ADMINISTRATION GUIDE

Instructions for Accepting Rollovers

If the Plan allows, a Participant may “rollover” funds from another qualified
plan into his/her current Plan. These funds will be invested in the same funds
that the Participant has chosen. Participants typically consolidate retirement
plan monies to simplify investment research and to move old retirement
assets into new superior funds. This can be done at any time at the
Employee’s election. It is important to understand that this form is for current
employees wanting to transfer funds to the current plan — this is not for former
employees to transfer funds. Use Distribution forms for former employees.

The Participant must complete an “Inbound Rollover Certification” and
“Instructions to the Prior Trustee” and forward these along to the former
employer, who will forward them to the Trustee of the prior plan. A copy of
the completed documents should be sent to Benefit Planning.

The prior Trustee will mail the Participant's rollover check to the new
employer/Trustee, who will deposit the monies in the Plan.
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INSTRUCTIONS TO PRIOR TRUSTEE FOR
ROLLOVER OF PARTICIPANT DISTRIBUTION

PARTICIPANT NAME: SS#

ADDRESS:

These Instructions acknowledge that the Trustee of the (name of new plan)

is prepared to accept a direct
Trustee-to-Trustee rollover of any distributions eligible for rollover treatment due to the
individual named above from any tax qualified retirement plan.

Funds may be transferred by check only. Please make checks payable to

Name of New Plan

" fbo [PARTICIPANT'S NAME]"
and mail such check to:

Trustee (or Employer):
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