ 376,663 
 

Total Labor $ 548,045 
 
 
 
 
 
 
 

Total Salaries 682,455 
Unallowable Salaries - 

 

Total Orion Salaries 682,455 
- 

 
 
 

50,386 
134,283 
11,112 

173 
501 

134,410 
42,493 
2,842 

455 
8 
- 

 

$ 376,663 
 

441,552 
106,493 

$ 548,045 
 

68.73% 
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CAPITAL AREA REGIONAL PLANNING COMMISSION 
SCHEDULE 2 

COMPUTATION OF INDIRECT OVERHEAD RATE 
FOR THE QUARTER ENDED DECEMBER 31, 2021 

 
 
 
Indirect Overhead: 

  

Contracted Services $ 272 
Meals, Travel 952 
Conference and Training 224 
Dues, Membership, Subscriptions 2,082 
Supplies 1,755 
Printing 253 
Postage 2 
Webhosting 289 
Equipment 776 
Software 11,386 
IT Services 10,880 
Rent 47,257 
Telephone 1,914 
Administration and Payroll Fees 3,760 
Outreach and Education 1,172 
Pass Through - Coop Water Resource, Transport Plan, Urban Footprint - 
Audit 9,300 
Commission Per Diem and Travel (unallowable & not included here) - 
Legal Services 1,601 
Consulting Services 25 
Financial Services 30,467 
Recruitment - 
Insurance 3,748 
Depreciation and Amortization 2,042 

Total Indirect Expenses $  130,156 
 
 

Total Indirect Expenses $ 130,156 

 

 

Total Project Salaries  $ 441,552  29.48% 
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CAPITAL AREA REGIONAL PLANNING COMMISSION 
SCHEDULE 3 

COMPUTATION OF ADMINISTRATIVE OVERHEAD RATE 
FOR THE QUARTER ENDED DECEMBER 31, 2021 

 
 
Administrative Overhead: 

  

Administrative Salaries $ 106,493 
 

Total Administrative Salaries 
 
 

Administrative Overhead  $ 106,493 
Project Salaries $ 441,552 

 
$ 106,493 

 
 
 

24.12% 
 

 

 
 

Summary of the Rates / Total 
Administrative Overhead (Schedule 3) 24.12% 
Indirect Overhead (Schedule 2) 29.48% 
Fringe Benefits (Schedule 1) 68.73% 
 
Total Fringe & Indirect Rate 

 
122.32% 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET            July 11, 2022 
                       Item 6 
 
Re: Restatement of Qualified Retirement Plan including Action by Governing Board (actionable item) 
 

Requested Action: 

Authorization of Agency Director to execute the “Nonstandard Governmental Profit Sharing/401(k) Plan 
Adoption Agreement” and approval of “Action by the Governing Board: Restatement of Qualified Retirement 
Plan”  
 

Background: 

In September 2020, the Agency entered into an agreement with Pelion Benefits Inc to act as the Third-
Party Plan Administrator for the CARPC Retirement Enhancement Program set up by Precision Retirement 
Corporation.  
 
To maintain the Plan’s qualified status, it must comply with the ever-evolving tax laws and requirements of 
the Internal Revenue Service (IRS) and will periodically need to be updated and / or restated to meet new 
requirements. The terms and conditions of the Plan itself are not changing. The new documents simply 
address updated laws and IRS guidance, including, but not limited to many items that do not pertain to the 
Agency’s specific plan, but still require new documents. 
 

Staff Comments: 

All the documents that Pelion Benefits Inc sent the Agency have been reviewed by legal counsel who found 
no legal objections to them. They were further reviewed by Agency Director, Steve Steinhoff and 
Administrative Services Coordinator, Haley Smith. Questions were also sent to our contact at Pelion 
Benefits Inc for further clarification but were answered to our satisfaction.  Staff recommends adoption of a 
new version of the Plan document, called a “Plan Restatement” be signed at this time.  
 

Attachments: 

Documents to be Signed: 

1. Adoption Agreement #001 (pages to be signed are ER-1, TD-2, and HD-2) 
2. Action by the Governing Board – Restatement of Qualified Retirement Plan Resolution 

 
Supporting Documentation: 
3. Pelion Benefits Inc Letter of Explanation to CARPC dated May 16, 2022 (click for link) 
4. Department of the Treasury / Internal Revenue Service (IRS) Letter dated 12/31/18 (click for link) 
5. Pre-Approved Governmental Defined Contribution Plan – Basic Plan Document (click for link) 
6. Summary Plan Description for the Capital Area Regional Planning Commission 401(a) Benefit Plan as 

of January 1, 2022 (click for link) 
7. ASC Trust Agreement (Governmental) (click for link) 

 

Staff Contact: 

Haley Smith, Administrative Services Coordinator                       Steve Steinhoff, Agency Director 
haleys@capitalarearpc.org                                                           steve@capitalarearpc.org  
608 474 6017                                                                                608 474 6010 
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Next Steps: 

Execute documents and return to Pelion Benefits Inc by July 31, 2022. 
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NONSTANDARDIZED GOVERNMENTAL PROFIT SHARING/401(k) PLAN
ADOPTION AGREEMENT #001

 
By executing this Nonstandardized Governmental Profit Sharing/401(k) Plan Adoption Agreement (the "Adoption Agreement" or “AA”), 
the undersigned Employer agrees to establish or continue a Governmental Profit Sharing/401(k) Plan for its Employees. The 
Governmental Profit Sharing/401(k) Plan adopted by the Employer consists of the Governmental Defined Contribution Pre-Approved 
Plan Basic Plan Document #03 (the "BPD") and the elections made under this Adoption Agreement (collectively referred to as the 
"Plan"). An Employer may jointly co-sponsor the Plan by signing a Participating Employer Adoption Page, which is attached to this 
Adoption Agreement. This Plan is effective as of the Effective Date identified on the Signature Page of this Adoption Agreement.

SECTION 1
EMPLOYER INFORMATION

1-1 EMPLOYER INFORMATION. 

Name: Capital Area Regional Planning Commission

Address: 100 State Street, Suite 400    
Madison, WI 53703-2573

Telephone: 608-474-6017

1-2 EMPLOYER IDENTIFICATION NUMBER (EIN). 450570159

1-3 FORM OF BUSINESS.
 State or political subdivision of a State
 State agency or instrumentality
 Indian Tribal Government
 Describe other Employer qualified to adopt a Governmental Plan:  

1-4 EMPLOYER’S TAX YEAR END. The Employer’s tax year ends December 31

1-5 RELATED EMPLOYERS. Is the Employer part of a group of Related Employers (as defined in Section 1.83 of the Plan)? 

 Yes

 No

If yes, Related Employers may be listed below. A Related Employer must execute a Participating Employer Adoption Page for 
Employees of that Related Employer to participate in this Plan. 

[Note: This AA §1-5 is for informational purposes and the Employer need not list Related Employers. The failure to identify all 
Related Employers will not jeopardize the qualified status of the Plan.]

SECTION 2
PLAN INFORMATION

2-1 PLAN NAME. Capital Area Regional Planning Commission 401(a) Benefit Plan
Original Effective Date: September 1, 2020
Restatement Effective Date: January 1, 2022  

2-2 PLAN NUMBER. 002

2-3 TYPE OF PLAN.

 (a) This Plan is a Profit Sharing Plan. (Note: May also include Matching Contributions under AA §6B.)
 (b) This Plan is a Grandfathered Profit Sharing/401(k) Plan. [Note: To qualify as a Grandfathered Profit Sharing/401(k) 

Plan, the Employer must have maintained a 401(k) plan as of May 6, 1986. A Grandfathered Profit Sharing/401(k) 
Plan may also include a plan of an Indian Tribal Government, as defined in Section 1.58 of the Plan. See Section 1.55 
of the Plan for a more detailed description of a Grandfathered Profit Sharing/401(k) Plan.]

 (c) The Plan is intended to be a FICA Replacement Plan (as described under Section 4.03 of the Plan). [Note: If this 
subsection (c) is checked, elections under this AA must be consistent with the requirements of a FICA Replacement Plan 
as described under Section 4.03 of the Plan.]  
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2-4 PLAN YEAR. 
 (a) Calendar year.
 (b) The 12-consecutive month period ending on 12/31  each year.
 (c) The Plan has a Short Plan Year running from          to         .  

2-5 FROZEN PLAN. Check this AA §2-5 if the Plan is a frozen Plan to which no contributions will be made.
 This Plan is a frozen Plan effective           . (See Section 3.02(a)(2) of the Plan.) 

[Note: As a frozen Plan, the Employer will not make any contributions with respect to Plan Compensation earned after such date 
and no Participant will be permitted to make any contributions to the Plan after such date. In addition, no Employee will become 
a Participant after the date the Plan is frozen.] 

2-6 MULTIPLE EMPLOYER PLAN. Is this Plan a Multiple Employer Plan as defined in Section 16.07 of the Plan? (See Section 
16.07 of the Plan for special rules applicable to Multiple Employer Plans.)
 Yes
 No  

2-7 PLAN ADMINISTRATOR. 
 (a) The Employer identified in AA §1-1.
 (b) Name: 

Address:  

Telephone:   

2-8 DEFINITION OF DISABLED. An individual is considered Disabled for purposes of applying the provisions of this Plan if: 

 (a) The individual is covered by the Employer’s disability insurance plan and is determined to be disabled under such plan.

 (b) The individual is determined to be disabled by the Social Security Administration under Section 223(d) of the Social 
Security Act for purposes of determining eligibility for Social Security benefits.

 (c) The Plan Administrator determines an individual is unable to engage in any substantial gainful activity by reason of a 
medically determinable physical or mental impairment that can be expected to result in death or which has lasted, or can 
be expected to last, for a continuous period of not less than 12 months. The permanence and degree of such impairment 
shall be supported by medical evidence. The Plan Administrator may establish reasonable procedures for determining 
whether a Participant is Disabled. 

[Note: An Employer may elect any or all of (a), (b) and (c) above. If more than one of (a), (b) and (c) is selected, the 
hierarchy for determining whether an individual is considered Disabled is (a), then (b) and then (c), unless described 
otherwise under separate administrative procedures or under subsection (d) below.]

 (d) Alternative definition of Disabled: 

[Note: Any alternative definition described in this subsection (d) will apply uniformly to all Participants under the Plan 
and will be applied in a nondiscretionary manner. The Employer may describe different definitions of Disabled for 
different purposes under the plan.] 

SECTION 3
ELIGIBLE EMPLOYEES

3-1 ELIGIBLE EMPLOYEES. In addition to the Employees identified in Section 2.02 of the Plan, the following Employees are 
excluded from participation under the Plan with respect to the contribution source(s) identified in this AA §3-1. See Sections 
2.02(d) and (e) of the Plan for rules regarding the effect on Plan participation if an Employee changes between an eligible and 
ineligible class of employment. 

Deferral Match ER

   (a) No exclusions

   (b) Collectively Bargained Employees

   (c) Non-resident aliens who receive no compensation from the Employer which 
constitutes U.S. source income
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Deferral Match ER

   (d) Leased Employees

   (e) Employees paid on an hourly basis

   (f) Employees paid on a salaried basis

   (g) Employees in an elected or appointed position.

   (h) Part-Time Employees (as defined in Section 1.71 of the Plan) 

   (i) Seasonal Employees (as defined in Section 1.89 of the Plan)

   (j) Temporary Employees (as defined in Section 1.93 of the Plan)

   (k) Employees eligible for another qualified plan sponsored by the Employer or a 
Related Employer
Specify name of other qualified plan (optional): 

   (l) Other: Employees who do not retire from Capital Area Regional Planning 
Commission

  

[Note: The elections under the ER column apply to any Pick-Up Contributions and any After-Tax Employee Contributions 
authorized under AA §6-7, unless elected otherwise under subsection (l) above. The exclusions inserted may not result in a 
specifically named individual or a finite group (such as employees hired before a certain date) being the only employee or 
employees participating under the plan in violation of the permanency requirements or Treas. Reg. §1.401-1(b)(2). It is 
permissible to limit participation under the plan to an employee or employees of a specifically named position or positions.] 

SECTION 4
MINIMUM AGE AND SERVICE REQUIREMENTS

4-1 ELIGIBILITY REQUIREMENTS – MINIMUM AGE AND SERVICE. An Eligible Employee (as defined in AA §3-1) who 
satisfies the minimum age and service conditions under this AA §4-1 will be eligible to participate under the Plan as of his/her 
Entry Date (as defined in AA §4-2 below). 

(a) Service Requirement. An Eligible Employee must complete the following minimum service requirements to participate 
in the Plan. 

Deferral Match ER

   (1) There is no minimum service requirement for participation in the Plan.

   (2)         Year(s) of Service (as defined in Section 2.03(a)(1) of the Plan and AA 
§4-3).

   (3) The completion of at least         Hours of Service during the first       months of 
employment (or the first       days of employment) or the completion of a Year 
of Service (as defined in AA §4-3), if earlier. 
 (i) An Employee who completes the required Hours of Service satisfies 

eligibility at the end of the designated period, regardless if the 
Employee actually works for the entire period.

 (ii) An Employee who completes the required Hours of Service must 
also be employed continuously during the designated period of 
employment. See Section 2.03(a)(2) of the Plan for rules regarding 
the application of this subsection (ii).

   (4) The completion of        Hours of Service during an Eligibility Computation 
Period. [Note: An Employee satisfies the service requirement immediately 
upon completion of the designated Hours of Service rather than at the end of 
the Eligibility Computation Period.]

   (5) Full-time Employees are eligible to participate as set forth in subsection (i) 
below. Employees who are “part-time” Employees must complete a Year of 
Service (as defined in AA §4-3). For this purpose, a full-time Employee is any 
Employee not defined in subsection (ii) below.

(i) Full-time Employees must complete the following minimum service 
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Deferral Match ER
requirements to participate in the Plan:

 (A) There is no minimum service requirement for participation in the 
Plan.

 (B) The completion of at least         Hours of Service during the first 
        months of employment or the completion of a Year of 
Service (as defined in AA §4-3), if earlier.

 (C) Under the Elapsed Time method as defined in AA §4-3(c) below.

 (D) Describe: 

[Note: Any conditions provided under this subsection (D) must 
be definitely determinable.]

(ii) Part-time Employees must complete a Year of Service (as defined in AA 
§4-3). For this purpose, a part-time Employee is any Employee (including 
a temporary or seasonal Employee) whose normal work schedule is less 
than:

 (A) For this purpose, a part-time Employee is any Employee 
(including a temporary or seasonal Employee) whose normal 
work schedule is less than:

 (I)         hours per week.

 (II)         hours per month.

 (III)         hours per year.

 (B) Describe part-time Employees for this purpose:  

[Note:  A part-time employee must be described as an individual 
who works less than a specified number of hours (no greater 
than 40) during a standard work week.]

   (6) Under the Elapsed Time method as described in AA §4-3(c) below. 

   (7) Describe eligibility conditions:  
  

(b) Minimum Age Requirement. An Eligible Employee (as defined in AA §3-1) must have attained the following age with 
respect to the contribution source(s) identified in this AA §4-1(b).

Deferral Match ER

   (1) There is no minimum age for Plan eligibility.

   (2) Age 21.

   (3) Age 55      .
  

 (c) Special eligibility rules. The following special eligibility rules apply with respect to the Plan: 

[Note: Any elections under the ER column under this AA §4-1 apply to any Pick-Up Contributions authorized under AA §6-1(d) 
and any After-Tax Employee Contributions authorized under AA §6-7, unless elected otherwise under subsection (c) above. 
Subsection (c) above may be used to apply the eligibility conditions selected under this AA §4-1 separately with respect to 
different Employee groups or different contribution formulas under the Plan. Any special rules under subsection (c) above must 
be definitely determinable.]   

4-2 ENTRY DATE. An Eligible Employee (as defined in AA §3-1) who satisfies the minimum age and service requirements in AA 
§4-1 shall be eligible to participate in the Plan as of his/her Entry Date. For this purpose, the Entry Date is the following date with 
respect to the contribution source(s) identified under this AA §4-2. 

Deferral Match ER

   (a) Immediate. The date the minimum age and service requirements are satisfied (or 
date of hire, if no minimum age and service requirements apply).

   (b) Semi-annual. The first day of the 1st and 7th month of the Plan Year.

   (c) Quarterly. The first day of the 1st, 4th, 7th and 10th month of the Plan Year.
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Deferral Match ER

   (d) Monthly. The first day of each calendar month.

   (e) Payroll period. The first day of the payroll period.

   (f) The first day of the Plan Year.

   (g) Describe Entry Date: 
[Note: Entry Date under this subsection (g) must be no later than 3 years after the 
date described under (a).]

An Eligible Employee’s Entry Date (as defined above) is determined based on when the Employee satisfies the minimum age and 
service requirements in AA §4-1. For this purpose, an Employee’s Entry Date is the Entry Date:

Deferral Match ER

   (h) next following satisfaction of the minimum age and service requirements. 

   (i) coinciding with or next following satisfaction of the minimum age and service 
requirements.

N/A   (j) nearest the satisfaction of the minimum age and service requirements. 

N/A   (k) preceding the satisfaction of the minimum age and service requirements. 

This section may be used to describe any special rules for determining Entry Dates under the Plan. For example, if different Entry 
Date provisions apply for the same contribution sources with respect to different groups of Employees, such different Entry Date 
provisions may be described below. 

Deferral Match ER

   (l) Describe any special rules that apply with respect to the Entry Dates under this AA 
§4-2: 

[Note: The elections under the ER column under this AA §4-2 apply to any Pick-Up Contributions selected under AA §6-1(d) and 
any After-Tax Employee Contributions selected under AA §6-7, unless elected otherwise under subsection (l) above. Any special 
rules under subsection (l) above must be definitely determinable.]     

4-3 DEFAULT ELIGIBILITY RULES. In applying the minimum age and service requirements under AA §4-1 above, the 
following default rules apply with respect to all contribution sources under the Plan: 

 Year of Service. An Employee earns a Year of Service for eligibility purposes upon completing 1,000 Hours of Service 
during an Eligibility Computation Period. Hours of Service are calculated based on actual hours worked during the 
Eligibility Computation Period. (See Section 1.57 of the Plan for the definition of Hour of Service.)

 Eligibility Computation Period. If one Year of Service is required for eligibility, the Plan will determine subsequent 
Eligibility Computation Periods on the basis of Plan Years. (See Section 2.03(a)(3)(i) of the Plan). If more than one Year of 
Service is required for eligibility, the Plan will determine subsequent Eligibility Computation Periods on the basis of 
Anniversary Years. (See Section 2.03(a)(3)(ii) of the Plan.) 

To override the default eligibility rules, complete the applicable sections of this AA §4-3. If this AA §4-3 is not completed for a 
particular contribution source, the default eligibility rules apply.  

Deferral Match ER

   (a) Year of Service. Instead of 1,000 Hours of Service, an Employee earns a Year of 
Service upon the completion of         Hours of Service during an Eligibility 
Computation Period.

   (b) Eligibility Computation Period (ECP). The Plan will use Anniversary Years, 
unless more than one Year of Service is required under AA §4-1(a), in which case 
the Plan will shift to Plan Years if the Employee does not earn a Year of Service 
during the first Eligibility Computation Period. (See Section 2.03(a)(3)(ii) of the 
Plan.) 
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Deferral Match ER

   (c) Elapsed Time method. Eligibility service will be determined under the Elapsed 
Time method. An Eligible Employee (as defined in AA §3-1) must complete a 
period of service, as designated below, to participate in the Plan. (See Section 
2.03(a)(6) of the Plan.) 
 (1) For Deferral, must complete a          period of service
 (2) For Match, must complete a           period of service
 (3) For ER, must complete a          period of service 
[Note: Under the Elapsed Time method, service will be measured from the 
Employee’s employment commencement date (or reemployment commencement 
date, if applicable) without regard to the Eligibility Computation Period designated 
in Section 2.03(a)(3) of the Plan.]

   (d) Equivalency Method. For purposes of determining an Employee’s Hours of 
Service for eligibility, the Plan will use the Equivalency Method (as defined in 
Section 2.03(a)(5) of the Plan). The Equivalency Method will apply to:
 (1) All Employees.
 (2) Only Employees for whom the Employer does not maintain hourly 

records. For Employees for whom the Employer maintains hourly 
records, eligibility will be determined based on actual hours worked.

Hours of Service for eligibility will be determined under the following Equivalency 
Method. 
 (3) Monthly.  190 Hours of Service for each month worked.
 (4) Weekly. 45 Hours of Service for each week worked.
 (5) Daily. 10 Hours of Service for each day worked.
 (6) Semi-monthly. 95 Hours of Service for each semi-monthly period 

worked. 
 (7) Describe Equivalency Method: 

[Note: Any description of an Equivalency Method under this subsection 
(7) must be definitely determinable.] 

   (e) Special eligibility provisions.  

[Note: The elections under the ER column under this AA §4-3 apply to any Pick-Up Contributions authorized under AA §6-1(d) 
and any After-Tax Employee Contributions selected under AA §6-7, unless elected otherwise under subsection (e) above. Any 
special rules under subsection (e) above must be definitely determinable.]  

4-4 EFFECTIVE DATE OF MINIMUM AGE AND SERVICE REQUIREMENTS. The minimum age and/or service 
requirements under AA §4-1 apply to all Employees under the Plan. An Employee will participate with respect to all contribution 
sources under the Plan as of his/her Entry Date, taking into account all service with the Employer, including service earned prior 
to the Effective Date. 

To allow Employees employed on a specified date to enter the Plan without regard to the minimum age and/or service conditions, 
complete this AA §4-4. 

Deferral Match ER

   An Eligible Employee who is employed by the Employer on the following designated 
date will enter the Plan on the designated date without regard to minimum age and/or 
service requirements (as designated below): 
 (a) the Effective Date of this Plan (as designated in the Employer Signature Page). 
 (b) the date the Plan is executed by the Employer (as indicated on the Employer 

Signature Page).  
 (c)            [insert date no earlier than the Effective Date of this Plan] 

An Eligible Employee who is employed on the designated date will enter the Plan on the 
designated date without regard to the minimum age and service requirements under AA 
§4-1. If both minimum age and service conditions are not waived, select subsection (d) 
or (e) below to designate which condition is waived under this AA §4-4.
 (d) This AA §4-4 only applies to the minimum service condition.  
 (e) This AA §4-4 only applies to the minimum age condition. 
The provisions of this AA §4-4 apply to all Eligible Employees employed on the 
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designated date unless designated otherwise under subsection (f) or (g) below.

 (f) The provisions of this AA §4-4 apply to the following group of Employees 
employed on the designated date:   

 (g) Describe special rules:   
[Note: An Employee who is employed as of the designated date described in this AA §4-
4 will enter the Plan as of such date unless a different Entry Date is designated under 
subsection (g) above. The elections under the ER column apply to any Pick-Up 
Contributions authorized under AA §6-1(d) and any After-Tax Employee Contributions 
selected under AA §6-7, unless elected otherwise under subsection (g) above. Any 
special rules under subsection (g) above must be definitely determinable.]

    
4-5 SERVICE WITH PREDECESSOR EMPLOYER. Service with the following Predecessor Employers will be counted for 

purposes of determining eligibility, vesting and allocation conditions under this Plan, unless designated otherwise under 
subsection (a) or (b) below. (See Sections 2.06, 3.07(b) and 6.07 of the Plan.) 

 (a) The Plan will count service with the following Predecessor Employers:  

Name of Predecessor Employer Eligibility   Vesting
Allocation
Conditions

 (1)   

     
 (b) Describe any special provisions applicable to Predecessor Employer service:     

4-6 BREAKS IN SERVICE. Generally, an Employee will be credited with all service earned with the Employer, including service 
earned prior to a Break in Service. To disregard service earned prior to a Break in Service for eligibility purposes, complete this 
AA §4-6. (See Section 2.07 of the Plan.)

 (a) If an Employee incurs at least one Break in Service, the Plan will disregard all service earned prior to such Break in 
Service for purposes of determining eligibility to participate.  

 (b) If an Employee incurs at least            Breaks in Service, the Plan will disregard all service earned prior to such Break in 
Service for purposes of determining eligibility to participate. [Enter “0” if prior service will be disregarded for all 
rehired Employees.] 

 (c) The Nonvested Participant Break in Service rule applies to all Employees, including Employees who have not 
terminated employment.

 (d) Describe:  

SECTION 5
COMPENSATION DEFINITIONS

5-1 TOTAL COMPENSATION. Total Compensation is based on the definition set forth under this AA §5-1. See Section 1.94 of 
the Plan for a specific definition of the various types of Total Compensation. 
 (a) W-2 Wages  
 (b) Code §415 Compensation  
 (c) Wages under Code §3401(a)  

[Note: For purposes of determining Total Compensation, each definition includes Elective Deferrals as defined in Section 1.36 of 
the Plan, pre-tax contributions to a Code §125 cafeteria plan or a Code §457 plan, and qualified transportation fringes under 
Code §132(f)(4).] 

5-2 POST-SEVERANCE COMPENSATION. Total Compensation includes post-severance compensation, to the extent provided in 
Section 1.94(b) of the Plan, unless otherwise elected below. 

 (a) Exclusion of post-severance compensation from Total Compensation. The following amounts paid after a 
Participant’s severance of employment are excluded from Total Compensation. 

 (1) Unused leave payments.  Payment for unused accrued bona fide sick, vacation, or other leave, but only if the 
Employee would have been able to use the leave if employment had continued.

 (2) Deferred compensation.  Payments received by an Employee pursuant to a nonqualified unfunded deferred 
compensation plan, but only if the payment would have been paid to the Employee at the same time if the 
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Employee had continued in employment and only to the extent that the payment is includible in the 
Employee’s gross income.  

[Note: Plan Compensation (as defined in Section 1.75 of the Plan) includes any post-severance compensation amounts 
that are includible in Total Compensation. The Employer may elect to exclude all compensation paid after severance of 
employment from the definition of Plan Compensation under AA §5-3(j) below or may elect to exclude specific types of 
post-severance compensation from Plan Compensation under AA §5-3(l) below.]  

 (b) Continuation payments for disabled Participants. If this subsection (b) is not elected, Total Compensation does not 
include continuation payments for disabled Participants. If this subsection (b) is elected, Total Compensation shall 
include post-severance compensation paid to a Participant who is permanently and totally disabled, as provided in 
Section 1.94(c) of the Plan.  

5-3 PLAN COMPENSATION. Plan Compensation is Total Compensation (as defined in AA §5-1 above) with the following 
exclusions described below. 

Deferral Match ER

   (a) No exclusions.

N/A   (b) Elective Deferrals (as defined in Section 1.36 of the Plan), pre-tax contributions to 
a cafeteria plan or a Code §457 plan, and qualified transportation fringes under 
Code §132(f)(4) are excluded.

   (c) All fringe benefits (cash and noncash), reimbursements or other expense 
allowances, moving expenses, deferred compensation, and welfare benefits are 
excluded.

   (d) Compensation above $       is excluded. 

   (e) Amounts received as a bonus are excluded.

   (f) Amounts received as commissions are excluded.

   (g) Overtime payments are excluded.

   (h) Amounts received for services performed for a non-signatory Related Employer are 
excluded. (See Section 2.02(c) of the Plan.)
[Note: If this subsection (h) is not elected, amounts received for services performed 
for a non-signatory Related Employer are INCLUDED in Plan Compensation.]

   (i) “Deemed §125 compensation” as defined in Section 1.94(d) of the Plan.

   (j) Amounts received after termination of employment are excluded. (See Section 
1.94(b) of the Plan.) 

   (k) Differential Pay (as defined in Section 1.94(e) of the Plan).

   (l) Describe adjustments to Plan Compensation: 
  

[Note: Any modification under subsection (l) must be definitely determinable and preclude Employer discretion. The elections 
under the ER column under this AA §5-3 apply to any Pick-Up Contributions authorized under AA §6-1(d) and any After-Tax 
Employee Contributions selected under AA §6-7, unless elected otherwise under subsection (l).] 

5-4 PERIOD FOR DETERMINING COMPENSATION. 

(a) Compensation Period. Plan Compensation will be determined on the basis of the following period(s) for the 
contribution sources identified in this AA §5-4. [Note: If a period other than the Plan Year applies for any contribution 
source, any reference to the Plan Year as it refers to Plan Compensation for that contribution source will be deemed to 
be a reference to the period designated under this AA §5-4.]

Deferral Match ER

   (1) The Plan Year.

   (2) The calendar year ending in the Plan Year.

   (3) The Employer's fiscal tax year ending in the Plan Year.

   (4) The 12-month period ending on           which ends during the Plan Year.
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(b) Compensation while a Participant. Unless provided otherwise under this subsection (b), in determining Plan 
Compensation, only compensation earned while an individual is a Participant under the Plan with respect to a particular 
contribution source will be taken into account. 

To count compensation for the entire Plan Year for a particular contribution source, including compensation earned 
while an individual is not a Participant with respect to such contribution source, check below. (See Section 1.75(b) of 
the Plan.)

Deferral Match ER

   All compensation earned during the Plan Year will be taken into account, 
including compensation earned while an individual is not a Participant.

  
(c) Few weeks rule. The few weeks rule (as described in Section 5.02(c)(7)(i) of the Plan) will not apply unless designated 

otherwise under this subsection (c). 

 Amounts earned but not paid during a Limitation Year solely because of the timing of pay periods and pay 
dates shall be included in Total Compensation for the Limitation Year, provided the amounts are paid during 
the first few weeks of the next Limitation Year, the amounts are included on a uniform and consistent basis 
with respect to all similarly situated Employees, and no amounts are included in more than one Limitation 
Year.     

SECTION 6
EMPLOYER AND EMPLOYEE CONTRIBUTIONS

6-1 EMPLOYER / EMPLOYEE CONTRIBUTIONS. The Employer/Employee may make the following contributions under the 
Plan:  

 (a) Employer Contributions under AA §6-2

 (b) Voluntary After-Tax Employee Contributions under AA §6-7(a)

 (c) Mandatory After-Tax Employee Contributions under AA §6-7(b)

 (d) Employer Pick-Up Contributions under AA §6-7(c) 

 (e) N/A. No Employer/Employee Contributions are permitted under the Plan [Skip to Section 6A]  

6-2 EMPLOYER CONTRIBUTION FORMULA. For the period designated in AA §6-5(a) below, the Employer will make the 
following Employer Contributions on behalf of Participants who satisfy the allocation conditions designated in AA §6-6 below. 
Any Employer Contribution authorized under this AA §6-2 will be allocated in accordance with the allocation formula selected 
under AA §6-3. 

 (a) Discretionary contribution. The Employer will determine in its sole discretion how much, if any, it will make as an 
Employer Contribution.  

 (b) Fixed contribution. 
 (1) Fixed percentage.  % of each Participant’s Plan Compensation.
 (2) Fixed dollar.  $         for each Participant.

 (3) Determined in accordance with the terms of the Employment contract between an Eligible Employee and 
the Employer. [Note: If this subsection (3) is checked, the provisions of an Employment contract addressing 
retirement benefits will override any selection under this AA §6-2.] 

 (c) Contributions under Collective Bargaining Agreement, employment contract or equivalent arrangement. The 
Employer will make an Employer Contribution based on a Collective Bargaining Agreement, employment agreement or 
equivalent arrangement as follows:   
[Note: Insert the appropriate contribution formula (and allocation formula, if applicable) from the Collective 
Bargaining Agreement, employment agreement or equivalent arrangement. The formula must be definitely determinable 
as required under Treas. Reg. §1.401-1.] 

 (d) Service-based contribution. The Employer will make the following contribution:
 (1) Discretionary. A discretionary contribution determined as a uniform percentage of Plan Compensation for 

each period of service designated below.
 (2) Fixed percentage.        % of Plan Compensation paid for each period of service designated below.
 (3) Fixed dollar. $        for each period of service designated below.
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The service-based contribution will be based on the following periods of service:
 (4) Each Hour of Service
 (5) Each week of employment
 (6) Describe period: 

The service-based contribution is subject to the following rules.

 (7) Describe any special provisions that apply to service-based contribution:   
 (e) Describe special rules for determining contributions under Plan: 

[Note: Any special rules under this subsection (e) may only describe the basis for determining a discretionary service-
based contribution, such as a uniform dollar amount, and must be definitely determinable.]   

6-3 ALLOCATION FORMULA. 
 (a) Pro rata allocation. The discretionary Employer Contribution under AA §6-2(a) will be allocated:

 (1) as a uniform percentage of Plan Compensation. 

 (2) as a uniform dollar amount.  

 (b) Fixed contribution. The fixed Employer Contribution under AA §6-2 will be allocated in accordance with the 
selections made with respect to fixed Employer Contributions under AA §6-2.  

 (c) Permitted disparity allocation. The discretionary Employer Contribution under AA §6-2(a) will be allocated under the 
two-step method (as defined in Section 3.02(a)(1)(i)(B)(I) of the Plan), using the Taxable Wage Base (as defined in 
Section 1.92 of the Plan) as the Integration Level. 

To modify these default rules, complete the appropriate provision(s) below.
 (1) Integration Level. Instead of the Taxable Wage Base, the Integration Level is:

 (i)        % of the Taxable Wage Base, increased (but not above the Taxable Wage Base) to the next 
higher:
 (A) N/A  (B) $1
 (C) $100  (D) $1,000

 (ii) $          (not to exceed the Taxable Wage Base)

 (iii) 20% of the Taxable Wage Base

[Note: See Section 3.02(a)(1)(i)(B)(IV) of the Plan for rules regarding the Maximum Disparity Rate that may 
be used where an Integration Level other than the Taxable Wage Base is selected.]

 (2) Describe special rules for applying permitted disparity allocation formula: 

[Note: Any special rules under subsection (2) must be definitely determinable.]  
 (d) Uniform points allocation. The discretionary Employer Contribution designated in AA §6-2(a) will be allocated to 

each Participant in the ratio that each Participant's total points bears to the total points of all Participants. A Participant 
will receive the following points: 
 (1)         point(s) for each         year(s) of age (attained as of the end of the Plan Year).
 (2)         points for each $        of Plan Compensation.
 (3)         point(s) for each         Year(s) of Service. For this purpose, Years of Service are determined: 

 (i) In the same manner as determined for eligibility.
 (ii) In the same manner as determined for vesting.
 (iii) Points will not be provided with respect to Years of Service in excess of        .  

 (e) Employee group allocation. The Employer may make a separate discretionary Employer Contribution to the 
Participants in the following allocation groups. The Employer must notify the Trustee in writing of the amount of the 
contribution to be allocated to each allocation group. 

 (1) A separate discretionary Employer Contribution may be made to each Participant of the Employer (i.e., each 
Participant is in his/her own allocation group).

 (2) A separate discretionary or fixed Employer Contribution may be made to the following allocation groups. If 
no fixed amount is designated for a particular allocation group, the contribution made for such allocation 
group will be allocated as a uniform percentage of Plan Compensation to all Participants within that allocation 
group, unless otherwise designated as a uniform dollar amount below.
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 The contribution made for each allocation group will be allocated as a uniform dollar amount to all 
Participants within the allocation group.

 Group 1: 

[Note: The Employee allocation groups designated above must be clearly defined in a manner that will not 
violate the definite allocation formula requirement of Treas. Reg. §1.401-1(b)(1)(ii).] 

(3) Special rules. Unless designated otherwise under this subsection (3), if a Participant is in more than one 
allocation group described in (2) above during the Plan Year, the Participant will receive an Employer 
Contribution based on the Participant’s status on the last day of the Plan Year. (See Section 3.02(a)(1)(i)(D) 
of the Plan.)

 (i) Determined separately for each Employee group. If a Participant is in more than one allocation 
group during the Plan Year, the Participant’s share of the Employer Contribution will be based on 
the Participant’s status for the part of the year the Participant is in each allocation group. 

 (ii) Describe: 

[Note: This subsection (ii) may only describe the amount of the Employer Contribution a 
Participant will receive when such Participant is in more than one allocation group. Any language 
under this subsection (ii) must be definitely determinable.]    

 (f) Age-based allocation. The discretionary Employer Contribution designated in AA §6-2(a) will be allocated under the 
age-based allocation formula so that each Participant receives a pro rata allocation based on adjusted Plan 
Compensation. For this purpose, a Participant’s adjusted Plan Compensation is determined by multiplying the 
Participant’s Plan Compensation by an Actuarial Factor (as described in Section 1.03 of the Plan). 
A Participant’s Actuarial Factor is determined based on a specified interest rate and mortality table. Unless designated 
otherwise under subsection (1) or (2) below, the Plan will use an applicable interest rate of 8.5% and a UP-1984 
mortality table.

  (1) Applicable interest rate. Instead of 8.5%, the Plan will use an interest rate of       % (must be between 7.5% 
and 8.5%) in determining a Participant’s Actuarial Factor. 

  (2) Applicable mortality table. Instead of the UP-1984 mortality table, the Plan will use the following mortality 
table in determining a Participant’s Actuarial Factor: 

  (3) Describe special rules applicable to age-based allocation: 

[Note: See Appendix A of the Plan for sample Actuarial Factors based on an 8.5% applicable interest rate and the 
UP-1984 mortality table. If an interest rate or mortality table other than 8.5% or UP-1984 is selected, appropriate 
Actuarial Factors must be calculated. Subsection (3) must provide for a definitely determinable allocation 
method.]  

 (g) Service-based allocation formula. The service-based Employer Contribution selected in AA §6-2(d) will be allocated 
in accordance with the selections made in AA §6-2(d).  

 (h) Describe special rules for determining allocation formula:  

[Note: Any special rules under this subsection (h) must be described in a manner that precludes Employer discretion.]  

6-4 CONTRIBUTIONS OF ACCRUED SICK, PTO AND/OR VACATION LEAVE. [Note: Do not complete this AA §6-4 and 
instead use AA§6-7(c) if this is an Employer Pick-Up Contribution.]

 (a) The Employer will make and allocate Employer Contributions of amounts of accrued unpaid sick leave, as described 
below: 

 (b) The Employer will make and allocate Employer Contributions of amounts of accrued unpaid vacation leave, as 
described below: 

[Note: The Employer must describe an Employer Contribution of accrued unpaid sick, and/or vacation leave that meets 
the following requirements:

 The leave converted under the arrangement can only be accrued unpaid leave;

 The leave converted can only be sick and/or vacation leave;

 The Employer must designate how often the conversions occur under this AA §6-4;

 The eligibility requirements for participation in the plan cannot be such that an Employee becomes a Participant 
only in the plan year in which the Employee terminates employment;
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 The only accrued unpaid leave which can be converted under the arrangement must only be leave for which the 
Employee has no right to request a cash payment;

 The leave conversion formula can only be one which involves multiplying an Employee’s current daily rate of pay 
against the amount of accrued unpaid leave being converted; and 

 The leave conversion formula is definitely determinable.] 

6-5 SPECIAL RULES. No special rules apply with respect to Employer/Employee Contributions under the Plan, except to the extent 
designated under this AA §6-5. Unless designated otherwise, in determining the amount of the Employer/Employee Contributions 
to be allocated under this AA §6, the contribution will be based on Plan Compensation earned during the Plan Year.   

 (a) Period for determining Employer/Employee Contributions. Instead of the Plan Year, Employer/Employee 
Contributions will be determined based on Plan Compensation earned during the following period: [Note: The Plan 
Year must be used if the permitted disparity allocation method is selected under AA §6-3(c) above.]
 (1) Plan Year quarter

 (2) calendar month

 (3) payroll period

 (4) Other: 

[Note: Although Employer Contributions are determined on the basis of Plan Compensation earned during the period 
designated under this subsection (a), this does not require the Employer to actually make contributions or allocate 
contributions on the basis of such period. Employer Contributions may be contributed and allocated to Participants at 
any time within the contribution period permitted under Treas. Reg. §1.415(c)-1(b)(6)(B), regardless of the period 
selected under this subsection (a).]  

 (b) Limit on Employer Contributions. The Employer Contribution elected in AA §6-2 may not exceed:
 (1)       % of Plan Compensation

 (2) $      

 (3) A discretionary amount determined by the Employer applied in a uniform manner for all eligible Participants 
for the Plan Year. 

 (c) Offset of Employer Contribution. 

 (1) A Participant’s allocation of Employer Contributions under AA §6-2 of this Plan is reduced by contributions 
under                                      [insert name of plan(s)]. (See Section 3.02(a)(1) of the Plan.) 

 (2) In applying the offset under this subsection (c), the following rules apply:   
 (d) Special rules:  

[Note: Any special rules under this subsection (d) must be definitely determinable.]   

6-6 ALLOCATION CONDITIONS. A Participant must satisfy any allocation conditions designated under this AA §6-6 to receive 
an allocation of Employer Contributions under the Plan. [Note: No allocation conditions apply to After-Tax Employee 
Contributions or Employer Pick-Up Contributions under AA §6-7.]
 (a) No allocation conditions apply with respect to Employer Contributions under the Plan.  
 (b) Employment condition. An Employee must be employed with the Employer on the last day of the Plan Year.  
 (c) Minimum service condition. An Employee must be credited with at least:

 (1)         Hours of Service during the Plan Year.

 (i) Hours of Service are determined using actual Hours of Service.

 (ii) Hours of Service are determined using the following Equivalency Method (as defined under Section 
2.03(a)(5) of the Plan):

 (A) Monthly  (B) Weekly

 (C) Daily  (D) Semi-monthly

 (E) Describe: 

[Note: Any description under this subsection (E) must be definitely determinable.]
 (2)         consecutive days of employment with the Employer during the Plan Year.   
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 (d) Exceptions. 
 (1) The above allocation condition(s) will not apply if the Employee:

 (i) dies.
 (ii) terminates employment due to becoming Disabled.
 (iii) becomes Disabled.
 (iv) terminates employment after attaining Normal Retirement Age.

[Note: This waiver of allocation conditions applies only once during the Participant’s employment 
with the Employer. Thus, if an Employee is rehired after such a waiver was applied to such 
Employee, the waiver of allocation conditions will not apply to a subsequent termination of 
employment. The Employer may modify this rule in subsection (e) below.]  

 (v) terminates employment after attaining Early Retirement Age.
[Note: This waiver of allocation conditions applies only once during the Participant’s employment 
with the Employer. Thus, if an Employee is rehired after such a waiver was applied to such 
Employee, the waiver of allocation conditions will not apply to a subsequent termination of 
employment. The Employer may modify this rule in subsection (e) below.]  

 (vi) is on an authorized leave of absence from the Employer.

 (2) The exceptions selected under subsection (1) above will apply even if an Employee has not terminated 
employment at the time of the selected event(s).

 (3) The exceptions selected under subsection (1) above do not apply to:

 (i) an employment condition under subsection (b) above.
 (ii) a minimum service condition under subsection (c) above.  

 (e) Describe any special rules governing the allocation conditions under the Plan:  

[Note: Any special rules under this subsection (e) must be definitely determinable.]   

6-7 AFTER-TAX EMPLOYEE CONTRIBUTIONS AND EMPLOYER PICK-UP CONTRIBUTIONS. 

 (a) Voluntary After-Tax Employee Contributions. If permitted under this subsection (a), a Participant may contribute 
any amount as Voluntary After-Tax Employee Contributions up to the Code §415 Limitation (as defined in Section 5.02 
of the Plan), except as limited under this subsection (a).

 (1) Limits on Voluntary After-Tax Employee Contributions. If this subsection (1) is checked, the following 
limits apply to Voluntary After-Tax Employee Contributions:

 (i) Maximum limit.  A Participant may make Voluntary After-Tax Employee Contributions up to: 

 (A)             % of Plan Compensation

 (B) $            

for the following period:

 (C) the entire Plan Year.

 (D) the portion of the Plan Year during which the Employee is eligible to participate.

 (E) each separate payroll period during which the Employee is eligible to participate.

 (ii) Minimum limit.  The amount of Voluntary After-Tax Employee Contributions a Participant may 
make for any payroll period may not be less than:

 (A)             % of Plan Compensation

 (B) $              

(2) Change or revocation of Voluntary After-Tax Employee Contributions. In addition to the Participant’s 
Entry Date under the Plan, a Participant’s election to change or resume an after-tax election will be effective 
as set forth under the After-Tax Employee Contributions election form or other written procedures adopted by 
the Plan Administrator. A Participant must be permitted to change or revoke an after-tax election at least once 
per year. Unless the After-Tax Employee Contributions election form or other written procedures adopted by 
the Plan Administrator provide otherwise, a Participant may revoke an after-tax election (on a prospective 
basis) at any time. Unless designated otherwise in a Participant’s after-tax election form, a Participant’s 
affirmative election to make an After-Tax Employee Contribution will cease upon termination of employment 
and the Participant will need to make a new election upon rehire.
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 (3) Other limits or special rules relating to Voluntary After-Tax Employee Contributions: 

[Note: Any limits described under this subsection (3) must be consistent with the provisions of Section 3.04 of 
the Plan.]

 (b) Mandatory After-Tax Employee Contributions. If this subsection (b) is checked, Employees are required to make 
Mandatory After-Tax Employee Contributions in order to participate under the Plan. 

 (1) Amount of Mandatory After-Tax Employee Contributions. Employees are required to contribute the 
following amount in order to participate in the Plan:

 (i)             % of each Employee’s Total Compensation.

 (ii) $             for each Participant.

 (iii) Describe rate or amount: 

 (2) Special rules applicable to Mandatory After-Tax Employee Contributions: 

 (c) Employer Pick-Up Contributions. Each Participant will be required to make a Pick-up Contribution to the Plan equal 
to the amount specified under this subsection (c). Any amounts contributed pursuant to this subsection (c) will be 
picked up by the Employer pursuant to Code §414(h) and will be treated as Employer Contributions under the Plan. 
Such contributions and earnings thereon will be 100% vested at all times. (See Section 3.03 of the Plan.)

 (1) The following amounts will be contributed to the Plan as an Employer Pick-Up Contribution:

 (i)             % of Plan Compensation.

 (ii) $             per pay period. 

 (iii) Any amount from             % to             % of Plan Compensation, as designated by the Employee.

[Note:  This subsection (iii) may only be selected if the Employee designates the amount as a one-
time irrevocable election.] 

 (2) Elect this subsection (2) if an Employee may make a one-time irrevocable election not to make Employer 
Pick-Up Contributions under the Plan. 

 (3) Special rules applicable to Employer Pick-Up Contributions:  

[Note: Any Employer Pick-Up Contributions made under this subsection (c) must satisfy the requirements of Section 
3.03 of the Plan. See AA §11-4 for an Employee’s ability to elect out of making Employer Pick-Up Contributions.]  

SECTION 6A
SALARY DEFERRALS

6A-1 SALARY DEFERRALS. Are Employees permitted to make Salary Deferrals under the Plan?

 Yes.

 No. [If “No” is checked, skip to Section 6B.] 

6A-2 MAXIMUM LIMIT ON SALARY DEFERRALS. Unless designated otherwise under this AA §6A-2, a Participant may defer 
any amount up to the Elective Deferral Dollar Limit and the Code §415 Limitation (as set forth in Sections 5.02 and 5.03 of the 
Plan). 

 (a) Salary Deferral Limit. A Participant may not defer an amount in excess of:

 (1)          % of Plan Compensation.

 (2) $         .

[Note: If both subsection (1) and (2) above are checked, the deferral limit is the lesser of the amounts selected.]

Any limit described in subsection (1) or (2) above applies with respect to the following period:

 (3) Plan Year.  

 (4) the portion of the Plan Year during which the individual is eligible to participate.

 (5) each separate payroll period during which the individual is eligible to participate.

 (b) Limits on deferrals on bonus payments. [Note: This §6A-2(b) only may be selected, if bonus payments are not 
excluded under AA §5-3.] 

045



 Nonstandardized Governmental Plan
Section 6A – Salary Deferrals

© Copyright 2020
Cycle 3 Nonstandardized Governmental Plan #03-001 Page 15 

 (1) The same limits specified in (a)(1) and (a)(2) above apply to bonus and non-bonus Plan Compensation, 
Employees may defer any amounts out of bonus payments, subject to the Elective Deferral Dollar Limit and the 
Code §415 Limitation (as defined in Sections 5.02 and 5.03 of the Plan) and any other limit on Salary Deferrals 
under this AA 6A-2. The Employer may impose special limits on bonus payments or may impose special limits 
on bonus payments under the Salary Deferral Election. (See Section 3.02(c)(2) of the Plan.) 

 (2) A Participant may defer up to        % (not to exceed 100%) of any bonus payment (subject to the Elective 
Deferral Dollar Limit and the Code §415 Limitation), without regard to any other limits described under this AA 
§6A-2. The Employer may impose special limits on bonus payments under the Salary Deferral Election. (See 
Section 3.02(c)(2) of the Plan.)

 (3) Describe special rules applicable to deferrals on bonus payments: 

[Note: If this subsection (b) is checked, bonus payments may not be excluded from Plan Compensation in the 
Deferral column under AA §5-3(e).]

 (c) Describe any other limits that apply with respect to Salary Deferrals under the Plan:  

6A-3 MINIMUM DEFERRAL RATE. Unless designated otherwise under this AA §6A-3, no minimum deferral requirement applies 
under the Plan. Alternatively, a Participant must defer at least the following amount in order to make Salary Deferrals under the 
Plan.

 (a)        % of Plan Compensation for a payroll period.

 (b) $        for a payroll period.

 (c) Describe:  

[Note: If more than one limit applies under this AA §6A-3, the minimum deferral rate is the lesser of the amounts designated 
under this AA §6A-3.] 

6A-4 CATCH-UP CONTRIBUTIONS. Catch-Up Contributions (as defined in Section 3.02(c)(2)(iv) of the Plan) are permitted under 
the Plan, unless designated otherwise under this AA §6A-4.

 Catch-Up Contributions are not permitted under the Plan. 

6A-5 ROTH DEFERRALS. Roth Deferrals (as defined in Section 3.02(c)(2)(v) of the Plan) are not permitted under the Plan, unless 
designated otherwise under this AA §6A-5.

 (a) Availability of Roth Deferrals. Roth Deferrals are permitted under the Plan. [Note: If Roth Deferrals are effective as 
of a date later than the Effective Date of the Plan, designate such special Effective Date in AA §6A-8(b) below. Roth 
Deferrals may not be made prior to January 1, 2006.]

(b) Distribution of Roth Deferrals.  Unless designated otherwise under this subsection (b), to the extent a Participant 
takes a distribution or withdrawal from his/her Salary Deferral Account(s), the Participant may designate the extent to 
which such distribution is taken from the Pre-Tax Deferral Account or from the Roth Deferral Account. (As described 
under Section 7.11(b)(2) of the Plan for default distribution rules if a Participant fails to designate the appropriate 
Account for corrective distributions from the Plan, such distribution may be withdrawn equally from both the Pre-Tax 
Salary Deferral Account and the Roth Deferral Account or the Employer may withdraw such amounts first from either 
the Pre-Tax Salary Deferral Account or the Roth Deferral Account.)

Alternatively, the Employer may designate the order of distributions as listed below:

 (1) Any distribution will be taken on a pro rata basis from the Participant’s Pre-Tax Deferral Account and Roth 
Deferral Account.

 (2) Any distribution will be taken first from the Participant’s Roth Deferral Account and then from the 
Participant’s Pre-Tax Deferral Account.

 (3) Any distribution will be taken first from the Participant’s Pre-Tax Deferral Account and then from the 
Participant’s Roth Deferral Account.

(c) In-Plan Roth Conversions.  Unless elected under this AA §6A-5(c), the Plan does not permit a Participant to make an 
In-Plan Roth Conversion under the Plan. To override this provision to allow Participants to make an In-Plan Roth 
Conversion, subsection (1) below must be checked.

 (1) Effective date. Effective                            [not earlier than 1/1/2013], a Participant may elect to convert all or 
any portion of his/her non-Roth vested Account Balance to an In-Plan Roth Conversion Account.  

046



 Nonstandardized Governmental Plan
Section 6A – Salary Deferrals

© Copyright 2020
Cycle 3 Nonstandardized Governmental Plan #03-001 Page 16 

[Note: The Plan must provide for Roth Deferrals under AA §6A-5(a) above as of the effective date designated 
in this subsection (1). An election under this subsection (1) does not affect an In-Plan Roth Conversion that 
was allowed under prior Plan provisions.] 

(2) In-Service Distribution. 

 (i) For a Participant to convert his/her eligible contributions to Roth Deferrals through an In-Plan Roth 
Conversion, the Participant need not be eligible to take a distribution from the Plan. [Note: If this 
subsection (i) is checked, a Participant may convert any or all of the eligible contribution sources 
to Roth Deferrals through an In-Plan Roth Conversion.]

 (ii) For a Participant to convert his/her eligible contributions to Roth Deferrals through an In-Plan Roth 
Conversion, a Participant must be eligible for a distribution of any amounts converted to Roth 
Deferrals through an In-Plan Roth Conversion. Thus, only amounts that are eligible for distribution 
under AA §9 or AA §10 are eligible for In-Plan Roth Conversion.

(3) Contribution sources. An Employee may elect to make an In-Plan Roth Conversion from all available 
contribution sources under the Plan. 

To override this default provision to limit the contributions sources available for In-Plan Roth Conversion, 
select the applicable contribution sources from which an In-Plan Roth Conversion is available:

 (i) Pre-tax Salary Deferrals

 (ii) Employer Contributions

 (iii) Matching Contributions

 (iv) After-Tax Contributions 

 (v) Rollover Contributions 

 (vi) Employer Pick-Up Contributions

 (vii) Describe:  

[Note: Any contribution sources described in this subsection (vii) must be definitely determinable 
and not subject to Employer discretion.]

(4) Limits applicable to In-Plan Roth Conversions. No limits apply with respect to In-Plan Roth Conversions, 
unless designated otherwise under this subsection (4).

 (i) Roth conversions may only be made from contribution sources that are fully vested (i.e., 100% 
vested). 

[Note: If an In-Plan Roth Conversion is permitted from partially-vested sources, special rules apply 
for determining the vested percentage of such amounts after conversion. See Section 6.09 of the 
Plan.]

 (ii) A Participant may not make an In-Plan Roth Conversion of less than $       (may not exceed $1,000).

 (iii) A Participant may not make an In-Plan Roth Conversion of any outstanding loan amount. 

[Note: If this subsection (iii) is not checked, a Participant may convert amounts that are 
attributable to an outstanding loan, to the extent the loan relates to a contribution source that is 
eligible for conversion under subsection (3) above.]

 (iv) Describe: 

[Note: Any selection in this subsection (iv) must be definitely determinable and not subject to 
Employer discretion.]

(5) Amounts available to pay federal and state taxes generated from an In-Plan Roth Conversion. No 
special provisions apply to allow Participants to withdraw funds to pay federal or state taxes generated from 
an In-Plan Roth Conversion, except as provided otherwise under this subsection (5).

 (i) In-service distribution. If the Plan does not otherwise permit an in-service distribution at the time 
of the In-Plan Roth Conversion and this subsection (i) is checked, a Participant may elect to take an 
in-service distribution solely to pay taxes generated from the In-Plan Roth Conversion to the extent 
such in-service distribution would otherwise be permitted under Section 7.10 of the Plan.

[Note: If this subsection (i) is checked, a Participant may take an in-service distribution only to the 
extent such distribution would otherwise be permitted under the provisions of Section 7.10 of the 
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Plan. Thus, for example, a Participant may not take an in-service distribution of amounts 
attributable to Salary Deferrals prior to age 59½.]

 (ii) Participant loan. Generally, a Participant may request a loan from the Plan to the extent permitted 
under Section 13 of the Plan and AA §B. However, to the extent a Participant loan is not otherwise 
allowed and this subsection (ii) is selected, a Participant may receive a Participant loan solely to pay 
taxes generated from an In-Plan Roth Conversion. 

[Note: If this subsection (ii) is selected and Participant loans are not otherwise authorized under 
the Plan, any Participant loan made pursuant to this subsection (ii) will be made in accordance 
with the default loan policy described in Section 13 of the Plan.]

(6) Distribution from In-Plan Roth Conversion Account. Distributions from the In-Plan Roth Conversion 
Account will be permitted at the same time as permitted for Roth Deferrals, as set forth under AA §10-1, 
unless designated otherwise under this subsection (6). 

 (i) In-service distributions will not be permitted from an In-Plan Roth Conversion Account. 

 (ii) An in-service distribution may be made from the In-Plan Roth Conversion Account at any time.

 (iii) Describe distribution options: 

 (d) Describe any special rules that apply to Roth Deferrals under the Plan:  

6A-6 SALARY DEFERRAL ELECTIONS. 

(a) Change or revocation of deferral election: In addition to the Participant’s Entry Date under the Plan, a Participant’s 
election to change or resume a deferral election will be effective as set forth under the Salary Reduction Agreement or 
other written procedures adopted by the Plan Administrator. A Participant must be permitted to change or revoke a 
deferral election at least once per year. Unless the Salary Reduction Agreement or other written procedures adopted by 
the Plan Administrator provide otherwise, a Participant may revoke a deferral election (on a prospective basis) at any 
time.

(b) Salary deferral elections of rehired participants: Unless designated otherwise below, a Participant’s affirmative 
election to defer (or to not defer) will cease upon termination of employment and the Participant will need to make a 
new election upon rehire.

 Participant’s affirmative election does not cease upon termination of employment. If this subsection (b) is 
selected, a terminated Participant’s affirmative election to defer (or to not defer) will not cease upon termination 
of employment and the Participant’s affirmative election to defer (or to not defer) in effect at the time of 
employment termination will apply upon rehire.

[Note: The Employer may modify the rules applicable to rehired employees under the Salary Reduction 
Agreement or other administrative procedures.]  

6A-7 AUTOMATIC CONTRIBUTION ARRANGEMENT. No automatic contribution provisions apply under Section 
3.02(c)(2)(iii) of the Plan, unless provided otherwise under this AA §6A-7.

 (a) Automatic deferral election. Upon becoming eligible to make Salary Deferrals under the Plan (pursuant to AA §3 and 
AA §4), a Participant will be deemed to have entered into a Salary Deferral Election for each payroll period, unless the 
Participant completes a Salary Deferral Election (subject to the limitations under AA §6A-2 and AA §6A-3) in 
accordance with procedures adopted by the Plan Administrator. 

 (1) Effective date of Automatic Contribution Arrangement. The automatic deferral provisions under this AA 
§6A-7 are effective as of:

 (i) The Effective Date of this Plan as set forth under the Employer Signature Page.

 (ii)                   [insert date no earlier than the Effective Date of the Plan]

 (iii) As set forth under a prior Plan document. [Note: If this subsection (iii) is checked, the automatic 
deferral provisions under this AA §6A-7 will apply as of the original Effective Date of the automatic 
contribution arrangement. Unless provided otherwise under this AA §6A-7, an Employee who is 
automatically enrolled under a prior Plan document will continue to be automatically enrolled 
under the current Plan document.] 

 (2) Automatic Contribution Arrangement. Check this subsection (2) if the Plan is designated as an Automatic 
Contribution Arrangement, as described under Section 3.02(c)(2)(iii) of the Plan. [Note: Unless an election is 
made under this AA §6A-7 that is inconsistent with the requirements of an Eligible Automatic Contribution 
Arrangement (EACA), the Automatic Contribution Arrangement will qualify as an EACA, as described in 
Code §414(w).]
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 (i) Automatic deferral amount. 

 (A)        % of Plan Compensation.

 (B) $       .

 (ii) Automatic increase. If elected under this subsection (ii), the automatic deferral amount will 
increase each Plan Year by the following amount.  

 (A)        % of Plan Compensation. 

 (B) $         .

 (C) If this (C) and subsection (3)(iii) below (relating to the expiration of affirmative deferral 
elections) are both elected, the automatic increase will apply to all Participants, including 
those Participants whose affirmative deferral elections have expired and no subsequent 
affirmative election is made.

Any automatic increase elected under this subsection (ii) will not cause the automatic deferral 
amount to exceed: 

 (D)        % of Plan Compensation. 

 (E) $          . 

 (F) Describe: 

[Note: Any special application of the automatic increase provisions must be definitely 
determinable and must provide for Employer discretion.]

(3) Application of automatic deferral provisions. The automatic deferral election under subsection (2) will 
apply to new Participants and existing Participants as set forth under this subsection (3):

(i) New Participants. The automatic deferral provisions apply to all Participants who become eligible 
on or after the effective date.

(ii) Current Participants. The automatic deferral provisions apply to all other eligible Participants as 
follows:

 (A) Automatic deferral provisions apply to all current Participants who have not entered into a 
Salary Deferral Election (including an election not to defer under the Plan). 

 (B) Automatic deferral provisions apply to all current Participants who have not entered into a 
Salary Deferral Election that is at least equal to the automatic deferral amount under 
subsection (2)(i) above. Current Participants who have made a Salary Deferral Election 
that is less than the automatic deferral amount or who have not made a Salary Deferral 
Election will automatically be increased to the automatic deferral amount unless the 
Participant enters into a new Salary Deferral election on or after the effective date of the 
automatic deferral provisions. 

 (C) Automatic deferral provisions do not apply to current Participants. Only new Participants 
described in subsection (i) above are subject to the automatic deferral provisions. 

 (D) Describe:   

 (iii) Expiration of affirmative deferral elections. Unless this subsection (iii) is elected, for purposes of 
the automatic deferral provisions of the Plan, a Participant’s affirmative elective deferral election 
will not expire. If this subsection (iii) is elected, a Participant’s affirmative deferral election will 
expire:

 (A) at the end of each Plan Year. 

 (B) Describe date that the affirmative election will expire:  

[Note:  The date must be definite and not discriminate in favor of Highly Compensated 
Employees.]

If a Participant fails to complete a new affirmative deferral election subsequent to the prior election 
expiring, the Participant becomes subject to the automatic deferral percentage as specified in the 
Plan pursuant to the automatic contribution arrangement provisions. Each year, the Participant can 
always complete a new affirmative election and designate a new deferral percentage.
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(iv) Treatment of automatic deferrals. Any Salary Deferrals made pursuant to an automatic deferral 
election will be treated as Pre-Tax Salary Deferrals, unless designated otherwise under this 
subsection (iv). 

 Any Salary Deferrals made pursuant to an automatic deferral election will be treated as Roth 
Deferrals. [Note: This subsection (iv) may only be checked if Roth Deferrals are permitted 
under AA §6A-5.]

 (v) Special rules:  

[Note: Any Salary Deferral Election (including an election not to defer under the Plan) made after the 
effective date of the automatic deferral provisions will override such automatic deferral provisions.] 

(4) Application of automatic increase. Unless designated otherwise under this subsection (4), if an automatic 
increase is selected under subsection (2)(ii) above, the automatic increase will take effect as of the first day of 
the second Plan Year following the Plan Year in which the automatic deferral election first becomes effective 
with respect to a Participant. 

 (i) First Plan Year. Instead of applying as of the second Plan Year, the automatic increase described 
in subsection (2)(ii) above takes effect as of the appropriate date within the first Plan Year 
following the date automatic contributions begin.

 (ii) Designated Plan Year. Instead of applying as of the second Plan Year, the automatic increase 
described in subsection (2)(ii) above takes effect as of the appropriate date within the           Plan 
Year following the Plan Year in which the automatic deferral election first becomes effective with 
respect to a Participant.

 (iii) Effective date.  The automatic increase described under subsection (2)(ii) above is generally 
effective as of the first day of the Plan Year. If this subsection (iii) is checked, instead of becoming 
effective on the first day of the Plan Year, the automatic increase will be effective on:

 (A) The anniversary of the Participant's date of hire.

 (B) The anniversary of the Participant's first automatic deferral contribution.

 (C) The first day of each calendar year.

 (D) Other date:  

 (iv) Special rules: 

(5) Treatment of terminated Employees who are rehired. Unless designated otherwise below, in applying the 
automatic deferral provisions under this AA§6A-7, including the automatic increase provisions, a rehired 
Participant is treated as a new Employee (regardless of the amount of time since the rehired Employee 
terminated employment). 

 (i) Rehired Employees not treated as new Employee. In applying the automatic deferral provisions 
under this AA§6A-7, including the automatic increase provisions, a rehired Participant is not treated 
as a new Employee. Thus, for example, a rehired Participant’s deferral percentage will be calculated 
based on the date the individual first began making automatic deferrals under the Plan. 

 (ii) Describe special rules applicable to rehired employees:  

[Note: Any special rules under this subsection (ii) must satisfy the rules applicable to automatic 
enrollment under Treas. Reg. §1.401(k)-1, if applicable.] 

(b) Permissible Withdrawals under Automatic Contribution Arrangement. 

 (1) Permissible withdrawals allowed. An Employee who has Salary Deferrals contributed to the Plan pursuant 
to an automatic deferral election under this AA §6A-7 may elect to withdraw such contributions (and earnings 
attributable thereto) within 90 days after the date such Salary Deferrals would otherwise have been included 
in gross income, unless designated otherwise under subsection (3) below. Unless elected otherwise below, if 
an Employee does not make automatic deferrals to the Plan for an entire Plan Year (e.g., due to termination of 
employment), the Plan may allow such Employee to take a permissive withdrawal, but only with respect to 
default contributions made after the Employee’s return to employment.). 

 The ability to take permissible withdrawals does not apply to rehired Employees, even if such 
Employees have not made automatic deferrals to the Plan for an entire Plan Year due to termination of 
employment. 

 (2) No permissible withdrawals. The permissible withdrawal provisions under this subsection (b) are not 
available. 
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 (3) Time period for electing a permissible withdrawal. Instead of a 90-day election period, a Participant must 
request a permissible withdrawal no later than           days after the date the Plan Compensation from which 
such Salary Deferrals are withheld would otherwise have been included in gross income.

 (c) Other automatic deferral provisions:  

6A-8 SPECIAL DEFERRAL EFFECTIVE DATES. Unless designated otherwise under this AA §6A-8, a Participant is eligible to 
make Salary Deferrals under the Plan as of the Effective Date of the Plan (as designated in the Employer Signature Page). 
However, in no case may a Participant begin making Salary Deferrals prior to the later of the date the Employee becomes a 
Participant, the date the Participant executes a Salary Reduction Agreement or the date the Plan is adopted or effective. (See 
Section 3.02(c)(2)(i) of the Plan.)

To designate a later Effective Date for Salary Deferrals or Roth Deferrals, complete this AA §6A-8.

 (a) Salary Deferrals. A Participant is eligible to make Salary Deferrals under the Plan as of:

 (1) the date the Plan is executed by the Employer (as indicated on the Employer Signature Page).

 (2)            (insert date no earlier than the date the Plan is executed by the Employer). 

 (b) Roth Deferrals. The Roth Deferral provisions under AA §6A-5 are effective as of              . [If Roth Deferrals are 
permitted under AA §6A-5 above, Roth Deferrals are effective as of the Effective Date applicable to Salary Deferrals 
under this AA §6A-8, unless a later date is designated under this subsection.] 

SECTION 6B
MATCHING CONTRIBUTIONS

6B-1 MATCHING CONTRIBUTIONS. Is the Employer authorized to make Matching Contributions under the Plan? 
 Yes.   
 No.  [If “No” is checked, skip to Section 7.]     

6B-2 MATCHING CONTRIBUTION FORMULA: For the period designated in AA §6B-5 below, the Employer will make the 
following Matching Contribution on behalf of Participants who satisfy the allocation conditions under AA §6B-6 below. [See AA 
§6B-3 for the definition of Eligible Contributions for purposes of the Matching Contributions under the Plan.] 

 (a) Discretionary match. The Employer will determine in its sole discretion how much, if any, it will make as a Matching 
Contribution. Such amount will be allocated as a uniform percentage of Eligible Contributions, unless designated 
otherwise below. (See AA §6B-5 relating to period for determining Matching Contributions and true-up requirements.)

 (1) Discretionary matching contributions will be allocated as a flat dollar amount.

 (2) Allocation of discretionary Matching Contribution determined by written instructions to Plan Administrator 
(or Trustee). If a discretionary Matching Contribution formula applies (i.e., a formula that provides an 
Employer with discretion regarding how to allocate a Matching Contribution to Participants) and the 
Employer makes a discretionary Matching Contribution to the Plan, the Employer must provide the Plan 
Administrator (or Trustee, if applicable), written instructions describing: (1) how the discretionary Matching 
Contribution formula will be allocated to Participants (e.g., a uniform percentage of Eligible Contributions or 
a flat dollar amount), (2) the computation period(s) to which the discretionary Matching Contribution formula 
applies (unless otherwise designated under AA §6B-5), and (3) if applicable, a description of each business 
location or business classification subject to separate discretionary Matching Contribution allocation 
formulas. 

Such instructions must be provided no later than the date on which the discretionary Matching Contribution is 
made to the Plan. A summary of these instructions must be communicated to Participants who receive 
discretionary Matching Contributions no later than 60 days following the last date on which the discretionary 
Matching Contribution is made to the Plan for the Plan Year. If this AA §6B-2(a)(2) is elected, the written 
instruction requirement does not take effect until the first day of the Plan Year following the Plan Year in 
which this Plan’s Cycle 3 restatement is executed.

 (b) Fixed match. The Employer will make a Matching Contribution for each Participant equal to:
 (1)         % of Eligible Contributions made for each period designated in AA §6B-5 below.
 (2) $         for each period designated in AA §6B-5 below.   
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 (c) Matching Contributions under Collective Bargaining Agreement, employment contract or equivalent 
arrangement. The Employer will make a Matching Contribution based on a Collective Bargaining Agreement, 
employment agreement or equivalent arrangement as follows:  

[Note: Insert the appropriate Matching Contribution formula from the Collective Bargaining Agreement, employment 
agreement or equivalent arrangement. The formula must be definitely determinable as required under Treas. Reg. 
§1.401-1.]

 (d) Tiered match. The Employer may make a Matching Contribution to all Participants based on the following tiers of 
Eligible Contributions as a percentage of Plan Compensation. If discretionary Match is elected, the discretionary 
Matching Contribution will be allocated as a uniform percentage of Eligible Contributions within each tier.

Eligible Contributions Fixed
Match

Discretionary 
Match

 (1) Up to        % of Plan Compensation % 

 (2) From     % up to     % of Plan Compensation % 

 (3) From     % up to     % of Plan Compensation % 

 (4) From     % up to     % of Plan Compensation % 

 (e) Year of Service match. The Employer will make a Matching Contribution as a uniform percentage of Eligible 
Contributions to all Participants based on Years of Service with the Employer. If discretionary Match is elected, the 
discretionary Matching Contribution will be allocated as a uniform percentage of Eligible Contributions within each 
Year of Service level.

Years of Service Fixed
Match

Discretionary 
Match

 (1) From         up to  Years of Service % 

 (2) From         up to  Years of Service % 

 (3) From         up to  Years of Service % 

 (4) From         up to  Years of Service % 

 (5) Years of Service equal to and above % 

For this purpose, a Year of Service is each Plan Year during which an Employee completes at least 1,000 Hours of 
Service. Alternatively, a Year of Service is: 

[Note: Any alternative definition of a Year of Service must meet the requirements of a Year of Service as defined in 
Section 2.03(a)(1) of the Plan.]  

 (f) Different Employee groups. The Employer may make a different Matching Contribution to the Employee groups 
designated under subsection (1) below. The Matching Contribution will be allocated separately to each designated 
Employee group in accordance with the formula designated under subsection (2) below.

(1) Designated Employee groups.

[Note: Each group designation must describe a group of Employees which is definitely determinable with no 
Employer discretion.]

(2) Matching Contribution formulas. 

 (i) Discretionary Matching Contribution. The Employer may make a different discretionary Matching 
Contribution for each Employee group designated under subsection (1) above. The discretionary 
Matching Contribution will be allocated as a uniform percentage of Eligible Contributions within each 
Employee group. (See AA §6B-5 relating to period for determining Matching Contributions and true-
up requirements.)

 (ii) Different Matching Contribution formula. The following Matching Contribution will apply for 
each Employee group designated under subsection (1) above.
[Note: Each separate rate of Matching Contribution must be definitely determinable and will be 
allocated uniformly to the members of the group.]

 (g) Describe special rules for determining Matching Contribution formula:  
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[Note: Any special rules may not provide for a discretionary Matching Contribution allocation formula, must be 
described in a manner that precludes Employer discretion and must satisfy the definitely determinable requirements of 
Treas. Reg. §1.401-1.]  

6B-3 ELIGIBLE CONTRIBUTIONS.  Unless designated otherwise under this AA §6B-3, the Matching Contribution described in 
AA §6B-2 will apply to all Eligible Contributions authorized under AA §6-7 and/or AA §6A.  

 (a) Designated Eligible Contributions. If this subsection (a) is checked, the Matching Contribution described in AA §6B-
2 will apply only to the Eligible Contributions selected below:

 (1) Pre-tax Salary Deferrals under AA §6A.

 (2) Roth Deferrals under AA §6A-5.

 (3) Catch-Up Contributions under AA §6A-4.

 (4) Voluntary After-Tax Employee Contributions under AA §6-7(a).

 (5) Mandatory After-Tax Employee Contributions under AA §6-7(b).

 (6) Employer Pick-Up Contributions under AA §6-7(c).   

 (b) Elective deferrals under another plan. If this subsection (b) is checked, the Matching Contributions described in AA 
§6B-2 will apply to elective deferrals made under another plan maintained by the Employer. 

 (1) The Matching Contribution designated in AA §6B-2 above will apply to elective deferrals under the following 
plan maintained by the Employer: 

 (2) The following special rules apply in determining the amount of Matching Contributions under this Plan with 
respect to elective deferrals under the plan described in subsection (1) above: 

[Note: This subsection (b) may be used to describe special provisions applicable to Matching Contributions provided 
with respect to elective deferrals under another plan maintained by the Employer, including another qualified plan or 
Code §403(b) or Code §457(b) plan.]

(c) Calculation of Matching Contributions if Plan uses dual eligibility and/or multiple entry dates. Unless designated 
otherwise below, if the Plan has dual eligibility and/or multiple entry dates (or the Employer choses to use the Plan’s 
optional true-up provisions), the Matching Contribution formula(s) will be based on Eligible Contributions and Plan 
Compensation for the period designated under AA §6B-5.

 The Plan will make Matching Contributions only on Salary Deferrals and After-Tax Employee Contributions 
(if applicable) made after the Participant becomes eligible for Matching Contributions, regardless of the 
period designated under AA §6B-5. 

 (d) Special rules. The following special rules apply for purposes of determining the Matching Contribution under this AA 
§6B-3: 

[Note: Any special rules under this subsection (d) must be definitely determinable.]  

6B-4 LIMITS ON MATCHING CONTRIBUTIONS. In applying the Matching Contribution formula(s) selected under AA §6B-2 
above, all Eligible Contributions designated under AA §6B-3 are eligible for Matching Contributions, unless elected otherwise 
under this AA §6B-4.  

 (a) Limit on amount of Eligible Contributions. The Matching Contribution formula(s) selected in AA §6B-2 above apply 
only to Eligible Contributions under AA §6B-3 that do not exceed:
 (1) % of Plan Compensation. 
 (2) $ .
 (3) A discretionary amount determined by the Employer that will be applied in a uniform manner for all eligible 

Participants for the Plan Year.

[Note: If both subsections (1) and (2) above are selected, the limit under this subsection (a) is the lesser of the 
percentage selected in subsection (1) or the dollar amount selected in subsection (2).]  

 (b) Limit on Matching Contributions. The total Matching Contribution provided under the formula(s) selected in AA 
§6B-2 above will not exceed:
 (1)      % of Plan Compensation.
 (2) $ .  

 (c) Special limits applicable to Matching Contributions:    
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6B-5 PERIOD FOR DETERMINING MATCHING CONTRIBUTIONS. The Matching Contribution formula(s) selected in AA 
§6B-2 above (including any limitations on such amounts under AA §6B-4) are based on Eligible Contributions under AA §6B-3 
and Plan Compensation for the Plan Year. To apply a different period for determining the Matching Contributions and limits 
under AA §6B-2 and AA §6B-4, complete this AA §6B-5.  
 (a) payroll period  
 (b) Plan Year quarter  
 (c) calendar month  
 (d) Other:   

[Note: Although Matching Contributions (and any limits on those Matching Contributions) will be determined on the basis of the 
period designated under this AA §6B-5, this does not require the Employer to actually make contributions or allocate 
contributions on the basis of such period. Matching Contributions may be contributed and allocated to Participants at any time 
within the contribution period permitted under Treas. Reg. §1.415(c)-1(b)(6)(B), regardless of the period selected under this AA 
§6B-5.]

[Note: In determining the amount of Matching Contributions for a particular period, if the Employer actually makes Matching 
Contributions to the Plan on a more frequent basis than the period selected in this AA §6B-5, a Participant will be entitled to a 
true-up contribution to the extent he/she does not receive a Matching Contribution based on the Eligible Contributions and/or 
Plan Compensation for the entire period selected in this AA §6B-5. If a period other than the Plan Year is selected under this AA 
§6B-5, the Employer may make an additional discretionary Matching Contribution equal to the true-up contribution that would 
otherwise be required if Plan Year was selected under this AA §6B-5. See Section 3.02(c)(3)(iii) of the Plan.] 

6B-6 ALLOCATION CONDITIONS. A Participant must satisfy any allocation conditions designated under this AA §6B-6 to receive 
an allocation of Matching Contributions under the Plan.  

 (a) Application of allocation conditions.

 (1) No allocation conditions apply with respect to Matching Contributions under the Plan.  

 (2) Allocation conditions only apply to discretionary Matching Contributions under the Plan.

 (3) Allocation conditions only apply to fixed Matching Contributions under the Plan.

[Note: (2) or (3) above should be selected only if the Plan provides for both Fixed and Discretionary Matching 
Contributions.]

 (b) Employment condition. An Employee must be employed with the Employer on the last day of the Plan Year.  

 (c) Minimum service condition. An Employee must be credited with at least:
 (1)         Hours of Service during the Plan Year.

 (i) Hours of Service are determined using actual Hours of Service.

 (ii) Hours of Service are determined using the following Equivalency Method (as defined under AA §4-
3):

 (A) Monthly  (B) Weekly

 (C) Daily  (D) Semi-monthly

 (E) Describe: 

[Note: Any description under subsection (E) above must be definitely determinable.]

 (2)         consecutive days of employment with the Employer during the Plan Year.   

 (d) Exceptions. 

 (1) The above allocation condition(s) will not apply if the Employee, during the Plan Year:
 (i) dies.
 (ii) terminates employment due to becoming Disabled.
 (iii) becomes Disabled.
 (iv) terminates employment after attaining Normal Retirement Age.

[Note: This waiver of allocation conditions applies only once during the Participant’s employment 
with the Employer. Thus, if an Employee is rehired after such a waiver was applied to such 
Employee, the waiver of allocation conditions will not apply to a subsequent termination of 
employment. The Employer may modify this rule in (e) below.]  

 (v) terminates employment after attaining Early Retirement Age.
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[Note: This waiver of allocation conditions applies only once during the Participant’s employment 
with the Employer. Thus, if an Employee is rehired after such a waiver was applied to such 
Employee, the waiver of allocation conditions will not apply to a subsequent termination of 
employment. The Employer may modify this rule in (e) below.]  

 (vi) is on an authorized leave of absence from the Employer.

 (2) The exceptions selected under subsection (1) above will apply even if an Employee has not terminated 
employment at the time of the selected event(s).

 (3) The exceptions selected under subsection (1) above do not apply to:
 (i) an employment condition designated under subsection (b) above.
 (ii) a minimum service condition designated under subsection (c) above.  

 (e) Describe any special rules governing the allocation conditions under the Plan:     

SECTION 7
RETIREMENT AGES

7-1 NORMAL RETIREMENT AGE. Normal Retirement Age under the Plan is: 
 (a) Age 55        (not to exceed 65).  
 (b) The later of age         (not to exceed 65) or the  (not to exceed 5th) anniversary of:

 (1) the Employee’s participation commencement date (as defined in Section 1.68 of the Plan).

 (2) the Employee’s employment commencement date.  
 (c) Describe Normal Retirement Age:  

[Note: The Normal Retirement Age must be reasonably representative of the typical retirement age for the industry in which the 
Plan Participants work. A Normal Retirement Age of at least age 62 is deemed to be reasonable while a Normal Retirement Age 
under age 55 is presumed not to satisfy this requirement unless facts and circumstances show otherwise. Whether a Normal 
Retirement Age between 55 and 62 satisfies this requirement depends on the facts and circumstances. A Governmental Plan must 
comply with the final Normal Retirement Age regulations under Treas. Reg. §1.401(a)-1, as amended, effective for Annuity 
Starting Dates occurring in Plan Years beginning on or after the later of the two dates described in IRS Notice 2012-29. The 
Employer may use AA §7-1(c), for example, to describe a reasonable Normal Retirement Age that is between age 55 and 62 that 
takes into account service as well as age.]

7-2 EARLY RETIREMENT AGE.  Unless designated otherwise under this AA §7-2, there is no Early Retirement Age under the 
Plan.  
 (a) A Participant reaches Early Retirement Age if he/she is still employed after attainment of each of the following:

 (1) Attainment of age        
 (2) The         anniversary of the date the Employee commenced participation in the Plan, and/or
 (3) The completion of         Years of Service, determined as follows:

 (i) Same as for eligibility. 
 (ii) Same as for vesting  

 (b) Describe.     

SECTION 8
VESTING AND FORFEITURES

8-1 CONTRIBUTIONS SUBJECT TO VESTING. Does the Plan provide for any Employer and/or Matching Contributions that 
are subject to a vesting schedule under AA §8-2?

 Yes 
 No [If “No” is checked, skip to Section 9.]

[Note: “Yes” should be checked under this AA §8-1 if the Plan provides for Employer Contributions and/or Matching 
Contributions that are subject to a vesting schedule, even if such contributions are always 100% vested under AA §8-2. “No” 
should be checked if the only contributions under the Plan are Salary Deferrals, After-Tax Employee Contributions and/or 
Employer Pick-Up Contributions. If the Plan holds Employer Contributions and/or Matching Contributions that are subject to 
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vesting but the Plan no longer provides for such contributions, see Sections 6.03(d) and 6.11(e) of the Plan for default rules for 
applying the vesting and forfeiture rules to such contributions.]  

8-2 VESTING SCHEDULE. The vesting schedule under the Plan is as follows for both Employer Contributions and Matching 
Contributions, to the extent authorized under the Plan. See Section 6.02 of the Plan for a description of the various vesting 
schedules under this AA §8-2. 

 (a) Vesting schedule for Employer Contributions and Matching Contributions:

ER Match
  (1)  Full and immediate vesting.
  (2)  Three-year cliff vesting schedule
  (3)  Six-year graded vesting schedule
  (4)  Modified vesting schedule

        %  immediately on Plan participation
        %  after 1 Year of Service 
        %  after 2 Years of Service
        %  after 3 Years of Service
        %  after 4 Years of Service
        %  after 5 Years of Service
        %  after 6 Years of Service
        %  after 7 Years of Service
        %  after 8 Years of Service
        %  after 9 Years of Service
100%  after 10 Years of Service

  (5)  Other: vesting schedule: 
[Note: If a modified vesting schedule is selected under this subsection (a), the 
vested schedule must satisfy the pre-ERISA Code vesting requirements.]

 (b) Special provisions applicable to vesting schedule: 

[Note: This subsection (b) may be used to apply a different vesting schedule for different contribution formulas or 
different Employee groups under the Plan. Any special provision must satisfy the pre-ERISA Code vesting 
requirements.]  

8-3 VESTING SERVICE. In applying the vesting schedules under this AA §8, all service with the Employer counts for vesting 
purposes, unless designated otherwise under this AA §8-3. 
 (a) Service before the original Effective Date of this Plan (or a Predecessor Plan) is excluded.  
 (b) Service completed before the Employee's         birthday is excluded. 

 (c) Describe vesting service exclusions: 

[Note: See Section 6.07 of the Plan and AA §4-5 for rules regarding the crediting of service with Predecessor Employers for 
purposes of vesting under the Plan.]   

8-4 VESTING UPON DEATH, DISABILITY OR EARLY RETIREMENT AGE. An Employee's vesting percentage increases to 
100% if, while employed with the Employer, the Employee  
 (a) dies  
 (b) terminates employment due to becoming Disabled 
 (c) becomes Disabled  
 (d) reaches Early Retirement Age  
 (e) Not applicable. No increase in vesting applies.  
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8-5 DEFAULT VESTING RULES. In applying the vesting requirements under this AA §8, the following default rules apply. [Note: 
No election should be made under this AA §8-5 if all contributions are 100% vested.]

 Year of Service. An Employee earns a Year of Service for vesting purposes upon completing 1,000 Hours of Service during 
a Vesting Computation Period. Hours of Service are calculated based on actual hours worked during the Vesting 
Computation Period. (See Section 1.57 of the Plan for the definition of Hour of Service.)

 Vesting Computation Period. The Vesting Computation Period is the Plan Year.  

To override the default vesting rules, complete the applicable sections of this AA §8-5. If this AA §8-5 is not completed, the 
default vesting rules apply. 

ER Match

  (a) Year of Service. Instead of 1,000 Hours of Service, an Employee earns a Year of 
Service upon the completion of         Hours of Service during a Vesting Computation 
Period. 

  (b) Vesting Computation Period. Instead of the Plan Year, the Vesting Computation 
Period is:
 (1) The 12-month period beginning with the Employee’s Employment 

Commencement Date and, for subsequent Vesting Computation Periods, the 
12-month period beginning with the anniversary of the Employee’s 
Employment Commencement Date.

 (2) Describe:  
[Note: Any Vesting Computation Period described in this subsection (2) must be a 12-
consecutive month period and must apply uniformly to all Participants.] 

  (c) Elapsed Time Method. Instead of determining vesting service based on actual Hours 
of Service, vesting service will be determined under the Elapsed Time Method. If this 
subsection (c) is checked, service will be measured from the Employee’s Employment 
Commencement Date (or Reemployment Commencement Date, if applicable) without 
regard to the Vesting Computation Period designated in Section 6.05 of the Plan. (See 
Section 6.04(b) of the Plan.)

  (d) Equivalency Method. For purposes of determining an Employee’s Hours of Service 
for vesting, the Plan will use the Equivalency Method (as defined in Section 6.04(a)(2) 
of the Plan). The Equivalency Method will apply to:
 (1) All Employees.
 (2) Only to Employees for whom the Employer does not maintain hourly 

records. For Employees for whom the Employer maintains hourly records, 
vesting will be determined based on actual hours worked.

Hours of Service for vesting will be determined under the following Equivalency 
Method. 
 (3) Monthly. 190 Hours of Service for each month worked.
 (4) Weekly. 45 Hours of Service for each week worked.
 (5) Daily. 10 Hours of Service for each day worked.
 (6) Semi-monthly. 95 Hours of Service for each semi-monthly period. 
 (7) Describe Equivalency Method: 
[Note: Any description of an Equivalency Method must be definitely determinable.]

  (e) Special rules: 
[Note: Any special rules under this subsection (e) must be definitely determinable.] 

   
8-6 BREAKS IN SERVICE. Generally, an Employee will be credited with all service earned with the Employer, including service 

earned prior to a Break in Service. To disregard service earned prior to a Break in Service for vesting purposes, complete this AA 
§8-6. (See Section 6.08 of the Plan.) 

 (a) If an Employee incurs at least one Break in Service, the Plan will disregard all service earned prior to such Break in 
Service for purposes of determining vesting under the Plan. 

 (b) If an Employee incurs at least              consecutive Breaks in Service, the Plan will disregard all service earned prior to 
such consecutive Breaks in Service for purposes of determining vesting under the Plan. [Enter “0” if prior service will 
be disregarded for all rehired Employees.]
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 (c) The Nonvested Participant Break in Service rule applies to all Employees, including Employees who have not 
terminated employment.

 (d) Describe any special rules for applying the vesting Break in Service rules: 

[Note: Any special rules under this subsection (d) must be definitely determinable.] 

8-7 ALLOCATION OF FORFEITURES. 

The Employer may decide in its discretion how to treat forfeitures under the Plan. Alternatively, the Employer may designate 
under this AA §8-7 how forfeitures occurring during a Plan Year will be treated. (See Section 6.11 of the Plan.) 

ER Match

  (a) N/A. All contributions are 100% vested. [Do not complete the rest of this AA §8-
7.]

  (b) Reallocated as additional Employer Contributions or as additional Matching 
Contributions.

  (c) Used to reduce Employer and/or Matching Contributions.

For purposes of subsection (b) or (c) above, forfeitures will be applied:

  (d) for the Plan Year in which the forfeiture occurs.

  (e) for the Plan Year following the Plan Year in which the forfeitures occur.

Prior to applying forfeitures under subsection (b) or (c):

  (f) Forfeitures may be used to pay Plan expenses. (See Section 6.11(d) of the Plan.)

  (g) Forfeitures may not be used to pay Plan expenses.

In determining the amount of forfeitures to be allocated under subsection (b) above, the same allocation conditions 
apply as for the source for which the forfeiture is being allocated, unless designated otherwise below.

  (h) Forfeitures are not subject to any allocation conditions.

  (i) Forfeitures are subject to a last day of employment allocation condition.

  (j) Forfeitures are subject to a          Hours of Service minimum service requirement.

In determining the treatment of forfeitures under this AA §8-7, the following special rules apply:

  (k) Describe: 
   
8-8 SPECIAL RULES REGARDING CASH-OUT DISTRIBUTIONS. 

(a) Additional allocations.  If a terminated Participant receives a complete distribution of his/her vested Account Balance 
while still entitled to an additional allocation, the Cash-Out Distribution forfeiture provisions do not apply until the 
Participant receives a distribution of the additional amounts to be allocated. (See Section 6.10(a)(1) of the Plan.)  

To modify the default Cash-Out Distribution forfeiture rules, complete this AA §8-8(a).

 The Cash-Out Distribution forfeiture provisions will apply if a terminated Participant takes a complete distribution, 
regardless of any additional allocations during the Plan Year.  

(b) Timing of forfeitures. A Participant who receives a Cash-Out Distribution (as defined in Section 6.10(a) of the Plan) is 
treated as having an immediate forfeiture of his/her nonvested Account Balance. 

To modify the forfeiture timing rules to delay the occurrence of a forfeiture upon a Cash-Out Distribution, complete this 
AA §8-8(b).

 A forfeiture will occur upon the completion of          consecutive Breaks in Service (as defined in Section 6.08 of 
the Plan).    

(c) Repayment of Cash-Out Distribution. Unless elected otherwise under this AA §8-8(c), if a Participant receives a Cash-
Out Distribution that results in a forfeiture, and the Participant resumes employment covered under the Plan, such 
Participant may repay to the Plan the amount received as a Cash-Out Distribution.

 If a Participant receives a Cash-Out Distribution that results in a forfeiture, and the Participant resumes 
employment covered under the Plan, such Participant may NOT repay to the Plan the amount received as a Cash-
Out Distribution and the provisions of Section 6.10(a)(2) do not apply.  
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8-9 SPECIAL RULE FOR FORFEITURE UPON DEATH OF A PARTICIPANT. Unless elected below, no vested benefits are 
forfeited upon the death of a Participant.

To modify this default forfeiture rule, check to box below.

 The Plan will forfeit benefits (including vested benefits) upon the death of a Participant, if not precluded by law. In no 
event may the Plan forfeit any amounts attributable to a Participant’s Salary Deferrals or After-Tax Employee 
Contributions under the Plan or if the Plan has commenced distributions prior to the Participant’s death. 

SECTION 9
DISTRIBUTION PROVISIONS – TERMINATION OF EMPLOYMENT

9-1 AVAILABLE FORMS OF DISTRIBUTION. 

Lump sum distribution. A Participant may take a distribution of his/her entire vested Account Balance in a single lump sum 
upon termination of employment. In addition, the Plan Administrator may permit a Participant to take partial distributions or 
installment distributions solely to the extent necessary to satisfy the required minimum distribution rules under Section 8 of the 
Plan. 

Additional distribution options. To provide for additional distribution options, check the applicable distribution forms under 
this AA §9-1.   
 (a) Installment distributions. A Participant may take a distribution over a specified period not to exceed the life or life 

expectancy of the Participant (and a designated beneficiary).   

 (b) Partial lump sum. A Participant may take a distribution of less than the entire vested Account Balance upon 
termination of employment. 

 Minimum distribution amount. A Participant may not take a partial lump sum distribution of less than $        .
 (c) Annuity distributions. A Participant may elect to have the Plan Administrator use the Participant’s vested Account 

Balance to purchase an annuity as described in Section 7.01 of the Plan.   
 (d) Describe distribution options: 

[Note: Any distribution option described in this subsection (d) may not be subject to the discretion of the Employer or 
Plan Administrator.] 

9-2 PARTICIPANT AND SPOUSAL CONSENT.

 (a) Involuntary Cash-Out Distribution. A Participant who terminates employment with a vested Account Balance of 
$5,000 or less will receive an Involuntary Cash-Out Distribution, unless elected otherwise under this AA §9-2. If a 
Participant’s vested Account Balance exceeds $5,000, the Participant generally must consent to a distribution from the 
Plan, except to the extent provided otherwise under this AA §9-2. See Section 7.03 of the Plan for additional rules 
regarding the Participant consent requirements under the Plan.

 (1) No Involuntary Cash-Out Distributions. The Plan does not provide for Involuntary Cash-Out Distributions. 
A terminated Participant must consent to any distribution from the Plan. (See Section 14.02(b) of the Plan for 
special rules upon Plan termination.) 

 (2) Involuntary Cash-Out Distribution threshold. A terminated Participant will receive an Involuntary Cash-
Out Distribution only if the Participant’s vested Account Balance is less than or equal to $            .

 (3) Application of Automatic Rollover rules. The Automatic Rollover rules described in Section 7.05 of the 
Plan do not apply to any Involuntary Cash-Out Distribution below $1,000, unless elected otherwise under this 
subsection (3). If this subsection (3) is checked, the Automatic Rollover provisions apply to all Involuntary 
Cash-Out Distributions (including those below $1,000).

 (4) Distribution upon attainment of stated age. Participant consent will not be required with respect to 
distributions made upon attainment of Normal Retirement Age (or age 62, if later), regardless of the value of 
the Participant’s vested Account Balance.

 (5) Treatment of Rollover Contributions. Unless elected otherwise under this subsection (5), Rollover 
Contributions will be excluded in determining whether a Participant’s vested Account Balance exceeds the 
Involuntary Cash-Out threshold for purposes of applying the distribution rules under this AA §9 and the 
Automatic Rollover provisions under Section 7.05 of the Plan. To include Rollover Contributions in 
determining whether a Participant’s vested Account Balance exceeds the Involuntary Cash-Out threshold, 
check this subsection (5).
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 (b) Spousal consent. Spousal consent is not required for a Participant to receive a distribution or name an alternate 
beneficiary, unless designated otherwise under this subsection (b). See Section 9.02 of the Plan for rules regarding 
Spousal consent under the Plan.

 (1) Distribution consent.  A Participant’s Spouse must consent to any distribution or loan, provided the 
Participant’s vested Account Balance exceeds $            . 

 (2) Beneficiary consent. A Participant’s Spouse must consent to naming someone other than the Spouse as 
beneficiary under the Plan.

 (c) Describe any special rules affecting Participant or Spousal consent: 

[Note: Any special rules under this subsection (c) must be definitely determinable.] 

9-3 TIMING OF DISTRIBUTIONS UPON TERMINATION OF EMPLOYMENT.

(a) Distribution of vested Account Balances exceeding $5,000.  A Participant who terminates employment with a vested 
Account Balance exceeding $5,000 may receive a distribution of his/her vested Account Balance in any form permitted 
under AA §9-1 within a reasonable period following: 
 (1) the date the Participant terminates employment.  
 (2) the last day of the Plan Year during which the Participant terminates employment.    
 (3) the first Valuation Date following the Participant's termination of employment.    
 (4) the end of the calendar quarter following the date the Participant terminates employment.    
 (5) attainment of Normal Retirement Age, death or becoming Disabled.    
 (6) Describe:  

[Note: Any special rules under this subsection (6) must be definitely determinable.]

(b) Distribution of vested Account Balances not exceeding $5,000. A Participant who terminates employment with a 
vested Account Balance that does not exceed $5,000 will receive a lump sum distribution of his/her vested Account 
Balance within a reasonable period following: 
 (1) the date the Participant terminates employment.  
 (2) the last day of the Plan Year during which the Participant terminates employment.     
 (3) the first Valuation Date following the Participant's termination of employment.    
 (4) the end of the calendar quarter following the date the Participant terminates employment.  
 (5) Describe:  
[Note: Any special rules under this subsection (5) must be definitely determinable.]

 (c) Alternate Cash-Out distribution threshold. Instead of a vested Account Balance Cash-Out threshold of $5,000, for 
purposes of applying the Cash-Out distribution provisions under this AA §9-3, the threshold for distributions upon 
termination of employment will be based on a vested Account Balance of $            . 

 (d) Describe additional distribution options: 

[Note: Any additional distribution option described in this subsection (d) may not be subject to the discretion of the 
Employer or Plan Administrator.] 

9-4 DISTRIBUTION UPON DISABILITY. Unless designated otherwise under this AA §9-4, a Participant who terminates 
employment on account of becoming Disabled may receive a distribution of his/her vested Account Balance in the same manner 
as a regular distribution upon termination. 

 (a) Immediate distribution upon termination of employment. Distribution will be made as soon as reasonable following 
the date the Participant terminates employment on account of becoming Disabled.

 (b) Following year distribution upon termination of employment. Distribution will be made as soon as reasonable 
following the last day of the Plan Year during which the Participant terminates employment on account of becoming 
Disabled.

 (c) Describe: 

[Note: Any distribution event described in this subsection (c) will apply uniformly to all Participants under the Plan 
and may not be subject to the discretion of the Employer or Plan Administrator.] 
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9-5 DETERMINATION OF BENEFICIARY. 

(a) Default beneficiaries. Under Section 7.07(c) of the Plan, to the extent a Beneficiary has not been named by the 
Participant (subject to the spousal consent rules) and is not designated under the terms of the Investment 
Arrangement(s) to receive all or any portion of the deceased Participant’s death benefit, such amount shall be 
distributed to the Participant’s surviving Spouse (if the Participant was married at the time of death) who shall be 
considered the designated Beneficiary. If the Participant does not have a surviving Spouse at the time of death, 
distribution will be made to the Participant’s surviving children (including legally adopted children, but not including 
step-children), as designated Beneficiaries, in equal shares. If the Participant has no surviving children, distribution will 
be made to the Participant’s estate. 

 If this subsection (a) is checked, the default beneficiaries under Section 7.07(c)of the Plan are modified as 
follows:

 (1) The Plan adopts the default beneficiary rules under Section 7.07(c) of the Plan, except, if the 
Participant does not have a surviving Spouse at the time of death, distribution will be made to the 
Participant’s children (including legally adopted children, but not including step-children), as 
designated Beneficiaries, per stirpes.

 (2) Describe other modifications to the default beneficiaries under Section 7.07(c) of the Plan: 

[Note: The description of the modifications to the default beneficiaries must be sufficiently clear for 
the Plan Administrator to determine the beneficiaries and the method of distribution of the 
Participant’s death benefit.]

(b) One-year marriage rule. For purposes of determining whether an individual is considered the surviving Spouse of the 
Participant, the determination is based on the marital status as of the date of the Participant’s death, unless designated 
otherwise under this subsection (b).  

 If this subsection (b) is checked, in order to be considered the surviving Spouse, the Participant and surviving 
Spouse must have been married for the entire one-year period ending on the date of the Participant’s death. If 
the Participant and surviving Spouse are not married for at least one year as of the date of the Participant’s 
death, the Spouse will not be treated as the surviving Spouse for purposes of applying the distribution 
provisions of the Plan. (See Section 9.03 of the Plan.)  

(c) Divorce of Spouse. Unless elected otherwise under this subsection (c), if a Participant designates his/her Spouse as 
Beneficiary and subsequent to such Beneficiary designation, the Participant and Spouse are divorced, the designation of 
the Spouse as Beneficiary under the Plan is automatically rescinded as set forth under Section 7.07(c)(6) of the Plan. 

 If this subsection (c) is checked, a Beneficiary designation will not be rescinded upon divorce of the 
Participant and Spouse. 

[Note: Section 7.07(c)(6) of the Plan and this subsection (c) will be subject to the provisions of a Beneficiary 
designation entered into by the Participant. Thus, if a Beneficiary designation specifically overrides the election under 
this subsection (c), the provisions of the Beneficiary designation will control. See Section 7.07(c)(6) of the Plan.]  

SECTION 10
IN-SERVICE DISTRIBUTIONS AND REQUIRED MINIMUM DISTRIBUTIONS

10-1 AVAILABILITY OF IN-SERVICE DISTRIBUTIONS. A Participant may withdraw all or any portion of his/her vested 
Account Balance, to the extent designated, upon the occurrence of any of the event(s) selected under this AA §10-1. If more than 
one option is selected for a particular contribution source under this AA §10-1, a Participant may take an in-service distribution 
upon the occurrence of any of the selected events, unless designated otherwise under this AA §10-1. 

Deferral Match ER

   (a) No in-service distributions are permitted.

   (b) Attainment of age 59½.

   (c) Attainment of age       . (Not greater than age 70 1/2)

   (d) A Hardship that satisfies the safe harbor rules under Section 7.10(e)(1) of the Plan. 

   (e) A non-safe harbor Hardship described in Section 7.10(e)(2) of the Plan. 

   (f) Attainment of Normal Retirement Age. 

   (g) Attainment of Early Retirement Age.
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Deferral Match ER

N/A   (h) The Participant has participated in the Plan for at least         (cannot be less than 60) 
months.

N/A   (i) The amounts being withdrawn have been held in the Trust for at least two years. 

   (j) Upon a Participant becoming Disabled (as defined in AA §9-4(b)).

 N/A N/A (k) As a Qualified Reservist Distribution.

 N/A N/A (l) Upon a deemed separation of employment when an individual is on active duty for 
a period of at least 30 days while performing service in the Uniformed Services.

   (m) Describe: 

[Note: No in-service distribution of Salary Deferrals is permitted prior to age 59½, except for Hardship, or Disability. If Normal 
Retirement Age or Early Retirement Age is earlier than age 59½, such age is deemed to be age 59½ for purposes of determining 
eligibility to distribute Salary Deferrals (if subsection (f) or (g) above is checked under the Deferral column). If this Plan has 
accepted a transfer of assets from a pension plan (e.g., a money purchase plan), no in-service distribution from amounts 
attributable to such transferred assets is permitted prior to age 62, except for Disability.] 

10-2 APPLICATION TO OTHER CONTRIBUTION SOURCES. If the Plan allows for Rollover Contributions under AA §C-2 or 
After-Tax Employee Contributions under AA §6-7, unless elected otherwise under this AA §10-2, a Participant may take an in-
service distribution from his/her Rollover Account and After-Tax Employee Contribution Account at any time. Employer Pick-
Up Contributions will not be eligible for in-service distribution. 

Alternatively, if this AA §10-2 is completed, the following in-service distribution provisions apply for Rollover Contributions, 
After-Tax Employee Contributions and/or Employer Pick-Up Contributions: 

Rollover After-Tax Pick-Up

   (a) No in-service distributions are permitted.

   (b) Attainment of age 59½.

   (c) Attainment of age        . (Not greater than age 70 1/2)

   (d) A Hardship (that satisfies the safe harbor rules under Section 
7.10(e)(1) of the Plan). 

   (e) A non-safe harbor Hardship described in Section 7.10(e)(2) of the 
Plan.

   (f) Attainment of Normal Retirement Age. 

   (g) Attainment of Early Retirement Age.

   (h) Upon a Participant becoming Disabled (as defined in AA §9-4(b)).

   (i) Describe:                                 
  

10-3 SPECIAL DISTRIBUTION RULES. No special distribution rules apply, unless specifically provided under this AA §10-3. 
 (a) In-service distributions will only be permitted if the Participant is 100% vested in the source from which the withdrawal 

is taken.   
 (b) A Participant may take no more than         in-service distribution(s) in a Plan Year.    
 (c) A Participant may not take an in-service distribution of less than $       .    
 (d) A Participant may not take an in-service distribution of more than $       .    
 (e) Unless elected otherwise under this subsection (e), the hardship distribution provisions of the Plan are not expanded to 

cover primary beneficiaries as set forth in Section 7.10(e)(5) of the Plan. If this subsection (e) is checked, the hardship 
provisions of the Plan will apply with respect to individuals named as primary beneficiaries under the Plan.  

 (f) In determining whether a Participant has an immediate and heavy financial need for purposes of applying the non-safe 
harbor Hardship provisions under Section 7.10(e)(2) of the Plan, the following modifications are made to the 
permissible events listed under Section 7.10(e)(1) of the Plan: 
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[Note: This subsection (f) may only be used to the extent a non-safe harbor Hardship distribution is authorized under 
AA §10-1 or AA §10-2.]  

 (g) If the Plan includes Accounts that hold inactive sources of contributions, the Employer may designate under this AA 
§10-3(g) the in-service distribution options available to such Accounts: 

 (h) Other distribution rules: 

10-4 REQUIRED MINIMUM DISTRIBUTIONS.

(a) Required distributions after death. If a Participant dies before distributions begin and there is a Designated 
Beneficiary, the Participant or Beneficiary may elect on an individual basis whether the 5-year rule (as described in 
Section 8.06(a) of the Plan) or the life expectancy method described under Sections 8.02 of the Plan applies. See 
Section 8.06(b) of the Plan for rules regarding the timing of an election authorized under this AA §10-4. 

Alternatively, if selected under this subsection (a), any death distributions to a Designated Beneficiary will be made 
only under either the 5-year rule or the life expectancy method, as elected below:

 (1) The five-year rule under Section 8.06(a) of the Plan applies (instead of the life expectancy method). Thus, the 
entire death benefit must be distributed by the end of the fifth year following the year of the Participant’s 
death. Death distributions to a Designated Beneficiary may not be made under the life expectancy method.  

 (2) The life expectancy method under Sections 8.02 and 8.04 of the Plan (and not the 5-year rule).

 (b) Describe any special rules applicable to required minimum distributions: 

[Note: Any special rule under this subsection (b) must satisfy the requirements of Code §401(a)(9). This subsection (b) 
may be used to override the default provision under Section 8.06(b) of the Plan. For example, the Employer may 
designate the life expectancy rules as the default rather than the five-year rule when a Participant or Beneficiary fails 
to make an election.]  

SECTION 11
MISCELLANEOUS PROVISIONS

11-1 PLAN VALUATION. The Plan is valued annually, as of the last day of the Plan Year. 

 (a) Additional valuation dates. In addition, the Plan will be valued on the following dates: 

Deferral Match ER

   (1) Daily. The Plan is valued at the end of each business day during which the 
New York Stock Exchange is open. 

   (2) Monthly. The Plan is valued at the end of each month of the Plan Year.

   (3) Quarterly. The Plan is valued at the end of each Plan Year quarter. 

   (4) Describe:                                 

[Note: The Employer may elect operationally to perform interim valuations, regardless of any selection in this 
subsection (a).]  

 (b) Special rules. The following special rules apply in determining the amount of income or loss allocated to Participants’ 
Accounts:       

11-2 SPECIAL RULES FOR APPLYING THE CODE §415 LIMITATION. The provisions under Section 5.02 of the Plan apply 
for purposes of determining the Code §415 Limitation.  
Complete this AA §11-2 to override the default provisions that apply in determining the Code §415 Limitation under Section 5.02 
of the Plan.  
 (a) Limitation Year. Instead of the Plan Year, the Limitation Year is the 12-month period ending .

[Note: If the Plan has a short Plan Year for the first year of establishment, the Limitation Year is deemed to be the 12-
month period ending on the last day of the short Plan Year.]  

 (b) Imputed compensation. For purposes of applying the Code §415 Limitation, Total Compensation includes imputed 
compensation for a Participant who terminates employment on account of becoming disabled. (See Section 
5.02(c)(7)(ii) of the Plan.)  

 (c) Special rules:  
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[Note: Any special rules under this subsection (c) must be consistent with the requirements of Code §415.]   

11-3 MILITARY SERVICE PROVISIONS -- BENEFIT ACCRUALS. The benefit accrual provisions under Section 15.04 of the 
Plan do not apply. To apply the benefit accrual provisions under Section 15.04 of the Plan, check the box below. 

 (a) Eligibility for Plan benefits. Check this box if the Plan will provide the benefits described in Section 15.04 of the Plan. 
If this box is checked, an individual who dies or becomes disabled in qualified military service will be treated as 
reemployed for purposes of determining entitlement to benefits under the Plan. 

(b) Deemed separation from service. Unless otherwise elected under AA§10-1(l), an individual shall not be treated as 
having been severed from employment during any period the individual is performing service in the Uniformed 
Services for purposes of receiving a Plan distribution under Code §401(k)(2)(B)(i)(I). 

11-4 ELECTION NOT TO PARTICIPATE (see Section 2.08 of the Plan). All Participants share in any allocation under this Plan 
and no Employee may waive out of Plan participation. 

To allow Employees to make a one-time irrevocable waiver, check below.

 An Employee may make a one-time irrevocable election not to participate under the Plan.  

11-5 TREATMENT OF CERTAIN BENEFITS. The protected benefits rules under Code §411(d)(6)) do not apply to the Plan. 
However, the Employer may describe below (or in a separate addendum attached to this Adoption Agreement) the treatment of 
certain benefits following events such as plan merger or consolidation, transfer of assets or similar events.

Describe treatment of benefits: 

[Note: If the benefit described here in the Plan or a plan being merged into the Plan is not either (i) available as a provision 
through the Pre-Approved Plan or (ii) the subject of a prior determination, advisory, or opinion letter, the Employer cannot rely 
on the Pre-Approved Plan Provider’s opinion letter for qualification with respect to such benefit. If the benefit described here in 
the Plan or a plan being merged into the Plan is not permitted in a pre-approved plan, as described in Section 6.03 of Revenue 
Procedure 2017-41, such provision must be discontinued no later than the date the Employer adopts this Pre-Approved Plan or, 
in the case of a merger, the merger date.] 

11-6 SPECIAL RULES FOR MULTIPLE EMPLOYER PLANS.  If the Plan is a Multiple Employer Plan (as designated under AA 
§2-6), the rules applicable to Multiple Employer Plans under Section 16.07 of the Plan apply. 

 The following special rules apply with respect to Multiple Employer Plans: 

[Note: Any special rules under this AA §11-6 must satisfy the nondiscrimination requirements under Code §401(a)(4) 
and must satisfy the rules applicable to Multiple Employer Plans under Code §413(c).]  
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APPENDIX A
SPECIAL EFFECTIVE DATES

[Note: This Appendix A may be used to memorialize prior Plan provisions that pertain to sources that no longer accept new 
contributions under the Plan.]

 A-1 Eligible Employees. The definition of Eligible Employee under AA §3 is effective as follows: 

 A-2 Minimum age and service conditions. The minimum age and service conditions and Entry Date provisions specified in AA 
§4 are effective as follows: 

 A-3 Compensation definitions. The compensation definitions under AA §5 are effective as follows: 

 A-4 Employer Contributions. The Employer Contribution provisions under the Plan are effective as follows: 

 A-5 After-Tax Employee and Pick-Up Contributions. The provisions of the Plan addressing Employee After-Tax 
Contributions and Pick-Up Contribution provisions under the Plan are effective as follows: 

 A-6 Salary Deferrals. The Salary Deferral provisions under AA §6A are effective as follows: 
 

 A-7 Matching Contributions. The Matching Contribution provisions under AA §6B are effective as follows: 

 A-8 Retirement ages. The retirement age provisions under AA §7 are effective as follows: 

 A-9 Vesting and forfeiture rules. The rules regarding vesting and forfeitures under AA §8 are effective as follows: 

 A-10 Distribution provisions. The distribution provisions under AA §9 are effective as follows: 

 A-11 In-service distributions and Required Minimum Distributions.  The provisions regarding in-service distribution and 
Required Minimum Distributions under AA §10 are effective as follows: 

 A-12 Miscellaneous provisions. The provisions under AA §11 are effective as follows: 

 A-13 Special effective date provisions for merged plans. If any qualified retirement plans have been merged into this Plan, the 
provisions of Section 14.03 of the Plan apply, as follows: 

 A-14 Other special effective dates: 

 A-15 Special effective dates for restated pre-approved plans: Use this A-15 to memorialize plan operational changes that have 
occurred after the general effective date of the plan and the actual plan restatement adoption date. Adopting employers may 
use the above Special Effective Date options (A-1 through A-14) to memorialize these changes or they may use this A-15. 
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APPENDIX B
LOAN POLICY

Use this Appendix B to identify elections dealing with the administration of Participant loans. These elections may be changed without 
amending this Adoption Agreement by substituting an updated Appendix B with new elections. Any modifications to this Appendix B, or 
any modifications to a separate loan policy describing the loan provisions selected under the Plan, will not affect an Employer's reliance 
on the IRS Favorable Letter. Loans are subject to any internal limitations or rules imposed by the Investment Arrangement or the service 
provider or platform.

B-1 Are PARTICIPANT LOANS permitted? (See Section 13 of the Plan.)
 (a) Yes 
 (b) No     

B-2 LOAN PROCEDURES.  
 (a) Loans will be provided under the default loan procedures set forth in Section 13 of the Plan, unless modified under this 

Appendix B.     
 (b) Loans will be provided under a separate written loan policy. [Note: If this subsection (b) is checked, do not complete the 

rest of this Appendix B.] 

B-3 AVAILABILITY OF LOANS. Participant loans are available to all active Participants and Beneficiaries. Participant loans are 
not available to a former Employee or Beneficiary (including an Alternate Payee under a QDRO). To override this default 
provision, complete this AA §B-3: 
 (a) A former Employee or Beneficiary (including an Alternate Payee) who has a vested Account Balance may request a 

loan from the Plan.  
 (b) A “limited participant” as defined in Section 3.05 of the Plan may not request a loan from the Plan.  
 (c) An officer or director of the Employer, as defined for purposes of the Sarbanes-Oxley Act, may not request a loan from 

the Plan.
 (d) Describe limitations on receiving loans under the Plan: 

[Note: Any limitation under subsection (d) must be definitely determinable and not provide any Employer discretion.] 

B-4 LOAN LIMITS. The default loan policy under Section 13.03 of the Plan allows Participants to take a loan provided all 
outstanding loans do not exceed 50% of the Participant’s vested Account Balance. To override the default loan policy to allow 
loans up to $10,000, even if greater than 50% of the Participant’s vested Account Balance, check this AA §B-4. 
 A Participant may take a loan equal to the greater of $10,000 or 50% of the Participant's vested Account Balance. 

[Note: If this AA §B-4 is checked, the Participant may be required to provide adequate security as required under 
Section 13.06 of the Plan.]   

B-5 NUMBER OF LOANS. The default loan policy under Section 13.04 of the Plan restricts Participants to one loan outstanding at 
any time. To override the default loan policy and permit Participants to have more than one loan outstanding at any time, 
complete subsection (a) or (b) below.  
 (a) A Participant may have         loans outstanding at any time.  
 (b) There are no restrictions on the number of loans a Participant may have outstanding at any time.    

B-6 LOAN AMOUNT. The default loan policy under Section 13.04 of the Plan provides that a Participant may not receive a loan of 
less than $1,000. To modify the minimum loan amount or to add a maximum loan amount, complete this AA §B-6. 
 (a) There is no minimum loan amount.  
 (b) The minimum loan amount is $                       .  
 (c) The maximum loan amount is $                       .   

B-7 INTEREST RATE. The default loan policy under Section 13.05 of the Plan provides for an interest rate commensurate with the 
interest rates charged by local commercial banks for similar loans. To override the default loan policy and provide a specific 
interest rate to be charged on Participant loans, complete this AA §B-7.  
 (a) The prime interest rate plus         percentage point(s).  

 (b) The interest rate is determined in accordance with the terms of the Investment Arrangement, service provider 
procedures, or other loan policy document adopted by the Plan Administrator.

 (c) Describe:   
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[Note: Any interest rate described in this AA §B-7 must be reasonable and must apply uniformly to all Participants.]  

B-8 PURPOSE OF LOAN. The default loan policy under Section 13.02 of the Plan provides that a Participant may receive a 
Participant loan for any purpose. To modify the default loan policy to restrict the availability of Participant loans to hardship 
events, check this AA §B-8. 
 (a) A Participant may only receive a Participant loan upon the demonstration of a hardship event, as described in Section 

7.10(e)(1)(i) of the Plan.  
 (b) A Participant may only receive a Participant loan under the following circumstances:    

B-9 APPLICATION OF LOAN LIMITS. If Participant loans are not available from all contribution sources, the limitations under 
Code §72(p) and the adequate security requirements of the Department of Labor regulations will be applied by taking into account 
the Participant’s entire Account Balance. To override this provision, complete this AA §B-9.  
 The loan limits and adequate security requirements will be applied by taking into account only those contribution 

Accounts which are available for Participant loans.  

B-10 CURE PERIOD. The Plan provides that a Participant incurs a loan default if a Participant does not repay a missed payment by 
the end of the calendar quarter following the calendar quarter in which the missed payment was due. To override this default 
provision to apply a shorter cure period, complete this AA §B-10. 
 The cure period for determining when a Participant loan is treated as in default will be              days (cannot exceed 90) 

following the end of the month in which the loan payment is missed. 

 (b) The cure period for determining when a Participant loan is treated as in default will be the greater of              days 
(cannot exceed 90) following the end of the month in which the loan payment is missed or the last day of the second 
calendar quarter following the calendar quarter in which the missed payment was due. 

 (c) The cure period for determining when a loan is treated as in default will be              days (cannot exceed 90) following 
the first missed loan payment. 

B-11 PERIODIC REPAYMENT – PRINCIPAL RESIDENCE. If a Participant loan is for the purchase of a Participant’s primary 
residence, the loan repayment period for the purchase of a principal residence may not exceed ten (10) years. To override this 
default provision, complete this AA §B-11.
 (a) The Plan does not permit loan payments to exceed five (5) years, even for the purchase of a principal residence.  
 (b) The loan repayment period for the purchase of a principal residence may not exceed           years (may not exceed 30).  
 (c) Loans for the purchase of a Participant’s primary residence may be payable over any reasonable period commensurate 

with the period permitted by commercial lenders for similar loans.   

B-12 TERMINATION OF EMPLOYMENT. Section 13.10(a) of the Plan provides that a Participant loan becomes due and payable 
in full upon the Participant’s termination of employment. To override this default provision, complete this AA §B-12.  
 A Participant loan will not become due and payable in full upon the Participant’s termination of employment.   

B-13 DIRECT ROLLOVER OF A LOAN NOTE. Section 13.10(b) of the Plan provides that upon termination of employment a 
Participant may request the Direct Rollover of a loan note. To override this default provision, complete this AA §B-13.  
 A Participant may not request the Direct Rollover of the loan note upon termination of employment.  

B-14 LOAN RENEGOTIATION. The default loan policy provides that a Participant may renegotiate a loan, provided the 
renegotiated loan separately satisfies the reasonable interest rate requirement, the adequate security requirement, the periodic 
repayment requirement and the loan limitations under the Plan. The Employer may restrict the availability of renegotiations to 
prescribed purposes provided the ability to renegotiate a Participant loan is available on a non-discriminatory basis. To override 
the default loan policy and restrict the ability of a Participant to renegotiate a loan, complete this AA §B-14. 
 (a) A Participant may not renegotiate the terms of a loan.  
 (b) The following special provisions apply with respect to renegotiated loans:    

B-15 SOURCE OF LOAN. Participant loans may be made from all available contribution sources, to the extent vested, unless 
designated otherwise under this AA §B-15. 
 Participant loans will not be available from the following contribution sources: 

 Participant loans will only be available from the following contribution sources: 

B-16 SPOUSAL CONSENT. Spousal consent is not required for a Participant to receive a loan, unless required by State law. To 
override this provision, complete this AA §B-16.

 Spousal consent is required to receive a Participant loan. 
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B-17 MODIFICATIONS TO DEFAULT LOAN PROVISIONS. 
 The following special rules will apply with respect to Participant loans under the Plan: 

[Note: Any provision under this AA §B-17 must satisfy the requirements under Code §72(p) and the regulations thereunder and 
will control over any inconsistent provisions of the Plan dealing with the administration of Participant loans.]        
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APPENDIX C
ADMINISTRATIVE ELECTIONS

Use this Appendix C to identify certain elections dealing with the administration of the Plan. These elections may be changed without 
amending this Adoption Agreement by substituting an updated Appendix C with new elections. The provisions selected under this 
Appendix C do not create qualification issues and any changes to the provisions under this Appendix C will not affect the Employer's 
reliance on the IRS Favorable Letter.

C-1 DIRECTION OF INVESTMENTS. Are Participants permitted to direct investments? (See Section 10.07 of the Plan.)
 (a) No  
 (b) Yes, but subject to the following restrictions: 

 (1) No restrictions apply

 (2) Only for Accounts that are 100% vested 

 (3) Specify Accounts: 

 (4) Describe any special rules that apply for purposes of direction of investments: 

[Note: This subsection (4) may be used to describe special investment provisions for specific types of 
investments.] 

C-2 ROLLOVER CONTRIBUTIONS. Does the Plan accept Rollover Contributions? (See Section 3.05 of the Plan.)
 (a) No 
 (b) Yes

 (1) If this subsection (1) is checked, an Employee may make a Rollover Contribution to the Plan prior to 
becoming a Participant in the Plan. 

 (2) Check this subsection (2) if the Plan will accept Rollover Contributions from former Employees with an 
Account Balance under the Plan.

 (3) Describe any special rules for accepting Rollover Contributions: 

[Note: The Employer may designate in this subsection (3), or in separate written procedures, the extent to which it will accept 
rollovers from designated plan types. For example, the Employer may decide not to accept rollovers from certain designated 
plans (e.g., 403(b) plans, §457 plans or IRAs). Any special rollover procedures will apply uniformly to all Participants under the 
Plan.]

C-3 LIFE INSURANCE. Are life insurance investments permitted? (See Section 10.08 of the Plan.) 
 (a) No 
 (b) Yes   

C-4 QDRO PROCEDURES. Although the requirements of Code §414(p) do not apply to the Plan, the Employer may elect to apply 
the procedures set forth under Section 11.05 of the Plan (which are patterned after the rules under Code §414(p)) by electing 
subsection (a) below or may elect not to apply the procedures set forth under Section 11.05 of the Plan and instead, describe the 
Plan’s procedures for addressing domestic relations orders below or in separate administrative procedures.

 (a) The Employer elects to have the requirements of Section 11.05 of the Plan apply to its Plan.

 (b) The requirements of Section 11.05 of the Plan do not apply to the Plan. The procedures for addressing the receipt of 
domestic relations orders are either set forth below or in separate administrative procedures.

Describe domestic relations procedures:   
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EMPLOYER SIGNATURE PAGE

PURPOSE OF EXECUTION. This Signature Page is being executed for Capital Area Regional Planning Commission 401(a) Benefit 
Plan to effect: 
 (a) The adoption of a new plan, effective  [insert Effective Date of Plan]. [Note: Date can be no earlier than the first day of the 

Plan Year in which the Plan is adopted.]
 (b) The restatement of an existing plan in order to comply with the requirements for Cycle 3 Pre-Approved Plans, pursuant to 

Rev. Proc. 2017-41. 
(1) Effective date of restatement: 1-1-2022 . [Note: Date can be no earlier than the first day of the Plan Year in which the 

restatement is adopted.]
(2) Name of plan(s) being restated: Capital Area Regional Planning Commission 401(a) Benefit Plan
(3) The original effective date of the plan(s) being restated: 9-1-2020

 (c) An amendment or restatement of the Plan (other than to comply with the requirements for Cycle 3 Pre-Approved Plans under 
Rev. Proc. 2017-41). If this Plan is being amended, a snap-on amendment may be used to designate the modifications to the 
Plan or the updated pages of the Adoption Agreement may be substituted for the original pages in the Adoption Agreement. All 
prior Employer Signature Pages should be retained as part of this Adoption Agreement.
(1) Effective Date(s) of amendment/restatement: 
(2) Name of plan being amended/restated: 
(3) The original effective date of the plan being amended/restated: 
(4) If Plan is being amended, identify the Adoption Agreement section(s) being amended: 

PRE-APPROVED PLAN PROVIDER INFORMATION. The Pre-Approved Plan Provider (or authorized representative) will inform 
the Employer of any amendments made to the Plan and will notify the Employer if it discontinues or abandons the Plan. To be eligible to 
receive such notification, the Employer agrees to notify the Pre-Approved Plan Provider (or authorized representative) of any change in 
address. The Employer may direct inquiries regarding the Plan or the effect of the IRS Opinion Letter to the Pre-Approved Plan Provider 
(or authorized representative) at the following location: 

Name of Pre-Approved Plan Provider (or authorized representative): Pelion Benefits, Inc
Address: 3713-C University Drive Durham, NC  27707
Telephone number: (919) 942-2828  

IMPORTANT INFORMATION ABOUT THIS PRE-APPROVED PLAN. A failure to properly complete the elections in this 
Adoption Agreement or to operate the Plan in accordance with applicable law may result in disqualification of the Plan. The Employer 
may rely on the Favorable IRS Letter issued by the Internal Revenue Service to the Pre-Approved Plan Provider as evidence that the Plan 
is qualified under Code §401(a), to the extent provided in Rev. Proc. 2017-41. The Employer may not rely on the Favorable IRS Letter in 
certain circumstances or with respect to certain qualification requirements, which are specified in the Favorable IRS Letter issued with 
respect to the Plan and in Rev. Proc. 2017-41. In order to obtain reliance in such circumstances or with respect to such qualification 
requirements, the Employer may need to apply to the Internal Revenue Service for a determination letter. 

By executing this Adoption Agreement, the Employer intends to adopt the provisions as set forth in this Adoption Agreement and the 
related Plan document. By signing this Adoption Agreement, the individual below represents that he/she has the authority to execute this 
Plan document on behalf of the Employer. This Adoption Agreement may only be used in conjunction with Basic Plan Document #03. 
The Employer understands that the Pre-Approved Plan Provider has no responsibility or liability regarding the suitability of the Plan for 
the Employer’s needs, or the options elected under this Adoption Agreement. It is recommended that the Employer consult with legal 
counsel before executing this Adoption Agreement. 

Capital Area Regional Planning Commission
(Name of Employer)

Steven Steinhoff Agency Director
(Name of authorized representative) (Title) 

(Signature) (Date)
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TRUST DECLARATION

This Trust Declaration may be used to identify and adopt the Trust associated with the Plan. 
[Note:  The Internal Revenue Service does not review the Trust Declaration, or the trust provisions associated with Pre-Approved Plans. 
Therefore, the provisions of the Trust Declaration, ASC Trust Agreement or any separate Trust agreement have not been approved by the 
IRS and the IRS opinion letter does not cover such Trust Agreement.  The Provider, the Trustee and the adopting Employer should review 
the applicable Trust provisions, and any modifications thereto, with legal counsel to ensure the provisions are appropriate for the Plan 
and consistent with Employer elections.]

Name of Plan. Capital Area Regional Planning Commission 401(a) Benefit Plan

Name of Employer. Capital Area Regional Planning Commission

Effective date of Trust Agreement: 1-1-2022

(a) The Trust terms are: 

 (1) Determined under the Trust provisions contained in the ASC Trust Agreement - Standard.  
[Note: Trustee must complete the Trustee Signature section under Section (b) below.]

 (i) Directed Trustee. The Trustee may only invest Plan assets as directed by the Plan Administrator, the 
Employer, an Investment Manager or other Named Fiduciary or, to the extent authorized under the Plan, a 
Plan Participant.

 (ii) Discretionary Trustee. The Trustee has discretion to invest Plan assets, unless specifically directed otherwise 
by the Plan Administrator, the Employer, an Investment Manager or other Named Fiduciary or, to the extent 
authorized under the Plan, a Plan Participant.

[Modification of ASC Trust Agreement Provisions. The Employer may amend the Trust provisions as provided 
under Section 1.18 of the ASC Trust Agreement. Plan provisions will override any conflicting provisions in the Trust 
Agreement, including any modification thereto. The Provider and the adopting Employer should review any 
modifications of the ASC Trust Agreement with legal counsel to ensure the provisions are appropriate for the Plan and 
consistent with Employer elections.]

 (2) Determined under a separate Trust agreement(s). The Trust provisions are contained in a separate Trust Agreement 
that has been furnished to the Employer. Notwithstanding the terms of the Plan, the terms of the Trust Agreement shall 
control the rights and responsibilities of the Trustee with respect to the Trust and the assets held in such Trust. 

Name of Trustee. 

Title of Trust Agreement. 

Address of Trustee. 
[Note: In using a separate Trust Agreement, the Trustee may adopt such Trust Agreement by either completing the 
Trustee Signature section under Section (b) below or may execute the separate Trust Agreement. In either case, the 
information above – Name of Trustee, Title of Trust Agreement and Address of Trustee – must be completed.]

 (3) Plan is funded with custodial accounts, annuity contracts and/or insurance contracts. There is no Trust associated 
with the Plan because the Plan is funded exclusively with custodial accounts, annuity contracts and/or insurance 
contracts. 
[Note: No signature is required under this Trust Declaration if the Plan is funded exclusively with custodial accounts, 
annuity contracts and/or insurance contracts. The Employer or Plan Administrator may enter into a separate 
agreement with the custodian or insurance company. Such separate agreement must be consistent with the terms of the 
Plan.]    

(b) Trustee/Employer Signatures.

(1) Trustee Signature. By signing below, the designated Trustee(s) accept the responsibilities and obligations set forth 
under the Trust Agreement specified in this Trust Declaration. By signing this Trust Declaration Page, the individual(s) 
below represent that they have the authority to sign on behalf of the Trustee.  

Pelion Benefits, Inc. Samuel C. Thomas III 888.532.7526 www.pelionbenefitsinc.com
(Print name of Trustee)

(Signature of Trustee or authorized representative) (Date)
 

(2) Employer Signature. By signing below, the Employer accepts the terms of the Trust Agreement, as specified in this 
Trust Declaration.  By signing this Trust Declaration, the individual below represents that he/she has the authority to 
adopt the Trust Agreement and sign on behalf of the Employer as sponsor of the Plan.  
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(Signature of Employer’s authorized representative) (Date)

Steven Steinhoff
(Print name of Employer’s authorized representative)

Agency Director
(Title of Employer’s authorized representative)        
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INTERIM AMENDMENT - HARDSHIP DISTRIBUTIONS
ELECTIVE PROVISIONS

These Elective Provisions provide for elections as allowed by the Final Regulations and the Hardship Distribution Interim Amendment, 
attached  to the Basic Plan Document. In some cases, the Pre-Approved Plan Provider has Defaults as indicated by the items marked as 
Default under these Elective Provisions.  If the adopting Employer approves of the Defaults of the Pre-Approved Plan Provider, the 
adopting Employer does not need to execute this Hardship Distribution Interim Amendment. If the adopting Employer wishes to override 
any of the Defaults of the Pre-Approved Plan Provider, the adopting Employer should make the appropriate election(s) in the Elective 
Provisions below and sign this Hardship Distribution Interim Amendment. If the Plan does not permit Hardship distributions, no 
elections should be made below.

HD-1 SOURCES FOR HARDSHIP DISTRIBUTIONS 

(a) Source accounts (not including earnings). For Plan Years beginning after December 31, 2018 (or such later date specified 
under HD-1(a)(8) or HD-1(a)(9) below or the effective date of a new Plan), a Participant may take an in-service distribution 
upon the occurrence of a Hardship that satisfies the Hardship distribution rules under Section 8.10(e) of the Plan, as amended 
by this interim amendment, with respect to the following sources: 

 (1) No change to current Plan sources available for Hardship distributions under AA §§10-1 and 10-2.
 (2) Qualified Nonelective Contribution (QNEC) Account (Not applicable to 401(a) Governmental Plans)
 (3) Qualified Matching Contribution (QMAC) Account (Not applicable to 401(a) Governmental Plans)
 (4) Safe Harbor Employer Contribution Account (Not applicable to 401(a) Governmental Plans)
 (5) Safe Harbor Matching Contribution Account (Not applicable to 401(a) Governmental Plans)
 (6) QACA Safe Harbor Employer Contribution Account (Not applicable to 401(a) Governmental Plans)
 (7) QACA Safe Harbor Matching Contribution Account (Not applicable to 401(a) Governmental Plans)
 (8) Effective date is January 1, 2020, whether Plan has a calendar or fiscal Plan Year.
 (9) Describe effective date (if later than the beginning of the Plan Year beginning after December 31, 2018) for 

which the election(s) above apply: 

(b) Earnings on source accounts. For Plan Years beginning after December 31, 2018 (or such later date specified under HD-
1(b)(11) or HD-1(b)(12) below or the effective date of a new Plan), amounts available for Hardship distributions include 
earnings on the following available sources:  

 (1) Amounts available for Hardship include earnings on all available sources.
 (2) No change to current Plan rule (i.e., earnings are not available on Salary Deferrals, except for those on 

grandfathered (pre-1989) earnings, if applicable).   
 (3) Pre-Tax Salary Deferral Account
 (4) Roth Deferral Account
 (5) Qualified Nonelective Contribution (QNEC) Account (Not applicable to 401(a) Governmental Plans)
 (6) Qualified Matching Contribution (QMAC) Account (Not applicable to 401(a) Governmental Plans)
 (7) Safe Harbor Employer Contribution Account (Not applicable to 401(a) Governmental Plans)
 (8) Safe Harbor Matching Contribution Account (Not applicable to 401(a) Governmental Plans)
 (9) QACA Safe Harbor Employer Contribution Account (Not applicable to 401(a) Governmental Plans)
 (10) QACA Safe Harbor Matching Contribution Account (Not applicable to 401(a) Governmental Plans)
 (11) Effective date is January 1, 2020, whether Plan has a calendar or fiscal Plan Year.
 (12) Describe effective date (if later than the beginning of the Plan Year beginning after December 31, 2018) for 

which the election(s) above apply:   

HD-2 NEED TO OBTAIN ALL AVAILABLE LOANS (Complete only if Employer maintains any qualified plan(s) that permits 
Participant loans.)

 (a) For Plan Years beginning after December 31, 2018 (or such later date specified in HD-2(d) or HD-2(e) below or 
the effective date of a new Plan), if a Participant requests a Hardship distribution from any of the Accounts 
specified in HD-1 above and AA §§10-1 and 10-2, the Participant is NO LONGER required to obtain all 
nontaxable loans available under the Plan and all other plans maintained by the Employer.

 (b) No change to current Plan provisions. Participants are required to obtain all nontaxable loans available under the 
Plan and all plans maintained by the Employer.

 (c) Describe any special requirements with respect to the need to first obtain all available loans: 
 (d) Effective date is January 1, 2020, whether Plan has a calendar or fiscal Plan Year.
 (e) Describe other effective date (if later than the beginning of the Plan Year beginning after December 31, 2018) for 

which the election(s) above apply. 
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HD-3 SUSPENSION OF ABILITY TO MAKE SALARY DEFERRALS AND AFTER-TAX EMPLOYEE CONTRIBUTIONS 
DURING 2019. (Applicable only to Plans that were using the safe harbor Hardship distribution suspension rule.)  

[Note: Under the Final Regulations, adopting Employers may continue to apply the suspension of Salary Deferrals and After-Tax 
Employee Contributions rules for the 2019 Plan Year. However, in no event, may the Plan provide for a suspension of an 
Employee’s Salary Deferrals or After-Tax Employee Contributions as a condition of obtaining a Hardship distribution for 
Hardship distributions made on or after January 1, 2020.]

 (a) For Plan Years beginning after December 31, 2018 (or such later date specified in HD-3(d) below) and 
applicable to Hardship distributions made before January 1, 2020, if a Participant takes a Hardship distribution as 
permitted under the Plan, the Participant was NOT suspended from making Salary Deferrals (and After-Tax 
Employee Contributions, if applicable) for any period of time after the receipt of the Hardship distribution.

 (b) No change to current Plan provisions. For Hardship distributions made before January 1, 2020, the Participant 
continued to be suspended from making Salary Deferrals (and After-Tax Employee Contributions, if applicable) 
for a period of 6 months after the receipt of the Hardship distribution.
 Suspensions on Hardship distributions made after July 1, 2019 will cease effective January 1, 2020.

 (c) Describe any special requirements with respect to the suspension from making Salary Deferrals (and After-Tax 
Employee Contributions, if applicable): 

 (d) Describe the effective date (if later than the beginning of the Plan Year beginning after December 31, 2018) for 
which the election(s) above apply: 

HD-4 APPLICATION OF SUSPENSION REQUIREMENT FOR PRE-2019 PLAN YEAR HARDSHIP DISTRIBUTIONS. 
(Applicable only to Plans that were using the Hardship distribution suspension rule as of the last day of the 2018 Plan Year.)

 (a) No change to current Plan provisions. A Participant who received a Hardship distribution prior to the beginning 
of the 2019 Plan Year continued to be suspended from making Salary Deferrals (and After-Tax Employee 
Contributions, if applicable) for a period of 6 months after the receipt of the Hardship distribution.

 (b) Effective on the first day of the Plan Year beginning after December 31, 2018 (or such later date specified in 
HD-4(d) below), a Participant who received a Hardship distribution prior to the beginning of the 2019 Plan Year 
was no longer suspended from making Salary Deferrals (and After-Tax Employee Contributions, if applicable).

 (c) Describe any special rules with respect to the suspension from making Salary Deferrals (and After-Tax 
Employee Contributions, if applicable) for Participants who have received pre-2019 Hardship distributions: 

 (d) Describe the effective date (if later than the beginning of the Plan Year beginning after December 31, 2018) for 
which the election(s) above apply: 

HD-5 OTHER APPLICABLE RULES. Describe any other rules, such as conditions for receiving a Hardship distribution, not 
otherwise reflected in the Plan or Hardship Distribution Interim Amendment: 

HD-6 MEMORIALIZATION OF PRIOR OPERATION. The elections in this Hardship Distribution Interim Amendment should 
reflect current Plan operations. The Employer may memorialize prior plan operations relevant to the implementation of the Final 
Regulations by describing such operations below:  

APPLICATION OF AMENDMENT

Pursuant to Revenue Procedure 2015-36 and Revenue Procedure 2017-41 (as applicable), these Hardship Distribution Interim 
Amendment Elective Provisions have been adopted by the Pre-Approved Plan Provider on behalf of all adopting Employers. This 
amendment supersedes any contrary provisions under the Plan. If the Employer wishes to override the Default elections of the Pre-
Approved Plan Provider, the Employer (or the authorized representative of the Employer) must execute this Hardship Distribution 
Interim Amendment by signing below. This amendment applies to the signatory Employer and all Participating Employers under the 
Plan.  

Capital Area Regional Planning Commission
(Name of Employer) 

(Name of Authorized Representative, if applicable) (Title) 

(Signature) (Date)     
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ACTION BY THE GOVERNING BOARD 
RESTATEMENT OF QUALIFIED RETIREMENT PLAN 

The undersigned, being all of the members of the Governing Board of Capital Area Regional Planning Commission 
(“Employer”), hereby consent to the following resolutions: 

WHEREAS, the Employer has maintained the Capital Area Regional Planning Commission 401(a) Benefit Plan 
(“Plan”) since 9-1-2020 for the benefit of eligible employees;

WHEREAS, the Employer is restating the above-referenced Plan to comply with the requirements of the 2017 IRS 
Cumulative List (IRS Notice 2017-37), the American Taxpayer Relief Act of 2012, the Tax Cuts and Jobs Act of 
2017 and other applicable guidance (collectively referred to herein as the Cycle 3 restatement); and 

WHEREAS, the Employer wishes to affirm the appointment of Pelion Benefits, Inc. Samuel C. Thomas III 
888.532.7526 www.pelionbenefitsinc.com as Trustee(s) of the Plan. 

NOW, THEREFORE, BE IT RESOLVED that the Employer hereby adopts the Capital Area Regional Planning 
Commission 401(a) Benefit Plan as the complete Cycle 3 restatement of the prior Plan, to be effective on 1-1-2022;

RESOLVED FURTHER that the undersigned members of the Governing Board authorize the execution of the 
restated Plan document and authorize the performance of any other actions necessary to implement the adoption of 
the Cycle 3 Plan restatement. The members of the Governing Board may designate any members of the Governing 
Board (or other authorized person) to execute the restated Plan document and perform the necessary actions to adopt 
the restated Plan. The Employer will maintain a copy of the restated Plan, as approved by the members of the 
Governing Board, along with a copy of the prior Plan, in its files;

RESOLVED FURTHER that the Employer will act as administrator of the Plan and will be responsible for 
performing all actions necessary to carry out the administration of the Plan. The Employer may designate any other 
person or persons to perform the actions necessary to administer the Plan; and 

RESOLVED FURTHER that Plan participants shall be provided with a summary of the Plan provisions within a 
reasonable period of time following the adoption of the restated Plan.

Members of the Governing Board:

[Name] [Signature] [Date] 

[Name] [Signature] [Date] 

[Name] [Signature] [Date] 

[Name] [Signature] [Date] 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET            July 11, 2022 
                       Item 7 
 
Re: Monthly Financial Reports (actionable item) 
 

Requested Action: 

Approval of the May 2022 Financial Statements and June 2022 Operating Account Reconciliation 
 

Background: 

The financial systems, policies and procedures of the Agency continue to evolve as new technologies and 
standard practices are implemented in this area. 2021 saw major changes in the reports that were 
presented for review to the Agency Director and Commission Treasurer each month and in those made 
available to the Executive Committee, the full Commission, and members of the public. The monthly 
financial review by the Agency Director and Commission Treasurer is confirmed by their signatures on the 
financial review cover sheet, or by the Chair in the absence of a Treasurer, per the terms of the CARPC 
bylaws. 
 
CARPC internal controls also require that disbursements be reviewed and approved monthly. In 2021 a 
new disbursements report format was established, and a quarterly version of this report was added per 
commissioner request. In 2022, the name of this report is changing as we move towards standardizing the 
month-end closing process. Going forward, this report will simply be known as the Operating Account 
Reconciliation. 
 

Staff Comments: 

The Administrative Services Coordinator reviews the financials produced by the third-party accountants, 
creates the Operating Account Reconciliation, and prepares the monthly financial packet and summary 
narrative for the Agency Director and the Commission Treasurer. Requests for additional financial 
information or reports may be directed to the ASC. 
 

Attachments: 

1. May 2022 Agency Balance Sheet 
2. May 2022 Agency Category Summary Statement of Operations 
3. June 2022 Operating Account Reconciliation 
4. Q2 2022 Operating Account Reconciliation (per request) 

 

Staff Contact: 

Haley Smith, Administrative Services Coordinator 
haleys@capitalarearpc.org  
608 474 6017 
 

Next Steps: 

Ongoing discussions about improvements to the CARPC financial systems, policies, and procedures. 
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Capital Area Regional Planning

Account Description

Page: Page 1 of  2
Date: 6/24/2022
Time: 9:48:58 AMAgency Balance Sheet

General Ledger System

For User: d.hentrich

Balance Amount Totals

May 2022

Assets:

$61,317.861000 OPERATING ACCOUNT

$190,005.901001 MONEY MARKET ACCOUNT

$731,423.141002 INVESTMENT ACCOUNT

$38,616.741105 PROJECT AND GRANTS REC

$36,934.171110 UNBILLED ACCOUNTS REC

$3,794.691151 PREPAID INSURANCE

($199.04)1152 PREPAID DENTAL INS

$11,278.991153 PREPAID HEALTH INS

$218.321154 PREPAID DISABILITY INS

$104.041156 PREPAID LIFE INS

$99.541157 PREPAID PARKING

$5,718.051165 PREPAID LICENSES

$7,171.661200 FURNITURE AND EQUIPMENT

($4,900.73)1201 ACCUM DEP-FURNITURE/EQUIP

$6,076.501210 RIGHT OF USE ASSET

($1,519.20)1211 ACCUMULATED AMORTIZATION

Total assets $1,086,140.63

Liabilities:

$4,291.783000 ACCOUNTS PAYABLE

$34,375.053005 ACCRUED PAYROLL

$6,784.443202 WRS PENSION PLAN

$46,244.643300 UNUSED VACATION, WELLNESS

$134,541.273500 SICK LEAVE ACCRUAL PAY

$152,730.803600 DEFERRED/UNEARNED REVENUE

$2,270.933650 INVEST IN CAPITAL ASSETS

$4,557.303655 INVEST IN RIGHT OF USE

$46,724.773700 PRIOR YEAR BALANCE

Total liabilities $432,520.98
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Capital Area Regional Planning

Account Description

Page: Page 2 of  2
Date: 6/24/2022
Time: 9:48:59 AMAgency Balance Sheet

General Ledger System

For User: d.hentrich

Balance Amount Totals

May 2022

Prior year fund balance $594,635.68

Current fund balance $58,983.97

Total liabilities and fund balance: $1,086,140.63

(Funds included: ALL)
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Capital Area Regional Planning Page: Page 1 of  2
Date: 6/24/2022
TIme: 9:51:35 AMAgency Category Summary Statement of Operations

General Ledger System

For User: d.hentrich
May 2022

Estimated Actual Pct Estimated Actual Pct Annual estimated Unrealized
---------------Monthly-------------- -----------------YTD---------------

Account
Revenues

$0.00 $0.00 0.00% $0.00 $0.00 0.00% $0.00 $0.00Objects without category

$81,928.00 $81,928.08 100.00% $409,640.00 $409,640.40 100.00% $983,137.00 $573,496.60PROPERTY TAX REVENUE

$7,954.00 $0.00 0.00% $39,770.00 $26,562.94 66.79% $95,457.00 $68,894.06STATE/FEDERAL GRANTS REV.

$8,583.00 $17,316.74 201.76% $42,915.00 $64,110.20 149.39% $103,000.00 $38,889.80FEES REVENUE

$1,312.00 $0.00 0.00% $6,560.00 $1,089.41 16.61% $15,750.00 $14,660.59SERVICES REVENUE

$10,568.00 $10,114.66 95.71% $52,840.00 $52,128.75 98.65% $126,833.00 $74,704.25PASS THROUGH REVENUE

$6,023.00 $444.85 7.39% $30,115.00 $29,947.91 99.45% $72,286.00 $42,338.09OTHER REVENUE

$116,368.00 $109,804.33 94.36% $581,840.00 $583,479.61 100.28% $1,396,463.00 $812,983.39Total Revenues

Budget Expenditures Pct Budget Expenditures Pct Annual budget Unexpended
---------------Monthly-------------- -----------------YTD---------------

Account
Expenditures

$0.00 $0.00 0.00% $0.00 $0.00 0.00% $0.00 $0.00Objects without category

$60,439.00 $59,220.41 97.98% $302,195.00 $306,806.98 101.53% $725,274.00 $418,467.02SALARIES AND LEAVE TIME

$27,457.00 $20,443.97 74.46% $137,285.00 $101,177.43 73.70% $329,526.00 $228,348.57FRINGE BENEFITS

$4,003.00 $3,990.50 99.69% $20,015.00 $19,952.50 99.69% $48,046.00 $28,093.50OCCUPANCY

$1,223.00 $150.00 12.26% $6,115.00 $513.64 8.40% $14,690.00 $14,176.36CONTRACTED SERVICES

$4,166.00 $0.00 0.00% $20,830.00 $20,981.75 100.73% $50,000.00 $29,018.25PASS THROUGH REVENUE

$847.00 $224.63 26.52% $4,235.00 $1,955.49 46.17% $10,200.00 $8,244.51TRAVEL AND TRAINING

$1,571.00 $231.24 14.72% $7,855.00 $1,909.91 24.31% $18,870.00 $16,960.09OFFICE EXPENSES

$3,188.00 $2,164.67 67.90% $15,940.00 $10,886.51 68.30% $38,270.00 $27,383.49INFORMATION TECHNOLOGY

$935.00 $744.01 79.57% $4,675.00 $3,591.54 76.82% $11,220.00 $7,628.46COMMISSION

$3,730.00 $2,895.82 77.64% $18,650.00 $19,607.43 105.13% $44,765.00 $25,157.57FINANCIAL SERVICES

$10,568.00 $0.00 0.00% $52,840.00 $31,899.45 60.37% $126,833.00 $94,933.55PASS THROUGH EXPENSES
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Capital Area Regional Planning Page: Page 2 of  2
Date: 6/24/2022
TIme: 9:51:36 AMAgency Category Summary Statement of Operations

General Ledger System

For User: d.hentrich
May 2022

Budget Expenditures Pct Budget Expenditures Pct Annual budget Unexpended
---------------Monthly-------------- -----------------YTD---------------

Account
Expenditures

$1,849.00 $1,034.79 55.96% $9,245.00 $5,213.01 56.39% $22,220.00 $17,006.99OTHER

$119,976.00 $91,100.04 75.93% $599,880.00 $524,495.64 87.43% $1,439,914.00 $915,418.36Total Expenditures

($3,608.00) $18,704.29 ($18,040.00) $58,983.97 ($43,451.00) ($102,434.97)Excess (Deficit)
(Funds included: ALL)
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Date Check # Description X Withdrawals Deposits Balance
05/31/22 Beginning Balance (Reconciled)  $        61,317.86 
06/01/22 ACH Payroll B/Direct deposit x         (17,091.21)  $        44,226.65 
06/02/22 ACH Payroll B/Paychex EIB invoice x                 (93.24)  $        44,133.41 
06/02/22 ACH Payroll B/Deferred compensation contributions x            (1,155.00)  $        42,978.41 
06/02/22 ACH Payroll B/Paychex TPS taxes x            (7,824.65)  $        35,153.76 
06/03/22 10141 Commissioner per diem x                 (40.00)  $        35,113.76 
06/03/22 10142 Commissioner mileage x               (101.79)  $        35,011.97 
06/03/22 10143 Emmons & Olivier Resources Inc/WEM-FEMA-HPMG Consultant x               (567.00)  $        34,444.97 
06/03/22 10144 Staff mileage & reimbursements x                 (46.13)  $        34,398.84 
06/03/22 10145 Commissioner per diems x               (120.00)  $        34,278.84 
06/03/22 10146 Metro Transit/April Commute Card usage x                 (15.40)  $        34,263.44 
06/03/22 10147 Staff mileage x                 (52.65)  $        34,210.79 
06/03/22 10148 Commissioner per diem                 (40.00)  $        34,170.79 
06/03/22 10149 VISA/May credit card charges x               (298.92)  $        33,871.87 
06/03/22 10150 Ricoh USA Inc/May page counts x                 (35.08)  $        33,836.79 
06/03/22 10151 Securian/July insurance premiums and adjustments x               (106.53)  $        33,730.26 
06/03/22 10152 Staff mileage x               (127.76)  $        33,602.50 
06/03/22 10153 SupraNet/June wireless internet service x               (895.00)  $        32,707.50 
06/03/22 10154 SWWDB/May accounting & payroll services x            (2,614.83)  $        30,092.67 
06/03/22 10155 Dempsey Law Firm/May legal services x               (150.00)  $        29,942.67 
06/03/22 10156 WI SCTF/Withholding remittance x               (115.38)  $        29,827.29 
06/06/22 XFR Scheduled online transfer from Money Market account x          30,000.00  $        59,827.29 
06/07/22 DP From Roussev Engineering Solutions for inv 831 x               800.00  $        60,627.29 
06/07/22 DP From Snyder & Associates Inc for inv 835 x               400.00  $        61,027.29 
06/13/22 ACH From the City of Madison for inv 836 x               400.00  $        61,427.29 
06/14/22 DP From the City of Middleton for inv 842 x            7,447.47  $        68,874.76 
06/14/22 DP From D'Onofrio Kottke and Associates for inv 837 x               400.00  $        69,274.76 
06/15/22 ACH Payroll B/Direct deposit x         (18,518.36)  $        50,756.40 
06/16/22 ACH Payroll B/Paychex EIB invoice x                 (96.64)  $        50,659.76 
06/16/22 ACH Payroll B/Deferred compensation contributions x            (1,155.00)  $        49,504.76 
06/16/22 ACH Payroll B/Paychex TPS taxes x            (8,284.48)  $        41,220.28 
06/17/22 10157 City of Madison Treasurer/June sublease payment x            (3,990.50)  $        37,229.78 
06/17/22 10158 Dane County Treasurer/July parking permits x                 (99.54)  $        37,130.24 
06/17/22 10159 Commissioner reimbursement x                 (82.22)  $        37,048.02 
06/17/22 10160 Commissioner per diems x                 (80.00)  $        36,968.02 
06/17/22 10161 Dean Health Plan/July insurance premiums x         (11,278.99)  $        25,689.03 
06/17/22 10162 Delta Dental/July insurance premiums x            (1,128.65)  $        24,560.38 
06/17/22 10163 Commissioner per diems x                 (80.00)  $        24,480.38 
06/17/22 10164 Commissioner per diems x                 (80.00)  $        24,400.38 
06/17/22 10165 WI SCTF/Withholding remittance x               (115.38)  $        24,285.00 
06/21/22 ACH Payroll B/Paychex OAB invoice x                 (99.00)  $        24,186.00 
06/21/22 XFR Scheduled online transfer from Money Market account x          30,000.00  $        54,186.00 
06/21/22 ACH From the City of Madison for inv 840 x            3,463.68  $        57,649.68 
06/21/22 ACH From the City of Madison for inv 841 x            2,805.59  $        60,455.27 
06/27/22 ACH From the City of Madison for inv 843 x               400.00  $        60,855.27 
06/27/22 ACH Payroll B/ETF-WRS remittance x            (6,784.46)  $        54,070.81 
06/29/22 ACH Payroll B/Direct deposit x         (18,430.13)  $        35,640.68 
06/30/22 ACH Payroll B/Paychex EIB invoice x                 (94.95)  $        35,545.73 
06/30/22 ACH Payroll B/Paychex TPS taxes x            (8,384.31)  $        27,161.42 

 $   27,201.42 Bank
Total (Debits) and Credits (110,273.18)$    76,116.74$                   (40.00) 10148

Difference (34,156.44)$       $   27,161.42 Adjusted

Accounts Payable Expenditures  $     (22,261.75)
Accounts Receivable Deposits 16,116.74$      

Non-AR Deposits / Refunds -$                  
Payroll-related Expenses  $     (88,011.43)

Transfers between Accounts  $                     -   60,000.00$      

Capital Area Regional Planning Commission
Account Reconciliation for GL Account #1000 - Operating Account

For the Period Ending June 30, 2022

Operating Account
Comments

 Outstanding Checks 
 $                                    40.00 

Reconciliation
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Date Check # Description X Withdrawals Deposits Balance
03/31/22 Beginning Balance (Reconciled)  $        71,717.79 
04/05/22 DP From JSD Professional Services Inc for inv 812 x              400.00  $        72,117.79 
04/05/22 DP From Quam Engineering LLC for inv 814 x              400.00  $        72,517.79 
04/05/22 DP From D'Onofrio Kottke and Associates Inc for inv 803 x              400.00  $        72,917.79 
04/06/22 ACH Payroll A/Direct deposit x          (17,531.36)  $        55,386.43 
04/07/22 ACH Payroll A/Deferred compensation contributions x            (1,155.00)  $        54,231.43 
04/07/22 ACH Payroll A/Paychex TPS taxes x            (7,647.84)  $        46,583.59 
04/07/22 ACH Payroll A/Paychex EIB invoice x                 (90.18)  $        46,493.41 
04/08/22 PAYPAL National Association of Wetland Managers/Rupiper membership x                 (65.00)  $        46,428.41 
04/08/22 10086 Commissioner per diem x                 (40.00)  $        46,388.41 
04/08/22 10087 Commissioner per diems and mileage x               (445.41)  $        45,943.00 
04/08/22 10088 Commissioner per diem x                 (40.00)  $        45,903.00 
04/08/22 10089 Staff mileage x                    (7.02)  $        45,895.98 
04/08/22 10090 Staff mileage x                    (7.02)  $        45,888.96 
04/08/22 10091 VISA/March credit card charges x            (1,079.74)  $        44,809.22 
04/08/22 10092 Ricoh USA Inc/March page counts x                 (49.47)  $        44,759.75 
04/08/22 10093 Securian Financial Group/May insurance premiums x               (104.04)  $        44,655.71 
04/08/22 10094 Supranet Communications Inc/April wireless internet service x               (895.00)  $        43,760.71 
04/08/22 10095 SWWDB/March accounting and payroll services x            (2,614.83)  $        41,145.88 
04/08/22 10096 WI SCTF/Withholding remittance x               (115.38)  $        41,030.50 
04/11/22 XFR Scheduled online transfer from Money Market account x         30,000.00  $        71,030.50 
04/11/22 DP From Emmons & Oliver Resources for inv 806 x              800.00  $        71,830.50 
04/19/22 DP From the Town of Blue Mounds for inv 801 x                39.35  $        71,869.85 
04/19/22 DP From the Village of Waunakee for inv 817 x           6,100.56  $        77,970.41 
04/19/22 DP From D'Onofrio Kottke and Associates Inc for inv 805 x              400.00  $        78,370.41 
04/19/22 DP From Vierbicher for inv 809 x              400.00  $        78,770.41 
04/20/22 ACH Payroll B/Paychex OAB invoice x                 (99.00)  $        78,671.41 
04/20/22 ACH Payroll B/Direct deposit x          (18,243.62)  $        60,427.79 
04/21/22 ACH Payroll B/Paychex EIB invoice x                 (90.18)  $        60,337.61 
04/21/22 ACH Payroll B/Deferred compensation contributions x            (1,155.00)  $        59,182.61 
04/21/22 ACH Payroll B/Paychex TPS taxes x            (7,967.65)  $        51,214.96 
04/22/22 10097 Commissioner per diem x (40.00)                 $        51,174.96 
04/22/22 10098 City of Madison Treasurer/March and April sublease payments x            (7,981.00)  $        43,193.96 
04/23/22 10099 Dane County Treasurer/May parking permits x                 (99.54)  $        43,094.42 
04/22/22 10100 Commissioner per diem x                 (40.00)  $        43,054.42 
04/22/22 10101 Dean Health Plan/May insurance premiums x          (11,278.99)  $        31,775.43 
04/22/22 10102 Delta Dental/May insurance premiums x            (1,128.65)  $        30,646.78 
04/22/22 10103 Designcraft/Annual web hosting and SSL certificate fee x               (150.00)  $        30,496.78 
04/22/22 10104 Commissioner per diem x                 (40.00)  $        30,456.78 
04/22/22 10105 Commissioner per diems x                 (80.00)  $        30,376.78 
04/22/22 10106 Commissioner per diems x                 (80.00)  $        30,296.78 
04/22/22 10107 Commissioner per diems x                 (80.00)  $        30,216.78 
04/22/22 10108 Metro Transit/March Commute Card charges x                 (15.40)  $        30,201.38 
04/22/22 10109 Commissioner per diems x                 (80.00)  $        30,121.38 
04/22/22 10110 Standard Insurance/May insurance premiums x               (180.68)  $        29,940.70 
04/22/22 10111 WI SCTF/Withholding remittance x               (115.38)  $        29,825.32 
04/25/22 XFR Scheduled online transfer from Money Market account x         30,000.00  $        59,825.32 
04/25/22 ACH From the City of Madison for inv 802 x              400.00  $        60,225.32 
04/25/22 ACH Payroll B/ETF-WRS remittance x            (6,749.52)  $        53,475.80    
04/25/22 DP From WIDMA for WEM/FEMA/HPMG inv #824 x         26,953.11  $        80,428.91 

04/25/22 DP
From Ruedebusch Development & Construction (on behalf of Wyser Engineering) 
for inv #815

x              600.00  $        81,028.91 

04/25/22 DP From the City of Stoughton for inv 820 x           3,500.00  $        84,528.91 
04/25/22 DP From D'Onofrio Kottke & Associates for inv 813 x              400.00  $        84,928.91 
04/25/22 DP From Vierbicher for inv 810 x              400.00  $        85,328.91 
04/27/22 ACH Pay.gov/USGS invoice #90975775/Q1 2022 Water Resource Monitoring x          (30,344.00)  $        54,984.91 
04/29/22 DP From Edgewood College (on behalf of the City of Fitchburg) for inv 811 x           6,492.90  $        61,477.81 
05/02/22 ACH From the City of Madison for inv 818 x              400.00  $        61,877.81 
05/02/22 ACH From MadREP for inv 830 x           2,063.12  $        63,940.93 
05/02/22 10112 American Planning Association/Staff membership renewal x               (558.00)  $        63,382.93 
05/02/22 10113 Emmons & Olivier Resources Inc/WEM-FEMA-HPMG Consultant x            (3,733.25)  $        59,649.68 
05/02/22 10114 Johnson Block & Co/2021 audit progress billing (invoice 1 of 2) x            (4,975.00)  $        54,674.68 
05/02/22 10115 Securian Financial Group/June insurance premiums x               (104.04)  $        54,570.64 

Capital Area Regional Planning Commission
Account Reconciliation for GL Account #1000 - Operating Account

For the Quarter Ending June 30, 2022

Comments
Operating Account
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Date Check # Description X Withdrawals Deposits Balance

Capital Area Regional Planning Commission
Account Reconciliation for GL Account #1000 - Operating Account

For the Quarter Ending June 30, 2022

Comments
Operating Account

05/02/22 10116 SWWDB/April accounting and payroll services x            (2,614.83)  $        51,955.81 
05/02/22 10117 WI SCTF/Withholding remittance x               (115.38)  $        51,840.43 
05/04/22 ACH Payroll A/Direct deposit x          (17,496.47)  $        34,343.96 
05/05/22 ACH Payroll A/Paychex EIB invoice x                 (90.18)  $        34,253.78 
05/05/22 ACH Payroll A/Deferred compensation contributions x            (1,155.00)  $        33,098.78 
05/05/22 ACH Payroll A/Paychex TPS taxes x            (7,895.59)  $        25,203.19 
05/06/22 DP From Vierbicher for inv 816 x              400.00  $        25,603.19 
05/06/22 10118 Staff mileage reimbursement x                 (51.13)  $        25,552.06 

05/06/22 10119
City of Madison Treasurer/May sublease ($3,990.50) and 
Q1 2022 MPO billing ($1,555.45)

x            (5,545.95)  $        20,006.11 

05/06/22 10120 Commissioner per diems and mileage x               (102.23)  $        19,903.88 
05/06/22 10121 Staff mileage reimbursement x                    (7.02)  $        19,896.86 
05/06/22 10122 Staff mileage reimbursement x                 (32.76)  $        19,864.10 
05/06/22 10123 VISA/April credit card charges x               (212.90)  $        19,651.20 
05/06/22 10124 Ricoh USA Inc/April page counts x                 (31.83)  $        19,619.37 
05/06/22 10125 Staff mileage reimbursement x                 (28.08)  $        19,591.29 
05/06/22 10126 Supranet Communications Inc/May wireless internet service x               (895.00)  $        18,696.29 
05/06/22 10127 Dempsey Law Firm/April legal services x                 (60.00)  $        18,636.29 
05/06/22 10128 Uline Inc (new vendor)/Office supplies x                 (53.28)  $        18,583.01 
05/09/22 XFR Scheduled online transfer from Money Market account x         30,000.00  $        48,583.01 
05/11/22 DP From the City of Fitchburg on behalf of Vierbicher for inv 828 x              400.00  $        48,983.01 
05/11/22 DP From D'Onofrio Kottke and Associates for inv 821 x              800.00  $        49,783.01 
05/16/22 ACH From the City of Madison for inv 829 x              400.00  $        50,183.01 
05/17/22 DP From Town of Sun Prairie for invs 825 and 826 x                83.62  $        50,266.63 
05/17/22 DP From Town of Blue Mounds for inv 819 x                41.81  $        50,308.44 
05/17/22 DP From Excel Engineering for inv 834 x              800.00  $        51,108.44 
05/18/22 ACH Payroll B/Direct deposit x          (18,377.06)  $        32,731.38 
05/19/22 ACH Payroll B/Paychex EIB invoice x                 (91.81)  $        32,639.57 
05/19/22 ACH Payroll B/Deferred compensation contributions x            (1,155.00)  $        31,484.57 
05/19/22 ACH Payroll B/Paychex TPS taxes x            (8,257.49)  $        23,227.08 
05/19/22 XFR Manual transfer from Money Market account x         20,289.93  $        43,517.01 
05/20/22 ACH Payroll B/Paychex OAB invoice x                 (99.00)  $        43,418.01 
05/20/22 10129 Dane County Treasurer/June parking permits x (99.54)                 $        43,318.47 
05/20/22 10130 Commissioner per diem x                 (40.00)  $        43,278.47 
05/20/22 10131 Dean Health Plan/June insurance premiums x          (11,278.99)  $        31,999.48 
05/20/22 10132 Delta Dental/June insurance premiums x            (1,128.65)  $        30,870.83 
05/20/22 10133 Econoprint/Executive Chairperson business cards x                 (46.00)  $        30,824.83 
05/20/22 10134 Commissioner per diems x                 (80.00)  $        30,744.83 
05/20/22 10135 Commissioner per diems x                 (80.00)  $        30,664.83 
05/20/22 10136 Commissioner per diems x                 (80.00)  $        30,584.83 
05/20/22 10137 Commissioner per diems x                 (80.00)  $        30,504.83 
05/20/22 10138 Standard Insurance/June insurance premiums x               (218.32)  $        30,286.51 
05/20/22 10139 Washington University-Midwest Climate Collaborative/Membership x               (500.00)  $        29,786.51 
05/20/22 10140 WI SCTF/Withholding remittance x               (115.38)  $        29,671.13 
05/23/22 ACH From the State of Wisconsin/WisDOT for inv 832 x           5,618.39  $        35,289.52 
05/23/22 XFR Scheduled online transfer from Money Market account x         30,000.00  $        65,289.52 

05/24/22 DP
From R.O.B. Real Estate Brokerage and Builders LLC (on behalf of Nahn and 
Associates) for inv 833

x              400.00  $        65,689.52 

05/24/22 DP From D'Onofrio Kottke and Associates for inv 827 x              800.00  $        66,489.52 
05/25/22 ACH Payroll B/ETF-WRS remittance x            (6,771.66)  $        59,717.86 
05/31/22 ACH From the City of Madison for inv 838 x              400.00  $        60,117.86 
05/31/22 ACH From the City of Madison for inv 839 x              400.00  $        60,517.86 
05/31/22 DP From JSD Professional Services for invoices 792 and 823 x              800.00  $        61,317.86 
06/01/22 ACH Payroll B/Direct deposit x          (17,091.21)  $        44,226.65 
06/02/22 ACH Payroll B/Paychex EIB invoice x                 (93.24)  $        44,133.41 
06/02/22 ACH Payroll B/Deferred compensation contributions x            (1,155.00)  $        42,978.41 
06/02/22 ACH Payroll B/Paychex TPS taxes x            (7,824.65)  $        35,153.76 
06/03/22 10141 Commissioner per diem x                 (40.00)  $        35,113.76 
06/03/22 10142 Commissioner mileage x               (101.79)  $        35,011.97 
06/03/22 10143 Emmons & Olivier Resources Inc/WEM-FEMA-HPMG Consultant x               (567.00)  $        34,444.97 
06/03/22 10144 Staff mileage & reimbursements x                 (46.13)  $        34,398.84 
06/03/22 10145 Commissioner per diems x               (120.00)  $        34,278.84 
06/03/22 10146 Metro Transit/April Commute Card usage x                 (15.40)  $        34,263.44 
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Date Check # Description X Withdrawals Deposits Balance

Capital Area Regional Planning Commission
Account Reconciliation for GL Account #1000 - Operating Account

For the Quarter Ending June 30, 2022

Comments
Operating Account

06/03/22 10147 Staff mileage x                 (52.65)  $        34,210.79 
06/03/22 10148 Commissioner per diem                 (40.00)  $        34,170.79 
06/03/22 10149 VISA/May credit card charges x               (298.92)  $        33,871.87 
06/03/22 10150 Ricoh USA Inc/May page counts x                 (35.08)  $        33,836.79 
06/03/22 10151 Securian/July insurance premiums and adjustments x               (106.53)  $        33,730.26 
06/03/22 10152 Staff mileage x               (127.76)  $        33,602.50 
06/03/22 10153 SupraNet/June wireless internet service x               (895.00)  $        32,707.50 
06/03/22 10154 SWWDB/May accounting & payroll services x            (2,614.83)  $        30,092.67 
06/03/22 10155 Dempsey Law Firm/May legal services x               (150.00)  $        29,942.67 
06/03/22 10156 WI SCTF/Withholding remittance x               (115.38)  $        29,827.29 
06/06/22 XFR Scheduled online transfer from Money Market account x         30,000.00  $        59,827.29 
06/07/22 DP From Roussev Engineering Solutions for inv 831 x              800.00  $        60,627.29 
06/07/22 DP From Snyder & Associates Inc for inv 835 x              400.00  $        61,027.29 
06/13/22 ACH From the City of Madison for inv 836 x              400.00  $        61,427.29 
06/14/22 DP From the City of Middleton for inv 842 x           7,447.47  $        68,874.76 
06/14/22 DP From D'Onofrio Kottke and Associates for inv 837 x              400.00  $        69,274.76 
06/15/22 ACH Payroll B/Direct deposit x          (18,518.36)  $        50,756.40 
06/16/22 ACH Payroll B/Paychex EIB invoice x                 (96.64)  $        50,659.76 
06/16/22 ACH Payroll B/Deferred compensation contributions x            (1,155.00)  $        49,504.76 
06/16/22 ACH Payroll B/Paychex TPS taxes x            (8,284.48)  $        41,220.28 
06/17/22 10157 City of Madison Treasurer/June sublease payment x            (3,990.50)  $        37,229.78 
06/17/22 10158 Dane County Treasurer/July parking permits x                 (99.54)  $        37,130.24 
06/17/22 10159 Commissioner reimbursement x                 (82.22)  $        37,048.02 
06/17/22 10160 Commissioner per diems x                 (80.00)  $        36,968.02 
06/17/22 10161 Dean Health Plan/July insurance premiums x          (11,278.99)  $        25,689.03 
06/17/22 10162 Delta Dental/July insurance premiums x            (1,128.65)  $        24,560.38 
06/17/22 10163 Commissioner per diems x                 (80.00)  $        24,480.38 
06/17/22 10164 Commissioner per diems x                 (80.00)  $        24,400.38 
06/17/22 10165 WI SCTF/Withholding remittance x               (115.38)  $        24,285.00 
06/21/22 ACH Payroll B/Paychex OAB invoice x                 (99.00)  $        24,186.00 
06/21/22 XFR Scheduled online transfer from Money Market account x         30,000.00  $        54,186.00 
06/21/22 ACH From the City of Madison for inv 840 x           3,463.68  $        57,649.68 
06/21/22 ACH From the City of Madison for inv 841 x           2,805.59  $        60,455.27 
06/27/22 ACH From the City of Madison for inv 843 x              400.00  $        60,855.27 
06/27/22 ACH Payroll B/ETF-WRS remittance x            (6,784.46)  $        54,070.81 
06/29/22 ACH Payroll B/Direct deposit x          (18,430.13)  $        35,640.68 
06/30/22 ACH Payroll B/Paychex EIB invoice x                 (94.95)  $        35,545.73 
06/30/22 ACH Payroll B/Paychex TPS taxes x            (8,384.31)  $        27,161.42 

 $    27,201.42 Bank
Total (Debits) and Credits (322,455.90)$    277,899.53$                (40.00) 10148

Difference (44,556.37)$       $    27,161.42 Adjusted

Accounts Payable Expenditures  $   (112,325.86)
Accounts Receivable Deposits 77,609.60$     

Non-AR Deposits / Refunds -$                
Payroll-related Expenses  $   (210,130.04)

Transfers between Accounts  $                     -   200,289.93$   

 Outstanding Checks 
 $                                     40.00 

Reconciliation
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