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ANNUAL STATEMENT TRAINING

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

Part 2 (Annual Statement)



Overview

Schedule 1-7 Template

Auditor Review of Annual

® Submitting your Annual Statement through PROSPER

“ Preliminary Review of Annual Statement After Submission

Some Things to Remember

Statement

Cash Book Updates & Reminders
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Slide 2

LOGIN

(1) Enter User Name

I

(2)Enter Password

PROSPER Massachusetts Qupllc gmp[oyee o
Retirement Administration Commission

User Name
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1>

Password (Case-sensitive

(3)CLICK Sign In —_— ]

Accessibility Policy Site Policies Contact Us

NOTES:

Forgot Password?

Slide 3
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LOGIN (Cont’d)

(4)Enter Answer to Security

Question(s)

(5) CLICK Submit
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T~

PROSPER Ma;sachusetts Eupl:c gmployee -
Retirement Administration Commission

Security Question

Question
What is the street number of the house you grew up in?

Answer”

|
- — =

Slide 4

LAND ON “HOME” PAGE
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(1) CLICK Finance Tab

A\ Certificate error https //prosp-web01-qa.perac.state.com £070/BoardPortal/Index
ts Public Employ
Tasks
Disability Transmittal Action PERAC Memos
Request for 84 24 (6 Ordinary)
Memo #12/2050 Memo #1/2050
CME Suspension Reinstatement 2050 2050
for 67 12 Republic Test
CME Suspension Reinstatement
for 56 M 87
Memo #32609.1 Memo #2022-#2
CME Suspension Reinstatement 2022 2022
for 28 14 New Memo > Appr... St#35059
CME Suspension Reinstatement
for6L51
Memo #17/2022 Memo #14/2022
2022 2022
y Retirem.. p Judicial...
Notifications (Last go Days)
11/30/2022
Disability Transmittal Complete I Memo #13/2022 I Memo #12/2022 I
i

NOTES:
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5] PROSPER - Board Porta X

59

< 2 O @ | A Cetiicate error b01 dPortal/Finance/AnnualStatement o= L

Massachusetts Public Employee Retirement Administration Commission Hello, Board Memberig21 Esq Sign Out

LAND ON “FINANCIAL A [
HOME” PAGE

Annual
Statements

Submit

Annual
Statements

(1) CLICK on Annual

stc te men t S Yearly Annual Statements
Period Created Submitted Status Completed Submission #
Jan 2022 01/05/2023 No Response 1
Jan 2021 01/05/2023 No Response 1
Jan 2020 01/04/2023 01/05/2023 Submitted 2
Jan 2020 01/04/2023 No Response 3
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53 PROSPER - Board Porta X

A Centificate error https:

prosp-web01-qa perac state.com 8070/BoardPortal Finance/AnnualStatement

husetts Public Employee Retirement Administration Commission

Refinements

Financial Home

LAND ON “ANNUAL
STATEMENT” PAGE

Cash Books

Annual
Statements Submit
' Annual

Statements

. Yearly Annual Statements
(1) CLICK on Submit Annual
Period Created Submitted Status
Statements
Jan 2022 01/05/2023 No Response
Jan 2021 01/05/2023 No Response
Jan 2020 01/04/2023 01/05/2023 Submitted
Jan 2020 01/04/2023 No Response

Slide 7

NOTES:
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SUBMITTING Annual
Statement

Annual Statements Submission

Period Selection

(1) Select Year

Ve — T - |
\

(2) CLICK Next

Slide 8
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SUBMITTING Annual Statement

(Cont’d)
(3) CLICK Annual Statement el Sistement Bocuments
\ Forms Complete Attachments
[~ Annual Statement Finance Admin °
Schedules 17 Finance Admin Download Template (-]
Supplement Schedule Finance Admin °
Accounting Close Interest Finance Admin °
Investors and Consultants Finance Admin
Other Docs Finance Admin

NOTES:

PERAC 2023 ANNUAL STATEMENT TRAINING | 5
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Document Upload

UPLOAD Doc(s)

(1) CLICK Add Attachment

Annual Statement (Please Attach)

No attachments uploaded.

Add Attachment

Slide 10

a8 8B 88 8
20 S 85 8 EEEs

No file selected

No attachments uploaded.

UPLOAD Doc(s) (contd)
(2) CLICK Browse

Add Attachment

Slide 11

NOTES:
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> This PC > Documents > v O Search Docum:

v folder

UPLOAD Doc(s) (contd) -

Pt [5) Annual Statement EXAMPLE pdf 1/6/2023 11:56 AM
(3) SELECT correct filem————" | & snmoomnisen ey
Annual Statement EXAMPLE xlsx
i TimeOffdsx
Functions Assigned xis
Larkin.docx
Boardsxlsx
COLA Bases for Dan B.-prosper (1)xlsx
COLA 3% for Dan B.-prosper (1)xdsx
i Benefits Planning Overview.dsx
[5) COLA & COLA BASE Information.pdf
Q1% Class Listdsx
[® Calculations - Member Survivor NON Spouse.pdf
@ MPR - Medical Panel Request Forms, tracking c...
v @ Infodocx

Type Size

Adobe Acrobat Docu. 172 KB

1/6 AM M ford Doc

File name: |Annual Statement EXAMPLE pdf v | A files (1)

Slide 12
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UPLOAD Doc(s) (cont'd)

(4)CLICK Add Attachment Attachment Upload ©

Annth EXAMPLE pdf
\
Add Attachment

Slide 13

NOTES:
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UPLOAD Doc(s) (Cont'd) Document Upload
(5)CLICK Close

Annual Statement (Please Attach)

Annual Statement EXAMPLE pdf E Remove

oo

Slide 14
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“ You will now see the Complete is a Green Check and the Attachment is there

* Repeat same 5 STEPS for \
Other Uploads:

Annual Statement Documents

o Schedules 1-7 (Please —_ complete Attachments
download and use

Schedules 1-7 Finance Admin O S 1

o Supplemental Schedule &

. Supplement Schedule Finance Admin 6 E 1

o Accounting Close Interest
Accounting Close Interest Finance Admin 0 ﬁ 1

© InVeStorS Qnd Consu Ita ntS Investors and Consultants Finance Admin

(IF APPLICABLE)
Other Docs Finance Admin
——

o Other Docs (IF APPLICABLE)

NOTES:
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Upload Rules

" REQUIRED DOCS
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)

" ONLY IF APPLICABLE
o Other Docs
o Investors and Consultants (must be READABLE PDF format)
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[ PROSPER - Board Porta X

“ Once ALL Required L e T—
Documents are
uploaded, reach out to .
the Board Members for . e
certification. . F— ©

Schedules 1-7 Finance Admin

Supplement Schedule Finance Admin

Accounting Close Interest Finance Admin

Investors and Consultants Finance Admin

NOTES:
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@ UnifiedAcc X | | PROSPER- X | | PROSPER X | | PROSPER- X | | PROSPER X | | ' PROSPER X | | PROSPER X |  PROSPER X v - 8 X

CERTIFICATION BY ¢ > 0 (ol s aa

B O A RD M E M B E R S wblic Empl PO Hello, berdodo  Signout
Certification for Member PERAC Memos Q All Years v
(1) CLICK the Certification for ® Lo o
oy Accidental) Memo #12/2050 Memo #1/2050 Memo #5T35103 Memo #35059-1
Certification for Member 2050 2050 2022 2022
Annual Statement Tab Dissbilty Transmital for 30 26 (6 Reputlic Test e tot Testing 35050
Ordinary)
Certification for Member
Disability Transmittal for 54 F 74
(6 Ordinary) Memo #32609.1 Memo #2022-#2 Memo #2022-#2 Memo #2022-#2
Certification for Member 2022 2022 2022 2022
Disability Transmittal for New Memo > Appro... St#35059 St#35059 St#35059
AutoMPR McTest2000 (6.
Certification for Annual
Statement
Memo #17/2022 Memo #14/2022 Memo #14/2022 Memo #13/2022
2022 2022 2022 2022
Mandatory Retirem... Supreme Judicial C... Supreme Judicial C... 2021 Salary Verifica..
Notifications (Last 9o Days)
Memo #13/2022 | Memo #12/2022 Memo #12/2022 Memo #QA#1
hitps://prosp- BoRR. Soncs 2022 2022
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@ Unified Acc X | | PROSPER- X | | PROSPER X | | PROSPER X | | PROSPER X | | PROSPER X | |  PROSPER X PROSPER - X 4 v - o X

CERTIFICATION BY BOARD |« ¢ svocis 2w 02
s Public Employee Reti
bl
MEMBERS (cont'd)
claims thereon, except as stated, and the following with the schedules and therein
Certification for Member contained. annexed, or referred to, are a full and correct exhibit of all the assets. liabilities. income and

(2) Bo a rd M em be r can G [o) to E‘S“Z‘“‘V T\?“““““‘ for548(7 disbursements, changes in fund balances, and of the conditions and affairs of the said retirement system on
. \ccidental

the said thirty-first day of December last, and for the year ended on that date, according to the best of my

ont Administration Commission
‘oMcial board member of said fetirement system. and t y Y
herein-described assets were the absolute property of said retirement system, free and clear from any liens or

. . Certification for Member and belief,
Checkllst qnd see Whot IS Disability Transmittal for 39 26 (6
_ — Retirement Board: State
H = Certification for MembeT ———— Name:
actually submitted I —
_ (6 Ordinary)
. . . Certification for Member Bye«xe::;gl myna,me.creckmg(zend X ; % G LT ll&:ebuklmns\,;d y penalty of
(3)Member signs by adding name—-=& e o o
Certification for Annual Board I |:| IMembe,sg‘w |
Statement

‘The electronic signature must match the name Board Member8940

= i igning this form*

(4)Check off Acknowledgement
(5)CLICK Sign Document

Notifications (Last 9o Days)

10 | PERAC 2023 ANNUAL STATEMENT TRAINING
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1 Yo uw i I | now see the Co m p I ete is S— us.:«us Public Employee Retirement »“Adm\ml\on Hello, Boarc
a Green check once the Board
M em be r Sig ns. Accounting Close Interest Finance Admin (v)
Investors and Consultants Finance Admin O
" Repeat same 5 STEPS for ALL v
B r M m r Wh n Other Docs Finance Admin
oa .d € be S ° eed to Retirement Board Member Certification (V)
Certify Statement.
Board Member20357 O
I Board Member21990 ) I
Board Member8g40 O
Board M Member3760, Esq O
Board B Member7990 o
Slide 20
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u Once ALL Signdtu reS hCIVG Retirement Board Member Certification
been received and
Certification is complete,

Board M Member3760, Esq

Board B Member7990
the Annual Statement can
R Board Member8940
be Submitted. |
Board Member20357

00000!

Board Member21990

NOTES:

PERAC 2023 ANNUAL STATEMENT TRAINING | 11
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“ Once Submitted, you will receive a Message of Completion

Q COMPLETE: Annual Statement checklist has been successfully submitted to PERAC.

Slide 22

“ You can go back to the

8 8 88 8
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Financial Home

R . Submit
Financial Home Page ol
and see that the Annual
Statement has been T
S u b m itt e d Period Created Submitted Status Completed Submission #
.
2024 02/03/2023 02/03/2023 Submitted 1
2023 02/03/2023 02/03/2023 Submitted 1
‘ 2022 02/03/2023 02/03/2023 Submitted 1
2021 02/07/2023 02/07/2023 Submitted 4
P O e PN, e taibban
Slide 23
NOTES:
.
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PERAC

PROSPER»

For assistance with PROSPER, please contact us at:
0617-591-8983 or PER-ProsperHelp@mass.gov

Slide 24
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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

NOTES:

PERAC 2023 ANNUAL STATEMENT TRAINING | 13
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Preliminary Review of Annual Statement After Submission (contd)

" 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
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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

NOTES:
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Where to Download the Schedule 1-7 Template

‘ ~ @ Unified Access Portal - CGI X | @ Mail - kistybotchelder@cgico. X | J Untitled query - Boards X | PROSPER - Boord Portal x o+ - o x l
<« > C © Notsecure  hitps//10.3.1.68: aQ o 2 H
@ Unified Access Lte @ CGI - OneDrive |- PROSPERQAB070 |- PROSPER QA 8090 ) DEVOps [ MyHealth Online @2 Mail - kristybatchel |- PROSPER - Retiree. €O All Bookmarks

Refinements.

Cash Bocks

Annual
Staterments
mestment
Manager
Staterments

Pariod - Submezed Stanus Complatod Submission

2023 e2/01/2020 Not Vet Sutmitted

Withdrawn Yearly Annuat Statement

Period Crestod Submesed Sebmizzion

Slide 28
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‘ v @ uUnified Access Portal - CGI X | @ Mail - kristy.botchelder@cgico. X | GJ Untitled query - Boards X | PROSPER - Boord Portal x 4+ = o X l
€ > C  ©Notsecure hitps//10.3.1.68:807 ance/Anni hecklist/993977 Qa w O & :
@ Unified Access Lite @ CGI - OneDrive |- PROSPERQAB070 |- PROSPERQAB090  (QJ DEVOps B MyHealth Online @2 Mail - kristybatch |- PROSPER - Retiree. O ANl Bockmarks

PERAC 2023 ANNUAL STATEMENT TRAINING | 15
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Board Info
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_

Board: Enter your full Board name here Board: Adams Retirement Board
Year: Enter Year here Year: 2023

Slide 30
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Schedule 1

20 S 85 8 EEEs

B

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 1
Cash Account Activity During Year
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 D 31st
Schedule Totals $ - $ = $ -8 = $ = $ = $ =

Slide 31

NOTES:
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Schedule 2A

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 2A
Short Term Securities Owned at End of Year

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 $ - $ = $ = $ =

Slide 32
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Schedule 2B

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 2B
Short Term Securities Purchased During Year

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 $ -3 - $ =

NOTES:

PERAC 2023 ANNUAL STATEMENT TRAINING | 17



Schedule 2C
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Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 2C
Short Term Securities Sold During Year
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 $ ° $ =l $ $ - $ -

Total Profit 0.00

Total Loss 0.00

Slide 34

Schedule 3A

8 8 88 8
20 S 85 8 EEEs

Fund CusIP

Description

Schedule Totals

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 3A
Fixed Income Securities Owned at End of Year
Change in Interest Interest Due
Maturity Market Value Market Value Received and Accrued
Rate Date Par Value Price at End of Year Increase/Decrease During Year at Year End
$ o $ o $ = $ o
Total Increase 0.00
Total Decrease 0.00

Slide 3.

NOTES:
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Schedule 3B
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Cost Excluding
Maturity Date Acquired Paid Accrued Interest, but
Fund CUsIP Description Rate Date Par Value (Trade Date) Name of Broker Accrued Interest _Including Commissions

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 3B
Fixed Income Securities Purchased During Year

Schedule Totals

Slide 36

Schedule 3C
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Interest
Maturity Date Sold Commissions Proceeds Book Profit/Loss Received
Fund CUsIP Rate Date Par Value (Trade Date) Name of Broker Paid from Sale Value on Sale During Year

Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 3C
Fixed Income Securities Sold During Year

Schedule Totals

$ - $ - $ - S - $ =
Total Profit 0.00
Total Loss 0.00

NOTES:

PERAC 2023 ANNUAL STATEMENT TRAINING | 19
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Schedule 4A

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

Slide 38
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Schedule 4B

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

Cost to System
Date Acquired Commissions Including Commissions
Fund CUsIP Description Shares (Trade Date) Name of Broker Paid and Fees

Schedule Totals $ - $ -

NOTES:

20 | PERAC 2023 ANNUAL STATEMENT TRAINING



Schedule 4C
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Annual Statement of the Adams Retirement Board for the Year Ended December 31, 2023
Schedule 4C
Equites Sold During Year
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 $ -8 = $ o $ -3 ]

Total Profit 0.00

Total Loss 0.00

Slide 40

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

PERAC Market Value Reinvested #4884 #4885 #4886 #4887 Total Sales Cash Dividends/ Fees Paid Market Value

Ledger at End of Investment Realized Realized i i i istributic (Including accts - Market Value Updated

Number i Previous 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.

Slide 41

NOTES:

PERAC 2023 ANNUAL STATEMENT TRAINING | 21
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‘Scheduie 6
‘Summary of Investments Owned

Current Iterest Due and Paid Accrued  Commissions.
Market Accrued as Iterest on Purchases ing
of Investment Value Dec 31, 2023 in Current Year ___Current Year

wasse waser

wasta
Reslized Gains

cash
Indivicually Owned Short term securties

Fixed Income Securiies

Eauties

Pocled Short Term Funcs

Poled Domestc Eauy Funds

Pooied ntmatonsl Equty Funds

Pooied Global Equiy Funds

Pocled Domestic Fixed Income Funds

Pocled intemationai Fixed Income Funds
Pocled Gibal Fixed Incame Funds

Pocled Atemative Investments! Prvate Equity
Pocled Real Estate Funds

Pocled Domesti Balanced Fund

Pocled Inematonal Baanced Funds

Hodge Funds

PRI Cash Fund

PRIT Core Fund

‘Schedule Toal s e g P = —

Slide 42

Schedule 7
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“Arval “Adams.
Summary of Investment Rolated Foos
Accrued Total Paid Market Vaiue “Payment
Payablo at or Accrued as of Mathod  Carri
at @ @ Qs Yoar End in2023 13112023 ncw

5304 Managoment Foes:

Enter name of manager here

5304 Management Feos Total s s s g = s

5305 Custodial Fees:

Enter name of custodian here.

5305 Custodial Foos Total s s s s — s — s

5307 Investment ConsultantOCIO Fees:

Enter name of consulant here

5307 Investment ConsultanyOCIO Fees Total s s s - = s = s

Total nd £ s s s s ~ s - s

“N=NetiC=Check/W=Wire

Slide 43

NOTES:
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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
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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

NOTES:

PERAC 2023 ANNUAL STATEMENT TRAINING | 23
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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.

r —
Cashbooks .
Submissions Cl’ei\led Lalle Subr:ltted

Slide 46
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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

NOTES:
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Questions?

il
_Haes

NOTES:
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NOTES:
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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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