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000 - RFP CONTENTS

The table below lists all the contents of the RE@with a description and bidder
action for each section:

Section #

Section Name

Description

Bidder Action

001

RESPONSE INSTRUCTIONS

Instructions for submitta response to this RFP.

N/A

002

TIMELINE

Information regarding the timing of@ents and activities for
the selection of a solution bidder for this project

N/A

003

CONTRACT REQUIREMENTS

Information and Acknowdeanent Form: information on
legal requirements for eligibility to bid on thigR, with
associated form from bidder acknowledging legal pliance
for the final contract.

Signature required

004

FUNCTIONAL REQUIREMENTS

Information describitige FCERA essential business
processes. Each process has a list of prioritiegdirements
particular to the process. The bidders must respoititese
requirements using Appendix A Requirements Response

Complete
Appendix A
Requirements
Response

005

TECHNICAL REQUIREMENTS

Information describingettechnical and historical
environment at FCERA.

N/A

006

TECHNICAL REQUIREMENTS —
BIDDER RESPONSE FORM

Form to be filled out by bidder describing how aert
technical requirements will be met.

Complete all
sections

007

USER EXPERIENCE

Instructions for bidders fampding a short video capture o
WebEx-type session file to demonstrate the useerémce
for a specific scenario. The objective is to previlCERA
with a general overview of the “look and feel” betsystem.

Create video
capture file

008

IMPLEMENTATION PLAN

Instructions for bidders toap out their proposed solution t
allows FCERA to understand the implementation plad its
timing.

Create
implementation
plan

009

MAINTENANCE & SUPPORT

Form: section to be fidleut by bidder that allows FCERA t
understand how the bidder will maintain the systemd
provide technical and operational support after
implementation.

Complete all
sections

010

ORGANIZATION & REFERENCE

F-orm: sections to be filled out by bidder with infation on
their organization, references and contacts, akasel
information pertaining to sites that FCERA coulditvor ask
guestions of. Two attachments are required.

Complete all
sections

011

ASSUMPTIONS & EXCEPTIONS

Instructions for bidsléo outline assumptions in the cost
proposal, as well as exceptions to areas in whiidtien canno|
meet certain requirements.

Create
documentation

012

INITIAL COST PROPOSAL

Instruction for bidders provide a payment schedule and g
proposal.
Form: section to be filled out by bidder as a costksheet.

Complete sectiong
12A, 12B

APPENDIX A. REQUIREMENTS
RESPONSE

Provided for bidders’ convenience in respondinfutactional
requirements. The requirements listed here aret exaies of
the requirements in the process documentation cif@e004,
with a column added to aid in response. Refer ti&@e004

for instructions on how to use the Meets Requirdraetumn.

Complete the
Meets Requiremer
column for all
requirements.

APPENDIX B. REPORT SAMPLE

A selection of often-used structured reports at REEThese
are included as information examples only and atéabe
interpreted as comprehensive in scope or spedditat

N/A
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001 - RESPONSE INSTRUCTIONS

1.1 What this document is about

FCERA is a pension fund that is one of twenty aisgions in the State of California
governed by The County Employees Retirement Lato8f7. FCERA is a cost-sharing,
multiple-employer, defined benefit plan that prasdetirement benefits for eligible
employees of the County of Fresno and participamencies (Special Districts)
including the Fresno-Madera Area Agency on Aginigvis Veterans Memorial District,
and Fresno Mosquito and Vector Control Districthaugh the Superior Court of
California, County of Fresno (Courts) is a sepalagal entity from the County of
Fresno, its employees are considered County emgdolge retirement purposes under
state law and contractual agreement.

FCERA staff is responsible for collecting and agdmg for contributions and
investment income, as well as paying benefits tmbers and their beneficiaries, under
the direction of the Board of Retirement.

Fresno County Employees’ Retirement AssociatiorERAE) is soliciting responses to
this Request for Proposal for a new Pension Adrmatisn System to replace its
Watson-Wyatt PENSIONS system. FCERA is expectmegaseesponses to its RFP;
therefore, it is important to FCERA that vendorspend according to the forms and
instructions presented so that responses can easitompared. This document lays out
the basic instructions for understanding how thd®R$-organized, and how the
document should be submitted.

The successful vendor will provide FCERA with dietdiinformation on:

» Cost of software, including licensing costs plug amtial configuration and
customization costs

» Estimates on hardware

* Flexibility of the system

* Compliance with FCERA business rules and requirésnen
» “Look and feel” of the system

* Architecture of the solution

» EDMS capabilities, either embedded within the PA&®an integration with a
third party product

RESPONSE INSTRUCTIONS Page 1 of 5 FCERA-PAS-RFP-001
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+ Backfile conversion to EDMS

* Implementation services, which include specificagiodevelopment, testing,
training, and cut-over support

* Member data conversion and migration services

* Annual maintenance and support costs

* Financial stability of the company

* Any other additional services

1.2 Scope of this RFP

FCERA is looking for this technical system to be tlore member administration system
that includes the following general functions floe brganization:

» Setup of retirement benefits

Administration of retirement payroll

* Importing of plan sponsor member files

* Processing of service credit purchases (“buybacksd)redeposits of
contributions

» Granting of Cost of Living Allowances

» Tracking of member counseling and estimating ofelfien

» Calculating retirement options

* Administration of death benefits

* Processing of intersystem (reciprocal) agency ageeds

* Processing of withdrawals

» Tracking and processing disability benefits

* Processing of Dissolution of Marriage or DomestictRership (DRO)

* Processing of member contribution adjustments

* Processing of 1099Rs; reporting of other statefaddral taxes

RESPONSE INSTRUCTIONS Page 2 of 5
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» Generation of actuarial valuation and experiendeaets

* Apportioning and applying semi-annual interest &nmber accounts
* Generation and management of correspondence

* Generation of annual member statement

* Document Management

The areas above constitute the core functions BRAS Pension Administration

System (PAS). In addition to the functionality, FRA also plans to integrate these basic
processing functions with other external systemduding real-time integration with a
Document Management System and FCERA’s Generaldregigtem, Microsoft NAV.
Finally, FCERA intends to provide its members vathonline Member Portal to view
their account information and to submit key servieguests to FCERA.

1.3 Evaluation Criteria
FCERA will perform a two-stage evaluation of thader proposals.

1.3.1Solution Cost

Cost proposals must be fixed price and includecats for the total PAS solution as
described in this RFP, including but not limitedhe following items:
» all software comprising the solution
* hardware and other equipment comprising the saiytiote: FCERA may choose
to procure hardware through their own procurembanaoels rather than from the
PAS solution vendor)
» configuration and/or customization services
» vendor’s own project management directly supportiregproject
* subcontracted services, if any
e maintenance and support fees
* travel and expenses

FCERA may reject proposals solely on the basis@froposed costs.

1.3.2Proposal Review

Once FCERA has validated the cost of the vendargsall solution, FCERA will
evaluate the vendor’s proposal according to thteraai below:

Criterion Weight | Criterion Description
Requirements 20% | Ability of solution to meet FCERAUNctional requirements, business
RESPONSE INSTRUCTIONS Page 3 of 5 FCERA-PAS-RFP-001
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Criterion Weight | Criterion Description
requirements, and business rules (where applicabisljty of user
experience to match FCERA's needs. Ability to hewasiderable
flexibility in financial reporting.

Technical Fit 12% | Overall technical fit to FCERAcluding robustness, scalability,

flexibility, ease of customization and configuratjaise of industry-widg
technology. Ability to integrate with other systemsll, where
necessary.

Maintenance & 17% | Thoroughness of support program, reputaticsoofpany with

Support customers for responsiveness, thoroughness afigestvailability of
support resources, and overall cost of future sttpgpal upgrades.

Implementation 17% | Comprehensiveness of project plan, qualityppf@ach, thoroughness

Management of testing phases, and experience of referencesiiking with project
team.

References and 15% | Quality of overall solution, experience withgl@mentation, experiencs

Experience with other defined benefit plans, experience w37 Act County
systems, degree to which projects went over busigegtule,
customization design and cost, experience with iBelpk / support
staff, personnel qualifications, and proposal fsmualifications.

Company Position 14% | Company stability, availability of resourcekelihood of company /

in Industry product line survival, degree of product usagendustry.

Cost 5% Relationship of quality of solutions toceri configuration and

customization costs, and completeness of pricing¥yerall project.

1.4 Submission requirements

This RFP in its entirety contains a total of 12tses, plus one (1) document that
provides a summary of the contents and two (2) aghpes.Some of these sections are
for information only. Other sections are forms to be filled out by teadors. When the
response is completed, the vendor must submitehesilisted below.

To be considered, all submission materials musebeived at FCERA by 5:00PM
Pacific Time on June 3, 2011.

1. One(1) electronic copy of each document that comprises the overall response, in

native format. This means that there will be migtifiles; these will only be used
for compilation purposes.

2. One (1) eectronic copy of the compiled response in an Adobe Acrobat PDF

(version 7.0 compatible). The vendor should pubfthe documents in the order
that they should appear and be arranged into grileE file.

3. One (1) video capturefile that demonstrates the functionality requestetié&®©7

User Experiencesection. If the vidcap file is too large for emsilbmission, it

RESPONSE INSTRUCTIONS
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may be sent to FCERA separately on CD-ROM or DVliaeo arrive by due
date.

4. Six (6) printed copies that are bound or in a binder. This document ratrste at
FCERA by the due date stated above even if electroaterials where emailed
in advance.

With the exception of the vidcap file, the FCERAestion committee will rely on the
PDF copy and the printed copy for its evaluatiome Driginal, native formatted files will
only be used as a backup and for compiling inforomat

* All submissions become the property of FCERA anidivat be returned to
vendors.

» All proposals shall be valid for 180 days from Hubmission due date, and no
more than one proposal per vendor is allowed.

1.5 Where to submit RFP responses

All submissions must be delivered prior to the diéadspecified in the selection
timeline. For email submissions, please send tats@eorge,
sgeorge@lineasolutions.coffor any conventional submissions, please send to:

Roberto L. Pefia, Retirement Administrator
Fresno County Employees’ Retirement Association
1111 H Street
Fresno, CA 93721
E-Mail: rpena@co.fresno.ca.us
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002 - TIMELINE

2.1 What this document is about

The following table presents the schedule for #lection of FCERA’s Pension
Administration System vendor. While FCERA will make best efforts to stay on
schedule, it reserves the right to alter it at timg.

ID | Milestone Date Time
1 | Release of RFP 4/21/2011 5PM Pacific
2 | Questions from vendors due at FCERA (via email®#/29/2011 5PM Pacific
3 | Answers to questions distributed and published 13/2011 5PM Pacific
4 | Intent to bid email (requested — this is optidmatl | 4/29/2011 5PM Pacific
will assist in making our evaluation process more
efficient)
Submission deadline 6/3/2011 5PM Pacific
FCERA review process begins 6/6/2011 9AM Pacific
FCERA due diligence completes (site 6/20/2011 to TBD
visits, reference checks, etc) 6/24/2011
Vendor Oral presentations 7/6/2011 TBD
FCERA review process ends 7/127/201] 5PM Pacific
8 | Recommendation made to Board of Retirement/ 8/3/2011 5PM Pacific
Winner announced
9 | Contract negotiations begin 8/4/2011 9AM Pacific
10 | Contract negotiations end 9/9/2011 5PM Pacific
11 | Implementation Begins 9/15/2011 TBD

2.2 Additional explanation of RFP milestones

2.2.1 Milestone 1: Release of RFP

This is the date the RFP will be distributed togmial vendors. The RFP will be
available through the FCERA Website (www.fcera.@fig¢r the release date.

TIMELINE
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2.2.2 Milestone 2: Questions from vendor due at FCERA

All potential vendors should submit to FCERA ansjions that could assist in
clarifying aspects of the RFP. Questions must lbenstted prior to the deadline, but can
be submitted in multiple batches, and should belethto Susan George
(sgeorge@lineasolutions.comfQuestions must be in a word processing formatdiua
easily be copied and pasted into other documents.

2.2.3 Milestone 3: Answers to questions distributed

FCERA will respond to all questions submitted agylas they are submitted before the
deadline in the proper format. Answers to questigiishe submitted via email to ALL
vendors who originally received a copy of the RFBubmitted questions. Answers will
also be published on the FCERA web site.

2.2.4 Milestone 4: Intent to bid email due from interestel vendors

FCERA is requesting all interested vendors to sendmail message 8usan George
(sgeorge@lineasolutions.congonfirming their intent to bid on this projecteBke
include the following:

Email subject line: [Vendor Name] Intent to Bid on RFP

Email body: Please submit any identifying information indingtthat the
message is to confirm interest in submitting a psap. Minimally, we request
that you include the following information:

Contact name:

Contact phone:

Contact email:

Vendor name:

Product represented:
Location of Office:
Location of Support Office:

While a confirmation of intent to bid is not reqedl; it serves as a courtesy notice to
FCERA that a vendor will be sending a responsbed®FP. It also helps to ensure that
answers to vendors’ questions will be distributedlt participants. Vendors who do not
confirm their intent to bid will not be disqualitie

2.2.5 Milestone 5: Submission Deadline

All RFP responses are due at FCERA by this dateiare To be considered, all
materials must be shipped to arrive at FCERA bydile date and time.

TIMELINE Page 2 of 3 FCERA-PAS-RFP-002
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2.2.6 Milestone 6: FCERA review process begins

The FCERA selection committee will begin reviewthg RFP responses on this date.
FCERA due diligence on the responding vendorsudioly reference checks and
potential site visits, will be conducted duringstipieriod.

Should FCERA have questions concerning any vendesjsonse during this evaluation
period, FCERA may contact the vendor in writingeéquest a clarification. Questions
may also be posed to vendors during the oral ptasens.

2.2.7 Milestone 7: FCERA review process ends

The FCERA selection committee expects to have cetaplthe review process by this
(tentative) date.

2.2.8 Milestone 8: Recommendations made to Board of Regément

As part of the Board procedures, FCERA staff must make a recommendation to its
Board of Retirement to enter into contract negiutrest with a vendor. Therefore,
although FCERA'’s selection committee will make agentation to its Board and
recommend a winning vendor, at this meeting, stdffseek approval to move forward
with contract negotiations.

2.2.9 Milestone 9: Contract negotiations begin

The day after the Board of Retirement meeting, FEERI begin working with the
tentative winner on the contract between the twiigsa

2.2.10 Milestone 10: Contract negotiations end

To stay on schedule for the implementation timelf@ERA intends to complete the
contract negotiations with the tentative winneoider to include a copy of the final
contract with the Board of Retirement’'s documenptapacket. It is needed at this date to
allow sufficient time for each Board member to esviand comment at the next bi-
weekly Board meeting.

2.2.11 Milestone 12: Implementation begins

The implementation plan can be executed afterd¢hleeson becomes official.

TIMELINE Page 3 of 3 FCERA-PAS-RFP-002
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003 - CONTRACT REQUIREMENTS

3.1 What this document is about

A final, detailed agreement concerning servicesrtbrmance expectations will be
agreed upon between FCERA and the winning ven@ibe RFP and winning vendor’s
proposal, including but not limited to winning vemts representations and warranties,
will be incorporated by reference into the finahtract. In the event of any conflict or
inconsistency between the terms and conditione@RFP and those of the winning
vendor’s proposal, the terms and conditions oRR® shall control and supersede those
of the proposal. The terms and conditions of ihal icontract shall control and
supersede those of both the RFP and the winnindorenproposal.

3.2 Statements

FCERA is a defined benefit pension plan coverirgggmployees of the County of
Fresno, and certain other public employer distrathin the County. FCERA is
governed by the County Employees Retirement Lat98f7, California Government
Code Section 31450, et seq. and is administeredeblifCERA Board of Retirement.
FCERA operates as an independent governmentay eeparate and distinct from the
County of Fresno and FCERA's other participatinglpuemployer districts. FCERA'’s
basic financial statements are included in the @oahFresno’s basic financial reports
as a pension trust fund.

FCERA is subject to the California Public Recordd.Alf a responding vendor believes
that any portion of its proposal is exempt from lpubisclosure, such portion must be
marked “confidential.” FCERA will use reasonableans to ensure that confidential
information is safeguarded but will not be heldleafor inadvertent disclosure of such
information. If material labeled “confidential” &public record under applicable law,
the law will govern and the “confidential” label Wumot prevent FCERA from disclosing
the information. Proposals marked “confidential’tiheir entirety will not be honored as
such and FCERA will not deny public disclosure lbbaany portion of proposals so
marked.

By marking portions of its proposal “confidentiallie responding vendor represents that
it has a good faith belief that such portions arengpt from disclosure under the
California Public Records Act and agrees to reimbWCERA for, and to indemnify,
defend and hold harmless FCERA, its officers, fidues, employees and agents from
and against any and all claims, damages, lossddjties, suits, judgments, fines,
penalties, costs and expenses including, withautdtion, attorneys’ fees, expenses and
court costs of any nature whatsoever arising fromelating to FCERA'’s non-disclosure
of any such designated portions of a proposaisifldsure is deemed required by law or
court order.

CONTRACT REQUIREMENTS Page 1 of 3 FCERA-PAS-RFP-003
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If a vendor discovers any ambiguity, conflict, deggzancy, omission or other error in this
RFP, please immediately notify FCERA of such ebrpe-malil at:

Susan George
sgeorge@lineasolutions.com

If it becomes necessary to revise any part ofR#P, or if a more exact interpretation of
provisions of this RFP are required prior to the date for proposals, a supplement will
be emailed to all participating vendors. If suddenda issuance is necessary, FCERA
reserves the right to extend the due date of paipds accommodate such
interpretations or additional data requirements.

FCERA is exempt from federal, state and local taX¥eéSERA will not be responsible for
any taxes levied on the vendor as a result of anyract resulting from this RFP.
Submission of a proposal in response to this RBRates acceptance by the vendor of
the terms and conditions contained in this RFRessExceptions are clearly and
specifically noted (with reasons given) in the megl. FCERA reserves the right to
accept or reject any proposed modifications appgan a proposal prior to execution of
a contract with the winning vendor.

Of the qualifying proposals determined to be thesnamlvantageous to FCERA, taking
into account all of the selection criteria (as méttl in Section 001 — Response
Instructions), one may be selected by FCERA fahimraction, such as a contract award.
If, however, FCERA decides that no proposal isisifitly advantageous to FCERA,
FCERA may take whatever further action is deemest indts sole discretion, including
making no contract award. If, for any reason, @ is selected and it is not possible to
consummate a contract with the bidder, FCERA mayrbeontract discussions with the
next qualified vendor or determine that it doeswish to award a contract pursuant to
this RFP, at its sole discretion. FCERA will netlmble for costs a firm incurs in
connection with the preparation or submission gf @moposal. FCERA also reserves the
right to cancel this RFP at any time.

3.3 Vendor Guarantees

The vendor certifies that it can and will providéa minimum, the products and services
set forth in sections 004 - Functional Specificasicand 005 — Technical Requirements,
and also in accordance with the responses in OG&hnical Requirements Bidder
Response, unless otherwise noted.
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3.4 Vendor Warrantees and Representations
By submitting a proposal, a vendor makes the falgwvarrantees and representations:

Vendor is willing and able to comply with all law$ the State of California,
including, but not limited to, laws relating to &gn (non-State of California)
corporations.

Vendor is willing and able to execute a confiddityiaagreement to protect the
privacy and provide for the security of FCERA memdtata.

Vendor is willing and able to obtain an errors angissions insurance policy
providing an appropriate amount of coverage fontiiéul or negligent acts or
omissions of any officers, employees, or agentsetife

Vendor will not subcontract or delegate its respaihges under an agreement
without the prior written permission of FCERA.

All information vendor provides in connection with proposal is true and
accurate.

The person signing on behalf of the vendor belogvdahority to bind the vendor
to a contract with FCERA.

Signature of Official:

Name (typed):

Title:

Company Name:

Date:

CONTRACT REQUIREMENTS Page 3 of 3 FCERA-PAS-RFP-003
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004 - FUNCTIONAL SPECIFICATIONS

4.1 What this document is about

FCERA has completed a thorough needs assessmeanalysis of the system
requirements necessary to support its operatidms.work has resulted in the functional
specifications found in this section. Vendors sbauiderstand that while this list of
requirements is extensive, it does not contairfuhend complete scope of FCERA'’s
functional specifications. The winning vendor wilbrk with FCERA subject matter
experts to expand these specifications into fullyedloped use cases on which the system
function and configuration will be based.

Each major business process at FCERA is descrigeddiong with a list of
requirements pertaining to each. The requiremeamstalao included in this RFP on their
own for ease in responding.

The tables in the following sections referenceeauédht priority levels. The table below
describes our definitions of these priorities.

Priority Definition Comments

Priority 1 Critical FCERA must have this requirement; therefor
FCERA is not asking for detailed pricing that may b
attributed to the item, but is requesting the veisdo
all-inclusive pricing to include compliance witheth
requirement.

The solution must meet the requirement and FCERA's
business process without customization.

Priority 2 Required FCERA must have this requirement; theegfor
FCERA is not asking for detailed pricing that may b
attributed to the item, but is requesting the veisdo
all-inclusive pricing to include compliance witheth
requirement.

The solution must satisfy the requirement without
customization. FCERA will adjust its own business
process to meet the solution.

Priority 3 Important FCERA would like this requirement fulétl but

FUNCTIONAL SPECIFICATIONS Page 1 of 5 FCERA-PAS-RFP-004
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recognizes that it may or may not be fulfilled vaith
some additional work from the software vendor.
Therefore, FCERA would like further information
regarding any additional costs from the software
vendor prior to committing to it.

Priority 4 Nice to Have | These items are desired featuresaifable without
customization.

4.2 Priority 1 and 2 Specifications

The vendor is required to include in their fixedeprbid all functionality identified as
Priority 1 and Priority 2 which are deemed crititaFCERA.

4.3 Priority 3 and 4 Specifications

FCERA understands that an optimal balance musbinedf between configuration of a

base product, and customization to meet requiresrsgEcific to FCERA. It is therefore
important to discern where this balance lies faheaf the solutions that it takes under
consideration.

For answers that require detailed explanationrgeponder must include the requirement
reference ID. The respondents are encouraged taiexp detail, how their system’s
flexibility will accommodate change.

For each of the Priority 3, all bidders must intlictne degree to which their solution:
1 - Meets Requirement

The system meets the requirement off the shelfhawit any customization or
configuration.

2 - Meets Requirement with Configuration (level AB, C or D)

The system meets the requirement without custoroizabut will require
configuration. The level of effort needed for agnfation must be indicated with
one for the following letters:

A. Minor Configuration, requiring a user with standaggtem skills, and
between 0 — 5 hours

FUNCTIONAL SPECIFICATIONS Page 2 of 5 FCERA-PAS-RFP-004
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B. Moderate Configuration, requiring a user with stmadof higher system
skills, between 5 and 16 hours

C. Significant Configuration, requiring a system adistirator, or a
standard user in excess of 16 hours

D. Major Configuration, requiring configuration worly khe software
vendor

3 - Requires Customization (level A, B, C or D)

The system will meet the requirement with custotnira For customizations, the
level of effort must be indicated with one of tldldwing letters:

A. Minor Customization, under 5 hours and less t#a00.00 in cost
B. Moderate Customization, up to 40 hours and $1@Din cost

C. Significant Customization up to 100 hours, ah@,$00.00 in cost
D. Major Customization, over $10,000.00

4 - Does not meet Requirement

4.4 Process Descriptions and Requirements

The sections that follow contain detailed desanipsi of each of the major business
processes at FCERA. The descriptions help to peoaituller context to the vendor, as
compared to just listing requirement.

Each major process is identified by a 3-digit numb&e numbers are not always
sequential and there is nothing to be implied ftomprocess identification numbers
other than simple identification. Large complexqasses are separated into sub-
processes for presentation purposes; howevenlalpsocesses are identified by the
identification number of the major process. Formegke, Death processing has several
sub-processes, identified as 500-Death Active, B6a8th Nonmember, 500-Death
Retired, etc. Please do not alter the processntbets.

The section describing each process contains arngebdnner witht.4.ppp
ProcessNamewhereppp is the identifier of the process and ProcessNantieei name of
the process or sub-process, for exanm¥lé:300 Benefits Statements.
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At the conclusion of each process descriptionlistaf formal requirements to which the
vendor is being asked, in Appendix A, to provideal of fulfillment. Each requirement
is uniquely identified by a numeric string ppp-mutere ppp is the 3-digit process
number described above and rrr is a 3-digit nurfdrethat requirement. The numbers
are not always sequential and there is nothingetioriplied from the requirement
identification numbers other than simple identifica. (For the vendor’s convenience in
responding to this RFP, all formal requirementsehalgo been extracted and
consolidated in Appendix A to this RFP.) Pleasadbalter the requirement id numbers.

The table below lists the major business processEE€ERA. There is a process
description for each named process in this table.

Process Name Process ID
<number skipped> 100-200
Benefits Statements 300
<number skipped> 301
Member Information Change 302
Plan Sponsor Payroll Import Processing 303
Service credit purchase 304
Reciprocity Processing 305
Contribution Adjustments 306
Termination 307
Member Correspondence 308
Member Enrollment 309
<number skipped> 310-499
Retirement-BenefitEstimates 500
Retirement-BenefitOptions 500
Retirement-FinalCompensation 500
Retirement-HealthBenefit 500
Retirement-NewRetirement 500
Retirement-TempAnnuityOption 500
Disability 501
Death Notification 502
Death of Active Member 502
Death of Deferred Member 502
Death of Nonmember 502
Death of Retired Member 502
COLA Adjustments 503
<number skipped> 504
Deferred Retirement 505
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Process Name Process ID
Member Counseling 506
<number skipped> 507
Interest Posting 508
Retiree Payroll 509
Year-end Processing 510
Tax Reporting 511
Error Corrections & Adjustments 512
1099R Processing 513
Supplemental Benefits Pre 2001 514
IRC 415(b) Processing 515
<number skipped> 516-699
Dissolution Of Marriage 700
<number skipped> 701
Accounting & Financials 702
Board Reporting 703
Actuarial Extract 704
EDMS Integration 705
<number skipped> 706-709
Member Portal 710
<number skipped> 711-799
Reporting 800
<number skipped> 801
GLintegration 802
Tiers/Plan Sponsors 803
Workflow 804
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4.4.300 Benefits Statements

Annual member statements are provided to SpecstiEti members plus Deferred and
Suspense members each year. Annual member staterfoentation is provided to the
County of Fresno for Active County members to lmrporated into a comprehensive
annual statement that incorporates all benefitsigeal by the County. These statements
provide information to members regarding their pead information, service credit,
current plan, contribution activity, interest arat@unt balance as well as estimated
benefits at retirement.

Statements are generated each year using a snapshetmember’s account as of a
FCERA-determined date.

For the members of Fresno County, information lallsent to the County to combine
with their statement.

Statements for Special District, Deferred, and $asp members are mailed out by
FCERA and could have a different effective datenttiee County benefit statement.

PAS Role Name Definition

System and Process Analyst Staff member resporfsiblaeeting with County Human Resources|to
plan the coordination and timing of the yearly timaand sending data
files to Fresno County.

System and Process Analyst The FCERA IT Speciatist creates the data file to send to County
and create the files for Special Districts, defémad suspense
members.

3 Process Overview ‘

3.1 Process Scope

3.1.1General Timing of Events for Fresno County

Timing Key Event

Mid to Late January Meeting with County HR and d¢Tdiscuss coordination and timing of
the project
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Timing Key Event
February Take snapshot in PENSIONS and post iriteres
March -June Review approved template from Countyran sample test in

PENSIONS. After merging data, test in County systS8tatements
are mailed out by the County.

General Timing of Events for Special Districts, Breéd and Suspense Members

Timing Key Event

February Take snapshot in PENSIONS and post irtteres

March -June Create and validate sample statenfetat'ements are mailed out by
FCERA.

3.2 Process Flow
The following is a general overview of the currpmcess for the County:

1. A meeting takes place in mid to late January witlofathe participants of this

4.

process. This meeting includes representatives FGEBRA, County HR and IT
to discuss the coordination and timing relatedts process.

In February, FCERA takes a snapshot of the datd last pay period of previous
year. Interest is also posted at this time. Thegpshot is the source of the account
balance and earnings for member statements. Ttasslavailable in a test
database for further testing and processing.

March through June is when majority of the proaegsakes place. FCERA
reviews the approved template from the County astigample in PENSIONS.
After merging FCERA data with County data, the ssshple in County system
(PeopleSoft) is reviewed. The goal is to issuestatements by March'but the
schedule depends on County activities.

Fresno County prepares and mails the statemeatgit@ County members.

The following is a general overview of the currpmicess for Deferred and Suspense
members and members of Special Districts:

1.

FCERA does not meet with the Special Districtslempghe coordination and
timing.

In February along with the County data, FCERA takesapshot and extracts
data for each Plan Sponsor plus deferred and ssspeembers.

FCERA completes the interest posting process.
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4.

FCERA creates sample benefits statement for defemd suspense members,
and each Plan Sponsor.

FCERA validates data in standard format or by etipgidata to Excel.
FCERA produces the statements.
FCERA mails out the statements at same time aSohaty.

3.3 Areas of Concern/Risk

The contribution total amounts, service hours artiags being reported for the
period must accurately reflect only the balancihatend of the period being
reported. In other words, when the data files amegated in February, the
amounts reported must not include any data or ceatitat take place after the
FCERA-determine date of the statement data.

. Years of service as reported in the Benefits Staterand used to calculate

estimated retirement benefits must only includeisercredit purchases that are
fully paid.

In contrast to the amounts and service being redpahanges to certain

demographic data need to be captured and includégkidata even though the
changes took place after FCERA-determined date fdlteaving list shows data
elements that are to be included as of the datdlibalata files are generated:

a. Name changes

b. Current address changes

c. Status changes (specifically for separated empgk)yee
d. Updated divorce information

Demographic changes mentioned above do not impad@ounty as those
changes for active members are handled by the €@unck statements are
combined with the County’s correspondence. Howeawermost up to date
information is needed for FCERA to mail out theestaents for members of
Special Districts plus deferred and suspense memnber

The new PAS system must have a benefits statem@piate that can be
modified to fit various scenarios, i.e., to acconaaie different Plan Sponsors
and types of memberships.

Years of Service is a calculated field in PENSIONS.

7. The current PENSIONS system was implemented in 1N68&ctuarial

information is available prior to 1981. PENSIONSyncantain incomplete
information on service credit purchases and ledabsences prior to
implementation.
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3.4 Key Business Rules
The following are business rules that drive thiscgss:

1. All currently Active County membeido receive a member statement.
2. All currently Active District memberdo receive a member statement.

Members who are Active but on a Leave of Absatweceive a member
statement.

4. Deferred and Suspense members for both County atdds do receive a
member statement.

Deferred members of inactive Plan Sponslorseceive a member statement.
Inactive memberdo not receive a member statement.
Non-members or alternate pay@esot receive a member statement.

© N o o

Beneficiary data for members is included in the henstatements.

3.5 Data Points

3.5.1Member Demographic and Balance Information to the @unty and file layout
for Special Districts, Deferred and Suspense member

This is a .txt file that contains information fartwe members with one record per
member. The same file layout is used to send irdtion to the County and to create the
FCERA benefits statements.

Field PeopleSoft number Position

num "i10" 1

PeoplesoftNumber "a8" 11

fName "a20" 19

LName "a20" 39

suffix "al10" 59

addrl "a35" 69

Addr2 "a35" 104

city "a30" 139

St "a2" 169

zip "al10" 171

ssn "al11" 181

birthdate "d8" 192

hireDate "dg" 200

stat "al5" 208
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Field PeopleSoft number Position
FullPart "al1l0" 223
Membership "al8" 233
EntryAge "i2" 251
RetEntryDat "dg" 253
Beneficl "a30" 261
Benefic2 "a30" 291
Benefic3 "a30" 321
Beneficd "a30" 351
DeptNam "al0" 381
JobDesc "al10" 391
AsOfDate "d8" 401
svcCurrTl "g7" 409
svcCurrT2 "g7" 416
svcCurrT3 "g7" 423
svcRet "g7" 430
lastAccrualTot "g10" 437
ctbBasTax "g10" 447
ctbBasDef "g10" 457
ctbBasint "g10" 467
ctbBas "g10" 477
ctbCOLTax "g10" 487
ctbCOLDef "g10" 497
ctbCOLInt "g10" 507
ctbCol "g10" 517
ctbSBaTax "g10" 527
ctbSBaDef "g10" 537
ctbSBalnt "g10" 547
ctbSBa "g10" 557
ctbSCoTax "g10" 567
ctbSCoDef "g10" 577
ctbSColnt "g10" 587
ctbSCo "g10" 597
ctbEeTax "g10" 607
ctbEeDef "g10" 617
ctbEelnt "g10" 627
ctbEeTot "g10" 637
ctbEeCurYr "g10" 647
ctbErCurYr "g10" 657
dateFirstRet "d8" 667
ageEeYrs "i2" 665
benUnmodNMB "g10" 677
phone "al5" 687
lastYear "ig" 702
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3.5.2Currently Available Data

See the specification for the data file above.

3.5.3Desired Data Points

To minimize manual preparation, FCERA desires &riace to send information
supporting benefits statements to the County.

4 Analysis and Recommendation

Continuing to use processes that are differenadtive County members than for
deferred, suspense, and District members is unabl@dn the short term. In fact, the
active County members have expressed that thegrgied combined statement from the
County, rather than a separate retirement statement

Extracting the data for the statements needs &fflugent, reliable, and repeatable with

no manual manipulation of the data. All businedssunust be in the logic for the
extraction report or query. Possible input paranseiethe extraction report or query
could be the type of member — active County, ootllers (deferred, suspense, and active
District) — and effective date, to accommodatedifierences between the statements for
these populations.

5 Requirements

ReqlD Process Requirement Detail Priority

300.001 | Benefits | The PAS will provide the capability to select membiatus and Plan 1
Statementg Sponsor status for which statements will be issued.

The following type of members receive annual beésafiatements:

* Active County and District

« Active, on leave of absence

« Deferred for County and District

e Suspense for County and District

« Deferred members of inactive Plan Sponsors

300.002 | Benefits | The PAS will provide capability to produce membitement extract 1
Statementg files with data as of the end of the last pay pkobthe year or any
other date selected. The year-end interest postagor may not be
included at FCERA's discretion.

300.003 | Benefits | The PAS will provide capability to produce membetament extract 1
Statementg files with data as of the end of the last pay pkdbthe year,
including interest postings or any other date sebkc
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ReqlD Process Requirement Detail Priority
300.004 | Benefits | The PAS will provide capability to produce trial mber statement 2
Statementg extract data files.
300.005 | Benefits | The PAS will provide capability to exclude certaiata from member 2
Statements statement extract files as well as changes thatpédce after the
statement date.
300.006 | Benefits | The PAS will provide capability to record and stetatement 2
Statementg effective date, and other selection criteria asgedi with a statement
production run.
300.007 | Benefits | The PAS will provide capability to use pay datey period 2
Statementg parameters for inclusion / exclusion of member Gbation and
service time data from member statement extraes. fil
300.008 | Benefits | The PAS will provide capability to produce membitement detail 1
Statements reports.
300.009 | Benefits | The PAS will provide capability to produce membtement 1
Statements summary reports.
300.010 | Benefits | The PAS will provide capability to produce a trsghtement run, 2
Statements holding statements in a staging area, but not géingra print file or
posting to member record until user executes tis¢ @uation to keep
the statements permanently.
300.011 | Benefits | The PAS will provide capability to produce all mesnistatement 2
Statementg reports against a trial run.
300.012 | Benefits | The PAS will provide capability to post or cancehamber statemen 2
Statementg trial run.
300.013 | Benefits | The PAS will provide capability to initiate the mber statement 2
Statements process at any time.
300.014 | Benefits | The PAS will provide capability to include changesertain 2
Statements demographic data that occur after the FCERA-detethiate in the
member statement extract files.
As opposed to the amounts and service being rehaianges to
certain demographic data will be captured and ddiin the data
even though the changes took place after the FCE&&rmined
date. The following list shows some data elemdraswill be
included as of the date that the data files aregeed:
* Name changes
e Current address changes
»  Status changes (specifically for separated empg&)yee
e Updated divorce information
300.015 | Benefits | The PAS will provide the capability to clearly idéwp all dollar 2
Statementg amounts as pre/post tax.
300.016 | Benefits | The PAS will provide the capability to edit memistatement data 2
Statementg prior to printing.
300.017 | Benefits | The PAS will provide benefits statement templatt ttan be 2
Statements modified to fit various scenarios, i.e., to accondewe different Plan
Sponsors and types of memberships or to changesth@age.
300.018 | Benefits | The PAS will provide the capability to produce aahtetirement 2
Statements statements which include the following categoriemember data,
specific to each member:
 Member name
e Current mailing address
e Soc. Sec. Number(last 4 digits)
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ReqlD Process Requirement Detail Priority
¢ Department
« Date of birth
« Date of employment
e  Status
* Employment status
e Classification (tier)
< Entry age for contributions
e Date of entry into the system
« Beneficiary(s)
e Years of credited service (all tiers) (excludingtallments in
process)
e Current retirement contribution
e Total contributions for the year
« Employee contribution balances as of 12/31 previ@as
broken down to Taxed, Taxable, Interest and Tatatte
following categories:
0 Basic
0 Cost-of-Living (COL)
0 Supplemental Basic
0 Supplemental COL
e Total contributions and interest
* Retirement benefit estimates for first eligibleedat
* Any other notes or important information (TBD)
300.019 | Benefits | The PAS will provide capability to store ‘Years$®drvice’ as 2
Statementg calculated in preparing the member statement dathag the value is
viewable without further calculation.
300.020 | Benefits | The PAS will provide capability to generate Bereftatements, with 2
Statementg the option to either generate an extract file fee by a printing
vendor or for in-house printing.
300.021 | Benefits | The PAS will provide the capability to generatenpoutput files in a 2
Statements number of file formats, including, but not limitéat
e Adobe Acrobat PDF
e Microsoft Word
*  Microsoft Excel
e HTML
* Rich Text File
e Plain Text File
300.022 | Benefits | The PAS will provide the capability to issue a $ingenefit statement 2
Statementg from the member record screen.
300.023 Benefits | The PAS will provide the capability to issue aniuidual benefit 2
Statementg statement and/or multiple statements by groupshkeat or the entire
FCERA membership if needed.
300.024 | Benefits | The PAS will provide the capability to re-print\@ew a specific 2
Statementg benefit statement.
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4.4.302 Member Information Changes

The goal of member information changes is to pr@chsnges to all member and non-
member information that is stored in the Pensiommistration System (PAS) to ensure
the accuracy of information that is used for aetgrof functions such as providing
accurate estimates before retirement, calculativaj fetirement benefits, depositing
benefit payments to bank accounts, and ensuringepr@nd timely notification of any
changes to the plan or benefits.

PAS Role Name Definition

Acct Clerk or Retirement Staff member responsible for all changes to menmfermation in the

Coordinator Pension Administration System for Active and Retineembers.

Members Information changes can be made for acttieed, suspense, inactive and
deferred members.

Non-Members Information changes can be made foefiaries, ex-spouses, children, and
any other person who is eligible to receive a biepefcontinuance on behalf
of a member.

3 Process Overview

3.1 Process Scope

At FCERA, the scope of member information changgsies to information that is
stored for members who are active, retired, ina¢touspended or deferred, and non-
members such as survivors, ex-spouses, and eldildiren.

Member information changes include, but are nottéichto, the following information
categories:

Category Description
Name Person’s first, last, middle name and suffix
Address Home address

Mailing address (if different from home address)
Email At least store one email address
Phone Number(s) Home

Mobile

Alternate

Fax
Financial / Banking Checking

Savings

Institution Name
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Routing Number(s) for each account/institution

Social Security Number The person’s Social SeciNitynber
Employee Number Assigned by County HR or other glaonsors
Member ID Secondary ID number in lieu of SSN (natrently in use but might be
needed in the future)
Date of Birth The member’s birth date
Gender Male / Female
Marital Status Single
Married
Divorced
Widowed

Legally Separated
State Registered Domestic Partnership

Spouse / Domestic Y/N
Partnership Spouse / Domestic Partner Name
Date of Birth
Membership Status Active / Retired / Deferred ttnee / Suspense
Deductions Tax Withholding

Medical Insurance Premiums

REFCO (Retired Employees of Fresno County)
Levies

Alimony

Child Support

Other deductions

Beneficiary(ies) Name (First, Middle, Last, Suffix)
Birth Date

Relationship to Member
Priority #

Percent

Address

City

State

Zip Code

Phone

Email

FCERA member? Y/N

Dependent (can have more | Name

than one) SSN (if applicable)
DOB

DROs / Ex-spouse(s) SSN / Member ID
Name

FCERA member? Y/N

3.2 Process Steps
3.2.1 Active Members

Addresses and Name Changes

Address changes for active County members are egdéa the Plan Sponsors’ payroll
system. That is, address changes will be updateédebounty and then submitted to
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FCERA via the payroll interface file (PSBiweekliefi. Address changes for active
district members are manually updated in PENSIONS.

Deferred/Inactive/Suspense/Retired members hawetbboname changes to FCERA
since their information does not come through tagr@ll feeds. FCERA will continue to
accept name changes for deferred/inactive/susarbestired members. If however, the
member returns to active service, the Plan Spongidnave to update their payroll feed,
if in use (not currently available for Special Dists).

Marital /Domestic Partnership Status Changes
To establish marital status, FCERA requires Magi@grtificate.

To establish Domestic Partnership, FCERA requitat® segistered Domestic
Partnership certificate.

If a member is married and not naming the spouseasficiary, FCERA needs a
spousal waiver at time of retirement.

If applicable, FCERA needs copies of the DRO anddly if FCERA is joined in a
divorce.

Beneficiaries

FCERA requires all new members to complete berafianformation on the Enrollment
Card.

The Change of Beneficiary form must be completegtiuest any subsequent changes to
Beneficiaries.

Status changes
The valid member statuses are listed below:

* Active

* Retired

» Deferred
* |nactive

e Suspense
» Clearinghouse (a “holding” classification used wisemeone is in the process of
retiring but the event has not been completed)

Status changes will be displayed FCERA member pdftambers or employers must
contact FCERA to make any changes to member staubge portal is generally display-
only. (See the Member Portal process document&tiomore information about the
capabilities of the portal.)
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When County members terminate, a “termed” statlida@isent in the Payroll reports.

When the member terminates, FCERA staff verifiestyipe of termination. The types of
terminations are:

» Disciplinary
* Layoff

* Resignation
* Retirement

See the Termination Process documentation forduitfformation on each type of
termination.

3.2.2 Retired Member Information change processes

The following change forms are available on the sitelor mailed out if requested:

» Direct deposit

* Address change

* Name change

* Tax withholding

» Beneficiary change (if applicable)

3.2.3 Beneficiary Changes

If Option 1 or Unmodified Option is chosen, membams allowed to change their
beneficiaries after retirement. If any other Optimchosen, changes to beneficiaries are
blocked upon retirement.

Beneficiary changes cannioé made in the County system and sent througheacti
payroll. They must be completed at FCERA.

3.3 Key Business Rules

3.3.1 Forms/ Proof of Status

The following forms are acceptable as proof ofustat

Proof of Marriage/Domestic partnership

* Government issued Marriage Certificate or ProdDomestic Partnership

Proof of Birth
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* Birth certificate

* Passport

* Naturalization record
Proof of Death

* Death Certificates

Name Changes

» Court Order for divorce
* Marriage Certificate
* Request for name change — Retirees only

Proof of Legal Guardianship

* Required for Minors upon Active Death. Must be ey courts.

3.3.2 Direct Deposit

While it is not a requirement, FCERA encourages msto use Direct Deposit for the
retirement benefit.

3.3.3 Deductions
The types of deductions that FCERA supports are:

» Medical (Health Insurance Premiums)

* REFCO (Retired Employees of Fresno County)

» Spousal support / Child support deductions / Levies
e Taxes

e Other

3.4 Areas of Concern/Risk and desired functionality of future PAS

FCERA wishes to continue receiving signed papeudmnts from members to affect
information changes. (Per Member Portal requiresmdatument, FCERA does not
require the capability to directly update membéonmation from the Portal at this time.)

Address changes for Active members of Special DRtstwill be included in the payroll
spreadsheet to be uploaded to the new PAS system.

System must show effective date for all changelsidicg name and address changes
through payroll import or direct entry.

Keep prior records for name and address changdsdimrical purposes.
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Reports:

The new PAS must be able to provide regular autednaports to show any
demographic / member information changes (Name,, S&\us Change, Address
change, Phone number change, email changes,retbg system either as a query or
automatically. This report should also show whdgened the change in the system
along with a date and timestamp.

4 Analysis and Recommendation

FCERA performs member information changes for agtinactive, retired, suspense and
deferred members. Automating the changes as mugbsasble eliminates possible
errors during data entry. Member ability to updaten information on the portal is not
required at this time but can be considered irfuhae.

The new PAS must allow for better integration betwall systems, i.e. receive updates
via the payroll file and apply changes, generateption reports on items that did not
reconcile, generate changes report, and genetatéeaice files to the Bank with retiree
information.

Keeping track of changes with data and time stasnpedl as the user ID of the person
making the change is critical for system audit. é&tain member information changes
such as marital status change, having system dbesctd ensure that proper
documentation is received is very important. Ind¢ign with EDMS to store and review
supporting documents will expedite the process.

5 Requirements

ReqlD Process Requirement Detail Priority

302.001 | Member | The PAS will provide the capability to change basiember 1
Information | information with the ability to define different@grity/access levels
Changes on different fields. For example,

*  Member Name (First, Middle, Last and Suffix)

* Employee No.

e SSN
«  Member ID
« Gender

e Hire Date

e Membership Date

» Date of Birth (DOB)

*  Contribution Entry Age
e Member Status

*  Member Code
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ReqlD Process Requirement Detail Priority
e Contribution Percent
« Position / Title
¢ Department
e Bargaining Unit
e Salary Range
e« Step
« Bi-weekly Rate
e Marital Status / Domestic Partnership
e Spouse Name / Domestic Partner Name
e Spouse / Domestic Partner SSN
«  Employer
302.002 | Member | The PAS will provide the capability to store muléiaddresses for a 2
Information | member, i.e. home and mailing addresses.
Changes
302.003 | Member | The PAS will provide the capability to allow chasge address 2
Information | fields via payroll transmittal file or via manualjastment by staff
Changes member.
302.004 | Member | The PAS will provide the capability for the follomg fields at 2
Information | minimum to be stored for each address type:
Changes » Street Address / P.O. Box
* Address line 2
e City
» State
e Zip Code
e Country
 Emall
302.005 | Member | The PAS will provide the capability to change tbdwing fields for 2
Information | a member's address:
Changes
e Street Address (C/O address line)
* Address line 2
« P.O.Box
e City
» State
e Zip Code
e Country
e Emall
302.006 | Member | The PAS will provide the capability to keep an auxdil of all 2
Information | changes performed, including a time/date stampagperforming
Changes user ID or system ID for payroll feeds.
302.007 | Member | The PAS will provide the capability to keep histafyall changes 2
Information | performed and must allow for reporting on a per-fnenbasis with
Changes detailed history as well as generate change infdomén an “on
demand” change report for staff members to review.
302.008 | Member | The PAS will provide the capability to store fingaldnformation for 2
Information | direct deposit purposes including but not limitedtte following
Changes data:

MEMBER INFORMATION CHANGES
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ReqlD Process Requirement Detail Priority
» Checking / Savings indicator
» Dollar amounts for partial deposits
» Bank Account number
* Institution Name
* Routing Number(s) for each account/institution
302.009 | Member | The PAS will provide the capability to store muléioncurrent 2
Information | accounts for direct deposits.
Changes
302.010 | Member | The PAS will provide the capability for drop-dowelection of 2
Information | existing Bank institutions and corresponding rogititumbers if these
Changes already exist in a table in the system.
302.011 | Member | The PAS will provide the capability to add new ington names and 2
Information | routing numbers.
Changes
302.012 | Member | The PAS will provide the capability to change thember's first and 2
Information | last names, middle name or initial and suffix.
Changes
302.013 | Member The PAS will provide the capability to maintain i/ of name 2
Information | changes.
Changes
302.014 | Member | The PAS will provide the capability to change themer's social 2
Information | security information; employee number or memberdBtricted to
Changes specific security access rights.
302.015 | Member | The PAS will provide the capability to store histaf SSN, 2
Information | employee number or member ID number changes.
Changes
302.016 | Member | The PAS will provide the capability to record arfthnge the 2
Information | following information for member's beneficiary(ies)
Changes
e Name (First, Middle, Last, Suffix)
e Birth Date
e SSN (if applicable/existing)
* Relationship to Member
« Date of Birth
e Priority #
* Percent
e Address
e City
+ State
e Zip Code
e Country
* Phone
 Emall
302.017 | Member | The PAS will provide the capability to enter Trugbrmation for 2
Information | beneficiary (ies).
Changes
302.018 | Member | The PAS will provide the capability to receive cbaes to the membe 2
Information | demographic/basic member information data via Refged
Changes (PSBiweekly file from County or future uploads fr@pecial

MEMBER INFORMATION CHANGES
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ReqID Process Requirement Detall Priority
Districts).
302.019 | Member | The PAS will provide the capability to maintaincay lof any changes 2
Information | submitted via the payroll feed and generate a takiyereport that
Changes highlights changes by category (Name Changes, Addieanges,
Status changes, Marital Status changes etc...)
302.020 | Member | The PAS will provide the capability to record aridwa for changes 2
Information | to special deductions, specifically:
Changes » Tax withholdings, including percentage and flat amto
withholdings.
* Medical insurance premiums
* REFCO (Retired Employees of Fresno County)
* Levies
e Alimony
e Child Support
e Other deductions (ADRP and ATTY REPAY)
302.021 | Member | The PAS will provide the capability to record arida changes to 2
Information | member status via payroll feed or via manual chatyestaff,
Changes including but not limited to the following statuestriptions/codes
a) Active
b) Retired
c) Deferred
d) Inactive
e) Suspense
f) Clearinghouse
g) Terminated
e Disciplinary
e Layoff
« Resignation
* Retirement
302.022 | Member | The PAS will provide the capability to change amddd items to list 2
Information | of possible member statuses without the need $oript update.
Changes
302.023 | Member | The PAS will provide the capability to generatesaxeption report 2
Information | for any changes that could not / did not get pogidtie system,
Changes including details on the error created.
302.024 | Member | The PAS will provide the capability for an interéawhere staff 2
Information | members can review and research each exceptioclead
Changes exceptions and post changes where applicable.
302.025 | Member | The PAS will provide the capability to maintain iatbry of cleared 2
Information | exceptions that can be retrieved via a report tiolitang and review.
Changes
302.026 | Member | The PAS will provide the capability to categorike information 2
Information | change. Following are some of the actions for eygs#s — please
Changes note that other actions might be added in the éutur

e Appointment
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ReqlD Process Requirement Detail Priority
« Discharge
¢ Resignation
¢ Retirement
e Other
« Disability Retirement
*  Promotion
e Temporary Promotion
* Demotion
* Transfer
« Reorganization / Reclassification
e Merit Increase
302.027 | Member | The PAS will provide the capability to store mukkigphone numbers 2
Information | e.g. Home, Cell and Alternate as well as a fax remmb
Changes
302.028 | Member | The PAS will provide the capability to allow chasge phone 2
Information | numbers via transmittal file or via manual adjustiiey staff
Changes member.
302.029 | Member | The PAS will provide the capability to enter andael the effective 2
Information | date of all member information changes whethercttenge was
Changes performed by a staff member or payroll system ID.
302.030 | Member | The PAS will provide the capability for peer andsoipervisor review 2
Information | as part of the exception clearing procedure fordmfned exceptions
Changes that require second level review.
302.031 | Member | The PAS will provide the capability to generateepart showing the 2
Information | type of change performed, the member’s ID and namnaestaff
Changes member ID who performed the change, on an “on debasis for
critical data changes that might require supervédgtantion and
review, including but not limited to:
» Changes to final benefit
» Changes to financial data and financial institufienmembers
receiving a benefit
302.032 | Member | The PAS will provide the capability to record arthnge the 2
Information | following information for a member's dependent:
Changes | | Name (First, Middle, Last, Suffix)
» Birth Date
« Relationship
e SSN (if applicable/existing)
* Address
302.033 | Member | The PAS will provide the capability to store muléiglependent 2
Information | records.
Changes
302.034 | Member | The PAS will provide the capability to record arfthnge the 2
Information | following information for all ex-spouse(s) / DRO{sapplicable
Changes (please note that there might be more than ongeusg on the

member’s file):
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ReqlD Process Requirement Detail Priority
* Name (First, Middle, Last, Suffix)
e Birth Date
e SSN
* Member ID
e Ex-Spouse / Ex-Domestic Partner is also membeC&HA?
Y/N
e Date of Marriage
« Date of Separation
e Address
302.035 | Member | The PAS will provide the capability to store muléRO’s for a 2
Information | member.
Changes
302.036 | Member | The PAS will provide the capability to capture amptlate the marital 2
Information | status:
Changes
* Single
e Married
» Divorced
e Widowed
e Legally Separated
e Domestic Partnership
302.037 | Member | The PAS will provide the capability to capture tb#owing if the 2
Information | member is married:
Changes
* Is/Was spouse/domestic partner also a member (Y/N)
e Spouse's/Domestic Partner's name
e Spouse’s/Domestic Partner's SSN or Member 1D
* Spouse’s /Domestic Partner's Employee ID (if apiiie)
e Spouse’s/Domestic Partner DOB
« Date of Marriage / Domestic Partnership
« Post-retirement marriage (Y/N)?
302.038 | Member | The PAS will provide the capability to capture amtlate the 2
Information | following fields for the emergency contact:
Changes
¢ Name
* Relationship
e Phone number
302.039 | Member | The PAS will provide the capability to accept ttayll transmittal 2
Information | file data for an active member and overwrite angting data in the
Changes system. Any changes applied during the last interfde import must|
be recorded in a demographic/ member changes régioTt) changes
such as Name, SSN, Status Change, Address chamyse Bumber
change, email changes, etc. for review by the &atnt Coordinator
and retained in the member history record.
302.040 | Member | The PAS will provide the capability to automate nieminformation 2
Information | changes as much as possible. Member informatistoied at
Changes

MEMBER INFORMATION CHANGES
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ReqlD Process Requirement Detail Priority
FCERA, County, Special Districts and the Bank.
302.041 | Member | The PAS will provide the capability to track rededb certain core / 2
Information | required forms, e.g. Marriage / domestic partngrghoof, proof of
Changes birth, proof of death, name changes forms, etd lmtmembers as
well as for ex-spouses, spouses, dependents dretieficiaries.
302.042 | Member | The PAS will provide the capability to track statfsmailings; for 2
Information | example, in case a member changed status and bod&atirement
Changes Coordinator for follow-up at pre-defined intervéds disposition
forms.
302.043 | Member | The PAS will provide the capability for online \w@ditions and 2
Information | checklists — the system must have certain validgiimints — e.g.:
Changes
» Name Change: Prompt users whether they receivezkpro
documentation and what type of document they reckiif no
documentation was received, generate automated|é&tren to
send to member to provide proof and update beaefidorm.
e Post-Retirement Spouse: Prompt user to check foriage
certificate and other proof as well as to requeBhvarce decree
for previous spouse. Potentially generate autonfateul letter
to request divorce decree.
» Validation of email addresses / addresses: makethat address
patterns look correct.
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4.4.303 Payroll Import and Processing

Currently FCERA gets a payroll interface file ofdgm the County of Fresno. Other plan
sponsors send data in Excel spreadsheets from whiehis manually entered in
PENSIONS.

PAS Role Name Definition
ITSD The county entity that is in charge of pro@egshe county payroll. This entity
creates the payroll interface and has the filelalld on the network for
FCERA on a bi-weekly basis.

Systems and Procedures The person at FCERA that is responsible for thesjpensystem and the bi-

Analyst weekly processing of the payroll interface.
Systems and Procedures The person at FCERA that is responsible for validgthe information for
Analyst each member and insuring that the pension systé&eptsup-to-date and

accurate for the members via the interface. Alspaasible for
communicating with County payroll on any issued e discovered.
Retirement Coordinator | The person at FCERA who receives (picks up) thegtklyard copy reports
Supervisor and distributes them to the Retirement Coordingpr

Accounting Staff The persons at FCERA who are resitde for validating the dollar amounts
for the payroll and comparing the sum of dollardfmminterface with the
amount of funds in GL.

ITSD The person to contact if there is a technigslle with the interface file
Payroll Office The person to contact if there idada issue with the information coming
across the interface.

Term Definition

PeopleSoft Fresno County Human Resources Payiwl Clounty payroll systemn
from which all demographic, status, service, conspéon or earnings
and contribution information originates for the @oumembers in the
FCERA Retirement System.

PENSIONS Retirement Database System. This datab#se primary source of
current and historical data used by FCERA. It cmistaurrent
information on Active and Deferred members. Anyar® retired or
terminated after 1998 has full history in Pensidtrsor to 1998, only
the information needed to recalculate final compéaon is available.
Payday week The week of Payday for County emplayees

Interface The file(s) that contain the data thateésded to update the FCERA
Retirement System (PENSIONS).

PSBiweekly —County active member demographic and payroll
information

Deduction Register— Retirement deduction detail for each county
active member.
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Term Definition
Pay Cycle A series of processes and steps thatquéred to process interface

files. There are manual and automated steps taeBENSIONS ang
create a variety of reports. Pay cycle includeskiyediweekly, semi-
monthly and monthly.

Payroll reports Batch reports — PENSIONS generated reports or Activeforts that
are used to catch any errors or discrepanciesgltimamimport
process.

PeopleSoftreports — Values from the current payroll using tounty
interface file as the source of data, includingltdbllars paid on the
payroll.

Manual reports — Reports that are created manually tpatiand
reconcile the payroll process.

Exception The term for a validation failure, warmior notice in the PAS
system. These need to be tracked and remediatectelmdsting to the
PAS system.

Discrepancy A difference in the expected contritmutamount for a member and

the amount actually deducted from their paycheaa &pply to
employee contributions or employer contributions.

4 Process Overview

4.1 Process Scope

The scope of the process starts from the poinhatiwiTSD places the interface file on
County’s shared drive. This process includes inigaonciliation of the file and the
import process. After the import process is congaePENSIONS generates activity
reports for all known issues that need to be resblfhe end of this process is open-
ended in the sense that even though all “knownidsshave been resolved; occasionally
issues are discovered at a later date and thelvedso

4.2 Process Flow

4.2.1Steps in the Process

Pay periods end on Sundays. Interface file is albgllate afternoon or after hours on
Friday of the week after the end of a pay perigédt&ns and Procedures Analyst is
responsible for pulling the file and importing t&IRSIONS.

1) Pull the PSBiweekly file and Deduction Register evhis used to reconcile
deductions from County shared drive.

2) Convert the Deduction Register (.txt file) to explot table to manually reconcile
any differences in employee contributions betwéendeduction register and
PSBiweekly file.

3) If any discrepancies are found, request new foenfiTSD and run the
reconciliation again.
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4) Run import in test database to confirm that thefliirmat is acceptable and the data
is good.

5) Schedule backup of Production database and véatyusers are off the system
during the backup.
6) Runimport in Production.

7) Hand off the Activity Reports generated in PENSIO$Retirement Coordinator
Supervisor to validate the data by reviewing ancudeenting reasons for variance
or discrepancy. For example, there may not be dnoagamounts available to take
full deductions and FCERA does not allow partidlezion of contributions.

8) Keep activity reports in binder for historical poges.

9) Generate Variance Report in Excel using contra@ltahd extract information from
PENSIONS for each member type and tier, and seSadipervising Account Clerk.

10) Wyatt Program Reconciliation Report is createduatrmary level to verify that the
contributions are posted to the right category, ianiced to FCERA Control Total
Summary Report.

11) Supervising Accountant reviews FCERA Control T&@&mmary Report.

12) Employer contributions are reconciled by Accourganitside of PENSIONS by
running query in PeopleSoft to calculate base ghgnal multiplying it with the
employer rate. Employer contributions for the perstould match the amount
received.

Special Districts:
