
ANNUAL STATEMENT TRAINING

Caryn Shea, Director of Audits | PERAC
February 15, 2024

Part 2 (Annual Statement)



NOTES:
 
 
 
 

2  |  PERAC 2023 ANNUAL STATEMENT TRAINING

Overview

§ Submitting your Annual Statement through PROSPER

§ Preliminary Review of Annual Statement After Submission

§ Schedule 1-7 Template

§ Some Things to Remember

§ Auditor Review of Annual Statement

§ Cash Book Updates & Reminders

Slide 2
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LLOOGGIINN
(1) Enter User Name

(2)Enter Password

(3)CLICK SSiiggnn  IInn
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Slide 5

LLAANNDD  OONN  ““HHOOMMEE””  PPAAGGEE

(1) CLICK FFiinnaannccee Tab

Slide 4

LLOOGGIINN (Cont’d)

(4)Enter Answer to Security 
Question(s)

(5) CLICK SSuubbmmiitt
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Slide 6

LLAANNDD  OONN  ““FFIINNAANNCCIIAALL  
HHOOMMEE””  PPAAGGEE

(1) CLICK on AAnnnnuuaall  
SSttaatteemmeennttss

Slide 7

LLAANNDD  OONN  ““AANNNNUUAALL  
SSTTAATTEEMMEENNTT””  PPAAGGEE

(1) CLICK on SSuubbmmiitt  AAnnnnuuaall 
SSttaatteemmeennttss
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Slide 8

SSUUBBMMIITTTTIINNGG  AAnnnnuuaall  
SSttaatteemmeenntt

(1) Select Year

(2) CLICK NNeexxtt

Slide 9

SSUUBBMMIITTTTIINNGG  AAnnnnuuaall  SSttaatteemmeenntt  
(Cont’d)

(3) CLICK AAnnnnuuaall  SSttaatteemmeenntt
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Slide 11

UUPPLLOOAADD  DDoocc((ss))  (Cont’d)

(2) CLICK BBrroowwssee

Slide 10

UUPPLLOOAADD  DDoocc((ss))

(1) CLICK AAdddd  AAttttaacchhmmeenntt
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Slide 13

UUPPLLOOAADD  DDoocc((ss))  (Cont’d)

(4)CLICK AAdddd  AAttttaacchhmmeenntt

Slide 12

UUPPLLOOAADD  DDoocc((ss))  (Cont’d)

(3) SELECT correct file
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§ You will now see the CCoommpplleettee is a GGrreeeenn Check and the AAttttaacchhmmeenntt  is there

§ Repeat same 5 STEPS for 
Other Uploads:

o Schedules 1-7 (Please 
download and use 
template)

o Supplemental Schedule

o Accounting Close Interest

o Investors and Consultants 
(IF APPLICABLE)

o Other Docs (IF APPLICABLE)

SSlliiddee  15

Slide 14

UUPPLLOOAADD  DDoocc((ss))  (Cont’d)

(5)CLICK CClloossee
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§ Once ALL Required 
Documents are 
uploaded, reach out to 
the Board Members for 
certification.

Slide 17

UUppllooaadd  RRuulleess

§ RREEQQUUIIRREEDD  DDOOCCSS
o Annual Statement (must be READABLE PDF format)
o Schedules 1-7 (must be XLSX format)
• PLEASE DOWNLOAD & USE TEMPLATE

o Supplemental Schedule (must be READABLE PDF format)
o Accounting Close Interest (must be READABLE PDF format)

§ OONNLLYY  IIFF  AAPPPPLLIICCAABBLLEE  
o Other Docs
o Investors and Consultants (must be READABLE PDF format)

Slide 16
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CCEERRTTIIFFIICCAATTIIOONN  BBYY  BBOOAARRDD  
MMEEMMBBEERRSS  (Cont’d)

(2)Board Member can GGoo  ttoo  
CChheecckklliisstt  and see what is 
actually submitted

(3)Member signs by adding name

(4)Check off Acknowledgement

(5)CLICK SSiiggnn  DDooccuummeenntt

Slide 19

Slide 18

CCEERRTTIIFFIICCAATTIIOONN  BBYY  
BBOOAARRDD  MMEEMMBBEERRSS
(1) CLICK the CCeerrttiiffiiccaattiioonn  ffoorr  

AAnnnnuuaall  SSttaatteemmeenntt Tab
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Slide 20

§ You will now see the CCoommpplleettee is 
a GGrreeeenn check once the Board 
Member signs.

§ Repeat same 5 STEPS for ALL 
Board Members who need to 
Certify Statement.

Slide 21

§ Once ALL Signatures have 
been received and 
Certification is complete, 
the Annual Statement can 
be SSuubbmmiitttteedd.
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§ Once SSuubbmmiitttteedd, you will receive a MMeessssaaggee  ooff  CCoommpplleettiioonn

Slide 22

§ You can go back to the 
FFiinnaanncciiaall HHoommee Page 
and see that the Annual 
Statement has been 
Submitted.

Slide 23
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For assistance with PROSPER, please contact us at:
617-591-8983 or PER-ProsperHelp@mass.gov

Slide 24

Preliminary Review of Annual Statement After Submission

§ What happens when your Annual Statement is submitted 
o We verify that all pdf’s are in READABLE format

o We verify that the required template was used for the Schedules

Slide 25
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Preliminary Review of Annual Statement After Submission (Cont’d)

§ What happens when the attachments are not readable, or 
the required template is not used
o Your Annual Statement is put in ‘Under Review’ status
• You will receive an email notification from PROSPER with a note stating why

o It’s back in your hands to fix and resubmit
• Make corrections and upload corrected pdf’s or spreadsheet
• Submit again - there is no need for the Board Members to sign again

Slide 26

Schedule 1-7 Template

§ Where to get it
o Download from PROSPER

§ How to use it
o Enter information into the spreadsheet

o Copy and paste information received from Custodian

o Formulas are highlighted in grey, PLEASE do not copy over them

Slide 27
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Where to Download the Schedule 1–7 Template

Slide 28

Slide 29
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Board Info
Board: Enter your full Board name here
Year: Enter Year here

Board: Adams Retirement Board
Year: 2023

Slide 30

Schedule 1

Cash Income

Book Value Total Income Reinvested/ Total Total Paid to System Interest Due

at End of Deposits Redeposited into Withdrawals Book Value Not Reinvested and Accrued

Description Previous Year this Year Account this Year Dec 31 this Year or Redeposited December 31st

-                     
-                     
-                     
-                     
-                     
-                     
-                     
-                     
-                     
-                     
-                     
-                     

Schedule Totals -$                  -$                  -$                         -$                -$                    -$                     -$                  

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023

Schedule 1

Cash Account Activity During Year

Slide 31
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Schedule 2A

Market Value Change in Interest Interest Due
Maturity Dec 31st Market Value Received and Accrued

Fund CUSIP Description Rate Date Par Value Price Current Year Increase/Decrease During Year Dec 31st

Schedule Totals -$                  -$                       -$                  -$                

Schedule 2A
Short Term Securities Owned at End of Year

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023

Slide 32

Schedule 2B

Cost Excluding 
Maturity Date Acquired Commissions Paid Accrued Interest, but

Fund CUSIP Description Rate Date Par Value (Trade Date) Name of Broker Paid Accrued Interest Including Commissions

Schedule Totals -$                          -$                              -$                                                 

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 2B

Short Term Securities Purchased During Year

Slide 33
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Schedule 2C

Interest

Maturity Date Sold Commissions Proceeds Book Profit/Loss Received

Fund CUSIP Description Rate Date Par Value (Trade Date) Name of Broker Paid from Sale Value on Sale During Year

Schedule Totals -$                -$              -$                -$            -$              

Total Profit 0.00

Total Loss 0.00

Schedule 2C

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023

Short Term Securities Sold During Year

Slide 34

Schedule 3A

Change in Interest Interest Due

Maturity Market Value Market Value Received and Accrued

Fund CUSIP Description Rate Date Par Value Price at End of Year Increase/Decrease During Year at Year End

Schedule Totals -$                  -$                       -$                  -$                

Total Increase 0.00

Total Decrease 0.00

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023

Schedule 3A

Fixed Income Securities Owned at End of Year

Slide 35



NOTES:
 
 
 
 

PERAC 2023 ANNUAL STATEMENT TRAINING  |  19

Schedule 3B

Cost Excluding 
Maturity Date Acquired Commissions Paid Accrued Interest, but

Fund CUSIP Description Rate Date Par Value (Trade Date) Name of Broker Paid Accrued Interest Including Commissions

Schedule Totals -$                -$                  -$                               

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 3B

Fixed Income Securities Purchased During Year

Slide 36

Schedule 3C

Interest

Maturity Date Sold Commissions Proceeds Book Profit/Loss Received

Fund CUSIP Description Rate Date Par Value (Trade Date) Name of Broker Paid from Sale Value on Sale During Year

Schedule Totals -$                -$              -$                -$            -$            

Total Profit 0.00

Total Loss 0.00

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023

Schedule 3C

Fixed Income Securities Sold During Year

Slide 37
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Schedule 4A

Change in Dividends
Price Market Value Market Value Received

Fund CUSIP Description Shares Per Share at End of Year Increase/Decrease During Year

Schedule Totals -$                    -$                       -$                  

Total Increase 0.00
Total Decrease 0.00

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 4A

Equities Owned at End of Year

Slide 38

Schedule 4B

Cost to System
Date Acquired Commissions Including Commissions

Fund CUSIP Description Shares (Trade Date) Name of Broker Paid and Fees

Schedule Totals -$                -$                               

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 4B

Equites Purchased During Year

Slide 39
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Schedule 4C

Dividends

Date Sold Commissions Proceeds Book Profit/Loss Received

Fund CUSIP Description Shares (Trade Date) Name of Broker Paid from Sale Value on Sale During Year

Schedule Totals -$                -$              -$                 -$              -$              

Total Profit 0.00

Total Loss 0.00

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023

Schedule 4C

Equites Sold During Year

Slide 40

Schedule 5

PERAC Market Value Total Reinvested #4884 #4885 #4886 #4887 Total Sales Cash Dividends/ Fees Paid Market Value
Ledger at End of Purchases Investment Realized Realized Unrealized Unrealized Redemptions Distributions (Including accts - Market Value Updated 
Number Descrption Previous Year this Year Income Gain Loss Gain Loss this Year this Year 4701, 4702, 4703) at End of Year Through

-                            
-                            
-                            
-                            
-                            
-                            
-                            
-                            
-                            
-                            
-                            
-                            
-                            
-                            

Schedule Totals -$                -$                 -$           -$                   -$                   -$                   -$                   -$                   -$                   -$                     -$                 

NOTE:  If you have more than one manager in any ledger account number, please add a row for that account number's subtotal and adjust the schedule total formula.

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 5

Pooled Fund Activity During Year

Slide 41
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Schedule 6

Current Interest Due and Paid Accrued Commissions Investment

Market Accrued as of Interest on Purchases Paid During #4886 #4887 #4884 #4885 Income Received

Category of Investment Value Dec 31, 2023 in Current Year Current Year Unrealized Gains Unrealized Losses Realized Gains Realized Losses During Year

Cash

Individually Owned Short term securities

Fixed Income Securities

Equities

Pooled Short Term Funds

Pooled Domestic Equity Funds

Pooled International Equity Funds

Pooled Global Equity Funds

Pooled Domestic Fixed Income Funds

Pooled International Fixed Income Funds

Pooled Global Fixed Income Funds

Pooled Alternative Investments/ Private Equity

Pooled Real Estate Funds

Pooled Domestic Balanced Fund

Pooled International Balanced Funds

Hedge Funds

PRIT Cash Fund

PRIT Core Fund

Schedule Totals -$                  -$                          -$                            -$                 -$                        -$                          -$                     -$                      -$                    

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023

Summary of Investments Owned

Schedule 6

Slide 42

Schedule 7

Accrued Total Paid Market Value *Payment #4701 #4702 #4703

Payable at or Accrued as of Method Carried Interest Equalization Miscellaneous

Manager/Vendor-All Managers/Vendors Must be Listed Q1 Q2 Q3 Q4 Year End in 2023 12/31/2023 (N, C, W) Expense Expense Expense

5304 Management Fees:

 Enter name of manager here -                                           

-                                           

-                                           

-                                           

-                                           

-                                           

-                                           

-                                           

-                                           

-                                           

-                                           

-                                           

-                                           

5304 Management Fees Total -$                -$                -$                -$                  -$                  -$                                         -$                                               -$                  -$               -$                

5305 Custodial Fees:

 Enter name of custodian here -                                           

-                                           

-                                           

5305 Custodial Fees Total -$                -$                -$                -$                  -$                  -$                                         

5307 Investment Consultant/OCIO Fees:

 Enter name of consultant here -                                           

-                                           

-                                           

5307 Investment Consultant/OCIO Fees Total -$                -$                -$                -$                  -$                  -$                                         

Total Investment Related Fees and Expenses -$                -$                -$                -$                  -$                  -$                                         -$                  -$               -$                

*N=Net/C=Check/W=Wire

Schedule 7

Summary of Investment Related Fees

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023

Slide 43
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Some Things to Remember

§ Annual Statement due May 1

§ Contact us if you need an extension

§ All 5 Board Members must Certify the Annual Statement in 
PROSPER
o If you have less than 5 Board Members contact us to override

Slide 44

Auditor Review of Annual Statement 

§ Reviewed for consistency and completeness 

§ Annual Statement in ‘Under Review’ status
o Questions/Comments will be added by the Auditor in the Notes section 

o An email is also sent with the Questions/Comments included 

o Corrections should be made, and answers can be added in the 
Notes section 

o Submit again - there is no need for the Board Members to sign again

Slide 45
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Cash Book Updates & Reminders

§ Submitting Late Cash Books – Reports can be uploaded to 
the Prosper generated Submission. Do not try to create a 
new submission.
o Prosper automatically creates a submission (if one has not been 

created yet) by due date for that month. The auto-generated 
submission will show up under “Late” the day after due date.

Slide 46

Cash Book Updates & Reminders

§ Additional Documents section – Now both .PDF and Excel files can 
be uploaded to this section. Multiple files can be added here.

§ December Reporting:
o Please be sure to upload Pre-Close reporting. Can include Post-close TB 

and GL under the Additional Documents section or in the Other Docs 
section in the Annual Statement submission.

o Reminder (PTG users): Save a pre-close AJE report before running closing 
entries.

Slide 47
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Questions?

Slide 48
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COMMONWEALTH OF MASSACHUSETTS
Public Employee Retirement Administration Commission
Five Middlesex Avenue, Suite 304 | Somerville, MA 02145
Phone:  617-666-4446  |  Fax:  617-628-4002
TTY:  617-591-8917  |  Web:  www.mass.gov/perac
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