Policy 6710

Electronic Information Access and Use Policy
A major goal of the Bloomfield Hills School District is to prepare today’s students and staff for life in the
21st century and to insure a technologically literate citizenry and a globally competitive work force. It is
the policy of the district’s Board of Education to provide students, staff, volunteers and other
authorized users access to the district’s technology resources, including its computers and network
resources, in a manner that encourages responsible use.
The District encourages and strongly promotes the use of electronic information technologies in
educational endeavors. The District provides access to information resources in a variety of electronic
formats and for the development of information management skills, including the skill of discerning
the validity and value of such information. Together, these allow learners to access current and
relevant resources, provide the opportunity to communicate in a technologically rich environment, and
assist them to become responsible, self-directed, life-long learners.
The District, however, expects the staff and students to conform to ethical and legal standards in the
use of technology and to demonstrate knowledge and responsibility in the use of resources, processes
and systems of technology. All users of Bloomfield Hills Schools technology will comply with the terms
of Regulation 6710.1 which governs the use of such technology.
It is also the policy of the Board to comply with the Children’s Internet Protection Act (CIPA). As
required by CIPA, the Board directs the district’s administration to monitor minors’ online activities and
use technology protection measures to block adult and minors’ access to visual depictions that are
obscene, that constitute child pornography or that are “harmful to minors” when using district
computers with Internet access. The term “harmful to minors” means any picture, image, graphic
image file or other visual depiction that (1) taken as whole and with respect to minors, appeals to a
prurient interest in nudity, sex or excretion; (2) depicts, describes or represents, in a patently offensive
way with respect to what is suitable for minors, an actual or simulated sexual act or sexual contact,
actual or simulated normal or perverted sexual acts, or a lewd exhibition of the genitals; and (3) taken
as a while, lacks serious literary, artistic, political or scientific value as to minors. The technology
protection measures may be disabled by an authorized staff member, during adult use, to enable
access to bona fide research or for other lawful purposes. Furthermore, the district will:

1. Educate minors about appropriate online behavior, including interacting with other people on
social networking websites and in chat rooms and cyberbulllying awareness and response.
2. Restrict minors’ access to materials that are inappropriate for minors.
3. Prohibit unauthorized access, including so-called “hacking,” and other unlawful activities by
minors online.
4. Prohibit the unauthorized disclosure, use and dissemination or personal identification
information regarding minors.
5. Encourage the safety and security of minors when using electronic mail, chat rooms, and other
forms of direct electronic communication.
Approved 3/4/97
Revised & Adopted: 6/21/12

Regulation 6710.1

Electronic Information Access and Use Regulation
All users of Bloomfield Hills Schools technology will comply with the terms of this regulation governing
the use of such technology.
Users
All account holders on the District network are users and will be granted access to all network services
upon receipt by the system administrator of acknowledgment of the policies set forth in this Electronic
Information Access and Use Policy in the attached form. The following people may hold accounts on
the District network:
a. Students. Students who are currently enrolled in the District may be assigned a
network account upon agreement to the terms of this Electronic Information
Access and Use Policy.
b. Faculty and Staff. Current employees of the District may be assigned a network
account upon agreement to the terms of the Electronic Information Access and
Use Policy.
c. Others. Anyone may request assignment of a special account on the District
network. These requests will be considered on a case-by-case basis, which will
take into account need and resource availability.
District Rights and Responsibilities
The District is responsible for the management of the structure, hardware and software1 used by the
District to allow access to information technologies for educational purposes. These include:
a. Assigning and removing user accounts.
b. Maintaining and repairing District equipment. 2
c. Selecting software for the network.
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Software@ means computer programs in any form and related print and non-print resources.

District equipment includes, but is not limited to, computers, disk drives, printers, scanners,
networks, Internet sites, software, video and audio recorders, cameras, photocopiers and facsimile
machines, phones and e-mail accounts and related electronic resources.

d. Establishing this Electronic Information Access and Use Policy.
e. Providing resources to support the District=s goals, and
f. Providing training opportunities for use and application of information
technologies, including training and information on new technologies,
software and media as they are acquired and put into use in the District.
The District has the right to review and edit all publicly posted material and may remove any
content that it finds to be objectionable or not in support of the District’s goals. Nevertheless,
because the District cannot comprehensively monitor the content of the equipment, the District
is not responsible for unauthorized actions or resources.
The District does not warrant that the equipment meets any specific requirements or that it will
be error free. The District hereby disclaims liability for any direct, indirect, incidental or
consequential damages, including lost data, information, or time, sustained or incurred in
connection with the use operation, or inability to use the equipment. The District shall have no
liability for any cause or action or other claim arising from the use of the equipment, whether
from authorized or unauthorized uses.
Rights of Users
The use of the District equipment is a privilege which may be revoked by the District pursuant
to this Electronic Information Access and Use Policy.
Users have the right:
a. To use authorized equipment for which they have received training to
facilitate learning and to enhance educational information exchange, and
b. To use the authorized equipment to access information from outside
resources that facilitates learning and enhances educational information
exchange.
Users have the conditional right to subscribe to Internet listservs and news groups that facilitate
learning and enhance educational information.
Responsibilities of Users
Users are responsible for:
a. Using the equipment only for facilitating learning and enhancing
educational information exchange consistent with the goals of the
District. Use of the equipment for private business, product

advertisement, political lobbying, unauthorized entry into other
computer systems, or for making any financial commitments is strictly
prohibited.
b. Attending appropriate training sessions in the use and care of the
equipment.
c. Adhering to rules established from time to time by the District for the use
of the equipment.
d. Observing and maintaining privacy of passwords.
e. Using only approved, contamination-free software that is properly
purchased. Users are advised that unauthorized use of software may
violate the copyright laws of the United States, that they are strictly
prohibited from using any software in connection with District equipment
unless such use is authorized by the copyright owner and such
authorization is fully documented in accordance with standards
established from time to time by the system administrator. Users are
advised to use extreme care in the transfer of files to avoid
contamination of the system with viruses and that they will be held
responsible for damages to the equipment resulting from inappropriate
transfer of files.
f. Obtaining the approval of the system administrator prior to subscribing
to any listserv or news group.
g. Maintaining the integrity of the equipment, including the electronic mail
(e-mail) system, reporting violations of privacy and making only those
contacts that facilitate learning and enhance educational informational
exchange. Use of the equipment to make discriminatory or harassing
statements, vulgarities, obscenities or disparaging comments, including
the transmission of pornography, is strictly prohibited. Each user agrees
to delete diligently old mail messages from the personal mail directory to
avoid excessive use of the electronic mail disk space. Each user authorizes
the District to delete mail messages at such intervals as the District may
deem necessary or desirable from time to time, and the District shall not
be liable for any such deletion.
Privacy
Users acknowledge:

a. That there is no expectation of privacy in the use of the equipment. The
District reserves the right to retrieve and review any message composed,
sent, received or stored through the use of the equipment.
b. That all passwords and encrypted information are the property of the
District. Users may not use a password that has not been assigned to that
user by the system administrator.
c. That the District reserves all rights to material contained in the
equipment and may remove any information that the District, in its sole
discretion, deems inappropriate or unauthorized.
Consequences of Inappropriate or Unauthorized Behavior
Users are liable for all consequences, including any monetary damages, resulting from
unauthorized use of the equipment or failure to comply with this Electronic Information Access
and Use Policy.
The system administrator may, in his/her sole discretion, revoke the privileges and close the
account of any user who fails to comply with any provision of this Electronic Information Access
and Use Policy.
Users violating this Electronic Information Access and Use Policy may be subject to additional
disciplinary action in accordance with District disciplinary policies and guidelines.
Approved 3/4/97

Auxiliary Service Work Rules
The development of work rules is necessary in situations where there are large numbers of people
employed. These work rules have been established to insure that all employees understand and follow
the same general rules. It is further understood that these rules are in addition to departmental rules
already established.
These rules will be applied on a discretionary basis with management reserving the right to consider each
and any situation on its individual merits as it concerns established departmental or general guidelines
defined below.

General Regulations
Change of Address/Telephone; Reporting Absences; Voluntary Quit
Change of Address or Telephone: The employee shall keep the district informed of his/her current
address and phone number. Any change of address or phone number must be immediately reported to
the Human Resources department and the employee’s own department.
Reporting Absences: When absence is unexpected, as in the case of sickness or injury, the employee is
required to personally and immediately contact his/her department office and indicate when he/she will
return to work. This contact shall be made on a timely basis, within guidelines established by each
department. When an employee is absent with an illness more than five days, the employee must
contact the Benefits Department in order to meet all requirements for return to work.
Voluntary Quit: An employee who fails to report for work for three (3) successive working days without
properly notifying the district, unless a reason acceptable to management personnel for such absence is
submitted, will be considered to have voluntarily terminated his/her employment.

Safety and First Aid
Safety Rules and Practices: Safety rules and common safety practices must be followed to protect the
safety of the district’s employees and other persons.
Work Related Accidents and Injuries: In the event an employee is injured in a work related accident or
receives a work related injury, the employee must follow the procedures outlined below:



Immediately report the injury/accident to the supervisor. If the supervisor is not available the
injury/accident should be reported to another supervisor or to the benefits coordinator in the
Human Resources office.



An Employee Accident Report form must be completed in its entirety and requires the
employee’s signature in his/her own handwriting. Following completion, the form is to be
submitted to the employee’s supervisor within five (5) working days following the
injury/accident.



If medical treatment is needed, authorization for treatment must be obtained from the Human
Resources office. The employee must then report to the authorized district medical clinic:

EMCURA Immediate Care
4050 West Maple Road, Suite 101
Bloomfield Township, MI 48301
248.885.8211



The initial treatment and follow‐up exams must be obtained at the authorized district medical
clinic for the first ten (10) days following the injury/accident. If, during the first ten days,
treatment is obtained from a health care provider other than the authorized medical clinic, the
employee may be responsible for any charges incurred.



If Bloomfield Urgent Medical Care is closed or emergency treatment is necessary, treatment
shall be received at:
Emergency
St. Joseph Mercy Hospital
44405 Woodward Ave
Pontiac, MI 48341
248.858.3000



All billings related to the injury/accident are to be sent directly to:
Benefits Coordinator
Bloomfield Hills Schools
Booth Center
7273 Wing Lake Road
Bloomfield Hills, MI 48301
248.341.5431



Employee must have his/her health care provider complete the Physician’s Release to Return to
Work form, indicating the diagnosis, current treatment, follow‐up treatment and length of time
the employee is expected to be off.
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Workers’ compensation benefits will be paid according to the state of Michigan Workers’
Disability Compensation Act and the master agreement between the bargaining unit and the
Bloomfield Hills Schools Board of Education.



Employee injuries are to be treated in a serious manner regardless of observable severity. The
above procedures are to be followed in a prompt manner following the injury accident.

Maintaining Licensing Requirements for Assigned Jobs
Employee must maintain any licensing requirements for his/her assigned job. In addition, any employee
who drives district vehicles as part of his/her job must maintain a driving record satisfactory to the
school district. Any employee with six (6) or more points on his/her driving record, as maintained by the
Michigan Secretary of State, will be presumed not to have a satisfactory driving record. If an employee
receives six (6) points or more on his/her record, the employee shall immediately inform his/her
supervisor. The employee’s ability to drive district vehicles will then be assessed by the district.

Work Rules
These rules governing personal conduct are intended to promote the orderly and efficient cooperation
of the district as well as to protect the rights of all employees. The disciplinary rules contained in this
section are meant to give a general outline of what conduct is prohibited and will not be tolerated by
the district. This list of the prohibited conduct is for illustration purposes only; other types of conduct
that may jeopardize the personal safety, security or welfare of the district or its employees may also be
prohibited.
Employees who engage in the following conduct will be considered to have violated the district’s Work
Rules. In addition to disciplinary action, a violation may lead to immediate suspension and possible
discharge.
1. Assaulting, threatening, intimidating, coercing or interfering with employees or supervisors. The
making or publishing of false, vicious or malicious statements concerning any employee,
supervisor or the district. Refusing to work cooperatively with other employees and/or creating
dissension among other employees.
2. Theft or misappropriation of any property belonging to or left in the custody of the district or
belonging to an employee.
3. Deliberate destruction or damage to any property belonging to the district, its employees or
that left in the district’s custody.
4. Chargeable accidents involving school district vehicles.
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5. Misuse or removal from the premises without proper authorization of blueprints, district
records or confidential information of any nature.
6. Misuse or abuse of any tools, equipment, materials or other property owned by other
employees or by the district, or in the district’s custody.
7. Unauthorized operation or use of district facilities, machines, tools, equipment or vehicles.
8. Using, possessing, distributing, selling or offering for sale of narcotics or dangerous drugs or
other controlled substances on district property at any time. Reporting for work under the
influence of narcotics or dangerous drugs or controlled substances.
9. Possessing or consuming any alcoholic beverage on district property or reporting to work under
the influence of alcohol.
10. Gambling, the playing of cards, or possessing gambling items on district premises at any time.
11. Possessing firearms or other dangerous weapons on district property at any time.
12. Immoral conduct, indecency, fighting or provoking a fight on the premises at any time.
13. Failure of an employee to sign, swipe or punch his/her own time card; punching, swiping or
signing a card other than the employee’s own card, permitting the time card to be punched,
swiped or signed by another individual; leaving the premises while signed in.
14. Failure or refusal to follow the direction of management personnel or to do the job assignment.
The employee should complete his/her work assignment and follow instructions; any complaint
may be taken up later through regular channels.
15. Any deliberate slowdown in work that would result in the assigned work not being completed
on a timely basis.
16. Leaving the work assignment during working hours without permission, or failure to return to
work as scheduled. No employee may leave his/her work site without first notifying the
department office or appropriate supervisor prior to leaving the building. If the supervisor is
unavailable, the employee must leave a voice mail message on the department office
telephone.
17. Engaging in criminal conduct whether or not related to job performance.

Employees who engage in the following conduct will also be considered to have violated the district’s
work rules. Such violation may result in such discipline as an oral reprimand, a written reprimand, or a
disciplinary layoff up to and including discharge, depending upon the seriousness of the offense and the
employee’s disciplinary record.
1. Obscene language to any employee, management staff, student or visitor.
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2. Disregard for safety rules or common safety practice and/or smoking in restricted areas,
including any district building, on any bus, or on any school property at any time; and violation
of department rules.
3. Habitual or chronic absences, reporting late for work without reasonable cause.
4. Stopping work or making preparation to leave work (such as washing up or changing clothes)
before lunch period or authorized quitting time.
5. Wasting time or loitering on district property.
6. Horseplay, scuffling, running or throwing things.
7. Unauthorized soliciting or collecting contributions for any purpose whatsoever during working
hours.
8. Unauthorized distribution of literature, written or printed matter of any description in working
areas on district premises.
9. Posting or removal of notices, signs, or writing in any form on bulletin boards or district property
at any time without the specific authority of management.
10. Faulty or careless workmanship, including littering or contribution to poor housekeeping,
unsanitary or unsafe conditions on district premises.
11. Failure or refusal to work as a team to maintain a clean, healthy environment.
12. Changing of assigned work areas without management’s knowledge or written consent.

January 1998
Updated January 2013
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Bloomfield Hills Schools Employees:

Did you know that your
child may attend
BHS at NO COST?
As a regular Bloomfield Hills Schools employee
you are eligible to enroll your K-12 children at
BHS’ nationally-recognized schools,
free of charge.*
•

First Michigan school district to feature
interactive technology in all elementary, middle
and high school classrooms

•

Average of 19 annual National Merit Scholars

•

26 Advanced Placement programs in high school

•

Five world languages taught: Chinese, German,
French, Spanish and American Sign Language.

•

All teachers instruct their major field of study

•

Average class size K-2: 20; grades 3-5: 24

•

Award-winning Performing Arts and Athletics
programs

•

Nature Center and Bowers Farm offer extended
classroom environments for all grades

•

Award-winning radio and television stations

CALL x6390 TODAY to reserve

your child’s place in one of the nation’s
finest school districts.
Student Services • (248) 341-6390

* Must be employed as a regular employee on Fall Membership Count Day (the fourth Wednesday after Labor Day)
and student must be K-12. Offer excludes Bloomin’ Kids and Bloomin’ Tots Pre-K programs.

HelpNet
Your free personal employee assistance program

Log on to www.helpneteap.com. Click on “Work Life Web,” found at top of page.
User Name: BHS
Password: Employee

•

Count on the newly redesigned website whenever you need comprehensive work-life
information

•

Extensive library of articles and tip sheets on parenting, caregiving, work-life balance
and much more, as well as audio and video clips

•

Easy site navigation and search capabilities

•

Downloadable legal documents

•

Self-search resources for child care, elder care, volunteering, camps, and more

•

Savings Center for discounts on name-brand merchandise and tickets

•

Wellness resources and self-assessments

HelpNet is here for you and your family!
(800) 969-6162

\\nas\staff\ccarroll\forms\helpnet info.docx

KALPA Professional Development Manager

District ID: 63080
Login ID: First part of email address (example jsmith)
Password: Last 4 digits of your social security
For KALPA help contact:
Jodi Kramer
248.341.6304
jkramer@bloomfield.org

KALPA Professional Development Management System
Bulletin Board:

The bulletin board or news page is a way for Kalpa administrators in your district to distribute information to you. The
bulletin board may include information about professional development, tips on using Kalpa, or links to documents and/
or other websites. After you successfully log in, this will be the first page you see. Please make sure you have read the
latest news before moving on to your professional development plan.

Professional Development Plan

The Professional Development menu item has three sub items. The first is your professional development plan which
includes all of the courses you have registered for or submitted as a special request. When you are entered into Kalpa as
a user, you are assigned a set of professional development requirements by the administrator. Each requirement is
displayed separately in your PD plan along with the courses you have registered for towards the completion of that
requirement. You can view a description of each requirement by clicking the requirement text. The requirement
header also shows you the number of hours required along with how many hours you have taken and registered for that
requirement.
Each course you register for can only be applied to one requirement at a time in your plan. Just as you are assigned
requirements in Kalpa, each course is also assigned requirements when it is entered into Kalpa by an administrator. You
can only move a course to a different requirement when the course is marked “Taken” and the course has the
requirement that you want to apply the hours to. To change the status of a course or move the course to another
requirement, click the pencil to the left of the course name. You can change the status by selecting a new status from
the “Status” dropdown. Your choices may be limited depending on the current status or whether the course date has
passed. This is where you can cancel you registration or mark the course as taken. If you try to mark a course as taken
and it is not Honor validation then you will be required to enter the validation # to receive credit. If you do not have a
validation number, then the course will be validated by an administrator by sign in sheets from the session. After a
course is marked taken the “Apply to” dropdown will become enabled and you can move the course hours to a different
requirement. Remember, you will only see the requirements where your requirements and the courses’ requirements
match. You can click the course name to bring up a course detail screen which includes the validation type and the
requirements that it can be applied to. To save any changes to a course in your plan click the green checkbox or cancel
by clicking the red X.

(Requirement Description – Click the Requirement text)

(Edit Course Status or move Hours – Click the yellow pencil next to the course)

(Course Detail – Click the Course Name)

The Kalpa course catalog contains professional development activities provided by your school district. It can also
contain activities that take place outside the school district where there are more than a handful of teachers attending.
If there are only one or two teachers attending a PD activity and they want to apply the hours to their district
professional development, then they must submit a special request for the activity. You can add special requests to your
PD plan by clicking the “Special Request” button at the top right of your PD plan. Once you complete the special
request form, the request is routed to your supervisor ( and potentially your administrator) for approval. The request
will immediately show up in your PD plan as “Pending”. After it is approved the status will change to “Registered”. You
will receive an email from the system informing you the request was approved or denied.
After you open the special request form, you need to fill out the name, hours, date, time, and description of the activity.
A common problem for Kalpa administrators is when teachers are submitting special requests for PD activities that are
already in the course catalog. We have tried to solve this problem by “Suggesting” course catalog activities as you type
the name of the special request you are entering. If you don’t see any relevant courses, then you can ignore the
suggestions and submit your special request. If you do see the same course in the suggestions that you are trying to
enter a special request for, then please click the “Register” link next to the course and do not submit the special request.
Once you click the “Register” link in the suggestions list it is the same as registering for the course from the course
catalog. You will see the registration in your plan once you close the request window.

(Special Request Screen)

The second tab on your Professional Development Plan screen is a calendar view of your current PD schedule. This view
will show only courses with a status of Pending, Update, Registered, and Taken. You can export your current schedule to
an .ics file format which is directly readable by Outlook and can be imported by most internet calendars like Google
calendar. Keep in mind this export is a snapshot of your current schedule and will not be automatically updated should
you cancel a course or register for additional courses.
(Personal PD schedule)

The final tab on your Professional Development Plan screen shows your PD goals. The goals screen may contain district
and school level PD goals which will be entered by Kalpa administrators. There is an add button where you can enter up
to 5 personal PD goals.
(District, School, and Personal PD Goals)

Registration
The registration page has two different ways to display the available courses in the catalog. The default view is the list
view. You can search the list by entering your search criteria in the text box above the list and pressing the search
button. The text entered into the search textbox will search for the text you entered in the courses name, session,
location, date, course id, and description. Once you have searched the list a “Clear” button will appear next to the
search textbox. Press the “Clear” button to remove the search criteria. If a course is full it will appear in the list,
however you will not be able to register for it. A course can be entered to allow a waiting list. If such a course appears
in the list it will show up with a yellowish background and have a “Wait List” link in the register column. Once you are on
the waiting list you can continue to register for courses at the same date and time. If an administrator adds you to the
course from the waiting list your conflicting registration(s) will be automatically cancelled. If a course is open for
registration a green “Register” link will show in the register column. If have a conflicting registration you will receive a
message showing the course in your plan that is conflicting with the course you are registering for. You can click “OK” to
cancel your current registrations and continue registering for the course. Or you can click “Cancel” to not register for
the course and leave your plan the way it is.

(Registration List – Searchable and sortable)

(Course Detail – Click the course name link)

(Successful Registration Message - You will receive an email confirmation)

(Conflict Message – press “OK” to cancel the conflicting registration or press “Cancel” to not register for the course.)

The calendar view is the course catalog displayed in calendar format. The search box at the top filters both the list view
and the calendar view. You can navigate forward or backward in time using the navigation buttons at the top left of the
calendar. There is a pull down calendar in case you want to jump to a certain date. The default view of the calendar is

month. However, you can change the view to week or even day with the buttons at the top right. The month view will
only show 5 available courses on one day. If there are more than 5 courses on that day you will see a “more…” link. If
you click more… it will change the calendar to the day view and show all of the courses. To see the course detail screen,
click on a course. You can click the register button from the detail screen. The courses in the calendar are color coded.
Green means open, Red means full, and Yellow means waiting list only.
(Registration Calendar View Tab)

Documents
The documents section is a place where Kalpa administrators can share documents with everybody. It could contain
forms, PD Day information, or PD Instructions/Guidelines. If you want to download a file, right click the file and select
“Open”. You can then view the file or save it to your computer hard drive.
(Documents – Right click a file and select open to download)

Contact
(Contact – What to do if you have Professional Development questions)

Contact:
Jodi Kramer
248.341.6304
jkramer@bloomfield.org

TAX SHELTERED ACCOUNT CARRIERS

By contractual agreement, the Bloomfield Hills School District offers employees the opportunity to
participate in a Tax Sheltered Annuity (TSA) program, whereby your pay can be reduced by a deduction
amount you elect, and this amount will be free from federal and state income taxes until it is withdrawn by
you at a future date.
There are annual calendar year limitations for the maximum amount of TSA you may elect before you
incur taxable income and possibly penalties. Please discuss any limitations to which you may be subject
with the TSA carrier representative.
The technicalities of the TSA program and the performance of the 7 carriers we offer depends largely on
your personal financial circumstances and your view of the companies. The carriers offer somewhat the
same programs, but their current performance with your funds varies, which is why they are reluctant to
distribute brochures or other information about their company without the opportunity to discuss them with
you personally.
Accordingly, it has been our practice to provide our employees with the names of our seven carriers and
their agents so you can review and evaluate their programs with them privately.

COMPANY
Consolidated Financial Corporation

AGENT

TELEPHONE

(403b, 457 plans)

Al Bernstein
Michael Bressler
Andrew Harr
Milton O”Quinn

AXA Equitable (403b plan)

Paulette Cushnier

(248) 641-2636

Eschels/Pro Equities

Randy Eschels
John O’Brien

(800) 969-9990
(586) 246-5473

Fidelity Investments Tax Exempt Services
Company (403b plan)

Fidelity Direct

(800) 343-0860

GLP & Associates (403b, 457 plans)

Gary Alpert
Steven Levine
Scott Leshman
Leslie Persin

(248) 489-0101
(248) 865-0160

James Boreland
Damon Wilson
Eric Wolf
David Vera

(248) 851-7585
(800) 292-1950
(248) 754-1105
(248) 953-6727

(403b plan)

Paradigm Equities, Inc. (403b plans)
(MEA Financial Services)
Variable Annuity Life Insurance Company
(VALIC) (403b plans)

(Self directed)

(800) 232-2383

www.fidelity.com/atwork

If you have any questions regarding the TSA program, please contact the Payroll Department at 5435 (248-341-5435).
Revised 03 05 13

BLOOMFIELD HILLS SCHOOLS
TAX SHELTERED ANNUITY OR CUSTODIAL ACCOUNT PURCHASE
AGREEMENT (COMPENSATION REDUCTION AGREEMENT)

In order to make contributions to a tax sheltered annuity contract or custodial account
pursuant to the terms of Section 403 of the Internal Revenue Code of 1986, as amended, (hereinafter
"the Code") it is hereby agreed by and between __________________ (Employee) and the Bloomfield
Hills Schools (Employer), as follows:
1.
Beginning __________________, the compensation to be paid by the Employer
to the Employee shall be reduced in the following manner:
Regular Salary:
$__________ per pay period;

$__________ percent (%) of pay;

$__________ lump sum for payroll dated: ____________

Total Annual Compensation Reduction

$__________

The Employee hereby designates the following Annuity Contract Sales Agency or Custodial
Account Representative as a third party beneficiary of this Agreement.
(Please check only one company per agreement)
___ Consolidated Financial Corporation (863)

___ AXA Equitable (867)

___ Pro Equities (869)

___ Fidelity (862) Acct # ________

___ GLP and Associates (870)

___ Variable Annuity (VALIC) (866)

___ Paradigm Equities (MEA Financial) (868)
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2.
NOTWITHSTANDING PARAGRAPH 1 ABOVE, THE EMPLOYER
ASSUMES NO RESPONSIBILITY FOR AND MAKES NO REPRESENTATION
CONCERNING TREATMENT FOR FEDERAL, STATE OR LOCAL TAX PURPOSES OF
AMOUNTS PAID FOR AND/OR RECEIVED UNDER ANY ANNUITY CONTRACT OR
CUSTODIAL ACCOUNT PURCHASED UNDER THIS AGREEMENT.
THE
RESPONSIBILITY FOR COMPLYING WITH APPLICABLE STATUTORY AND PLAN
REQUIREMENTS IS WITH
THE ANNUITY CONTRACT SALES AGENCY OR
CUSTODIAL ACCOUNT REPRESENTATIVE SELECTED BY THE EMPLOYEE TO
PROVIDE AN ANNUITY CONTRACT OR CUSTODIAL ACCOUNT TO WHICH
DEFERRALS WILL BE MADE UNDER THIS AGREEMENT. THE ANNUITY CONTRACT
SALES AGENCY OR CUSTODIAL ACCOUNT REPRESENTATIVE WILL ASSIST THE
EMPLOYEE WITH MEETING APPLICABLE REQUIREMENTS SPECIFIED IN
PARAGRAPHS 4 AND 10 BASED ON THE INFORMATION SUPPLIED BY THE
EMPLOYEE. IF THE EMPLOYEE HAS MORE THAN ONE ARRANGEMENT TO MAKE
COMPENSATION REDUCTION AGREEMENT CONTRIBUTIONS TO AN ANNUITY
CONTRACT AND/OR CUSTODIAL ACCOUNT, THE EMPLOYEE AGREES TO
DISCLOSE AND INFORM EACH AFFECTED ANNUITY CONTRACT SALES AGENCY
AND CUSTODIAL ACCOUNT REPRESENTATIVE OF ALL OF THE RELEVANT
INFORMATION. IF THE EMPLOYEE MAKES CONTRIBUTIONS DIRECTLY TO A
CUSTODIAL ACCOUNT WITHOUT THE ASSISTANCE OF A CUSTODIAL ACCOUNT
REPRESENTATIVE, THEN THE EMPLOYEE AGREES TO RETAIN A QUALIFIED TAX
PROFESSIONAL TO ASSIST THE EMPLOYEE IN COMPLYING WITH THIS
AGREEMENT. AN EMPLOYEE WHO MAKES CONTRIBUTIONS DIRECTLY TO A
CUSTODIAL ACCOUNT WITHOUT THE ASSISTANCE OF A CUSTODIAL ACCOUNT
REPRESENTATIVE SHALL COMPLY WITH ALL OF THE DUTIES ASSIGNED TO THE
CUSTODIAL ACCOUNT REPRESENTATIVE UNDER THIS AGREEMENT.
3.
Notwithstanding paragraph 1 above, the Employer shall not be obligated
to pay any amount to any insurance company, Annuity Contract Sales Agency, Custodial
Account Representative or custodial account if the amount then due from said Employer to the
Employee is less than the dollar amount of compensation reduction set forth in Paragraph 1, nor
shall the Employer incur any responsibility or obligation to the Employee with respect to any
annuity contract or custodial account purchased or contributed to pursuant to this Agreement
other than responsibility for the transmission of funds resulting from the reduction of
compensation provided for herein for the purchase of or contribution to such annuity contract or
custodial account.
4.
Notwithstanding paragraph 1 above, no Agreement will be accepted by the
Employer unless the Annuity Contract Sales Agency or Custodial Account Representative
prepares and delivers sufficient documentation (in the form approved by the Employer) to the
Employer which demonstrates that the Employee is entitled to the compensation reduction
(elective deferral) amount set forth in this Agreement pursuant to the provisions of Code Section
402(g) and that the total amount of contributions (including employer contributions and elective
deferrals) will not cause the Code Section 415 annual addition limitations to be exceeded. The
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demonstration must take into account all 403(b) plans, 401(k) plans, SEPs described in Code
Section 402(b)(1)(B) and SIMPLE retirement accounts described in Code Section
408(p)(2)(A)(i). The demonstrations may take into account any special elections available to the
Employee under Code Section 414(v), if applicable. Such Code §414(v) “catch-up” deferrals
may be made only after any available “catch-up” deferral under Code §402(g)(7) is exhausted. If
the Employee participates in any plan which permits Roth deferrals, the demonstrations must
also take into account the requirements of Code §§402(g), 402A and 415(c) applicable to such
deferrals. Under this Agreement, excess deferrals are prohibited. The Employee agrees that in
the event that excess deferrals are made, excess deferrals and income shall be returned in the
manner provided in Code Section 402(g) (or corresponding provision of future tax law). All
distributions shall comply with the provisions of Treas. Reg. §1.402(g)-1(e)(2) or (3) (which
provisions are hereby incorporated by reference). Excess deferrals and earnings under this
Agreement which are attributable only to this Employer, shall be automatically returned to the
Employee by the Annuity Contract or Custodial Account. The Employee shall designate
amounts as excess deferrals which are attributable to multiple employers and/or multiple
contracts.
5.

No after-tax contributions will be allowed or accepted.

6.
This Agreement applies only to the amounts currently available to the
Employee after the effective date of the Agreement, and is legally binding and irrevocable with
respect to amounts earned while the Agreement is in effect.
7.
Subject to the provisions of paragraph 6 above, this Agreement shall
continue to be effective for this calendar year and each subsequent calendar year until a new
Agreement is executed or this Agreement is modified (subject to the provisions of paragraph 6
above) or terminated. However, the Employer may limit, reduce or terminate contributions only
as required to comply with Internal Revenue Code limitations.
8.
The Employee retains the right to terminate the Agreement in its entirety
for amounts not currently available by filing a written statement with the Employer which states
that the Agreement shall be terminated.
9.
Other terms and conditions of employment between the Employee and the
Employer shall not be affected by this Agreement and in the event of any conflict, the terms of
an Employee's contract of employment shall prevail.
10.
In a separate agreement, the Annuity Contract Sales Agency or Custodial
Account Representative has agreed to assist the Employee by preparing and supplying the
Employee and the Employer with sufficient written demonstrations that the total amounts
contributed to the Employee's tax sheltered annuit(ies) will not exceed the limitations set forth
in Code Sections 402(g) and 415 (or corresponding provisions of future tax laws). Copies of
such demonstrations shall be filed with the Employer. The demonstrations may take into
account any special elections available to the Employee under Code Section 414(v).
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11.
For purposes of Code Sections 414(v) and 415, Compensation means the
amount of remuneration earned by an Employee from the Employer during the most recent
period of service which is includible in the Participant's gross income. Only remuneration which
is earned by a Participant from the Employer during the period which precedes the taxable year
by no more than five years shall be considered as “Compensation”. Compensation shall not
include employer-paid contributions. Compensation for 415 purposes and Compensation of Code
Section 403(b) purposes shall also include elective deferrals and amounts contributed or deferred
by the Employer at the election of the Employee which are not includible in the gross income of
the Employee by reason of Code Sections 132(f)(4), 125 or 457. Compensation shall be limited
for all purposes under the Plan by the compensation limit set forth in Code Section 401(a)(17).
The compensation limit is $200,000, as adjusted by the Commissioner for cost of living increases
as reflected in Code Section 401(a)(17).
12.
The Bloomfield Hills Schools Tax-Sheltered Annuity Plan (Master
Document) and this Tax Sheltered Annuity or Custodial Account Purchase Agreement, the
annuity contract or custodial account, any Agreement Between Bloomfield Hills Schools and the
Annuity Contract Sales Agency or Custodial Account Representative, and any relevant collective
bargaining agreements, shall together constitute the applicable plan documents for the
Bloomfield Hills Schools Tax-Sheltered Annuity Plan. To the extent that any provision in a
document is inconsistent with the Bloomfield Hills Schools Tax-Sheltered Annuity Plan (Master
Document), the provisions of the Master Document are controlling.
13.
The ability to make compensation reduction agreement contributions
(elective deferrals) under this Agreement is available to all employees of the Bloomfield Hills
Schools except for nonresident aliens and students performing services described in Code
Section 3121(b)(10).. All eligible employees may participate as soon as administratively feasible
after completion and filing of this Agreement and other applicable enrollment forms. All
elective deferrals shall be one hundred (100%) percent vested.
14.
Any annuity contract used as a funding vehicle hereunder must be
nontransferrable as provided in Code Section 401(g). Any custodial account used as a funding
vehicle hereunder must meet the applicable requirements of Code Section 401(f)(2) and 403(b)
and must provide for investment only in regulated investment company stock. The Employer
reserves the right to limit funding vehicles. On and after September 25, 2007, an investment
with an annuity company or custodial account sponsor under the Plan may not be exchanged for
an investment with any annuity company or custodial account sponsor which is not authorized by
the Employer to receive investments under the Plan.
15.
Any annuity contract or custodial account used as a funding vehicle
hereunder which is issued on or after September 24, 2007 may not use incidental life insurance
contracts as a funding vehicle. Any annuity contract or custodial account used as a funding
vehicle shall make distributions which meet the requirements of Code Section 401(a)(9) and the
regulations issued thereunder. These distribution requirements shall override any distribution
option in an annuity contract or custodial account which is inconsistent with Code Section
401(a)(9).
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16. To the extent permitted under Section 403(b)(13) of the Code, a Participant
may request a trustee-to-trustee transfer from his/her Account to a governmental defined benefit
pension plan for the purchase of permissive service credit (as defined in Section 415(n)(3)(A) of
the Code) under such plan, or for the purpose of a repayment to which Section 415 of the Code
does not apply by reason of subsection (k)(3) thereof.
17.
Notwithstanding any provision of the Plan to the contrary that would
otherwise limit a "Distributee's" election under this Plan, a "Distributee" may elect, at the time
and in the manner prescribed by the Employer and Annuity Contract or Custodial Account, to
have any portion of an "Eligible Rollover Distribution" paid directly to an "Eligible Retirement
Plan" specified by the "Distributee" in a "Direct Rollover.
For purposes of this Section,
(a)

"Eligible Rollover Distribution" is any distribution of all or any portion of
the balance to the credit of the Distributee, except that an Eligible
Rollover Distribution does not include: a hardship distribution, any
distribution that is one of a series of substantially equal periodic payments
(not less frequently than annually) made for the life (or life expectancy) of
the Distributee or the joint lives (or joint life expectancies) of the
Distributee and the Distributee's designated Beneficiary, or for a specified
period of ten years or more; any distribution to the extent such distribution
is required under section 401(a)(9) of the Code; and the portion of any
distribution that is not includible in gross income (determined without
regard to the exclusion for net unrealized appreciation with respect to
employer securities).

(b)

"Eligible Retirement Plan" is an individual retirement account described in
Section 408(a) of the Code, an individual retirement annuity described in
Section 408(b) of the Code, or another 403(b) annuity plan that accepts the
Distributee's Eligible Rollover Distribution. “Eligible Retirement Plan”
shall also include (i) a qualified plan described in Section 401(a) of the
Code; (ii) an individual retirement account to the extent permitted under
section 408(d)(3)(A) of the Code, and (iii) an eligible plan under Section
457(b) of the Code which is maintained by a state, political subdivision of
a state or any agency or instrumentality of a state or political subdivision
of a state and which agrees to separately account for amounts transferred
into such plan from this Plan.

(c)

"Distributee" includes an Employee or former Employee. In addition, the
employee's or former employee's surviving spouse and the employee's or
former employee's spouse or former spouse who is the alternate payee
under a qualified domestic relations order, as defined in Section 414(p) of
the Code, are distributees with regard to the interest of the spouse or
former spouse. A distribute may also include a beneficiary who, at the
time of death of the Employee or former Employee, was neither the
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spouse of the Employee/former Employee nor an alternate payee of the
Employee/former Employee under a domestic relations order.
(d)

"Direct Rollover" is a payment by the plan to the eligible retirement plan
specified by the distributee.

18.
An Employee may receive distributions from his or her account held by an
annuity contract or custodial account only as permitted by applicable laws. Except as
specifically modified hereunder, an Employee, or if applicable a designated beneficiary, is only
eligible to receive distribution from this Plan upon death, Total Disability as defined in Code
Section 72(m)(7), separation from service with the Employer, attainment of age fifty-nine and
one-half (59½) or upon meeting the hardship distribution requirements which are specified in the
Plan. Early distribution penalties will apply to distributions due to separation from service prior
to age fifty-nine and one-half (59½). Notwithstanding the foregoing, as to distributions from
annuity contracts issued before January 1, 2009, a Participant may withdraw, with an early
distribution penalty, any Employer contributions (which are not elective deferrals) plus earnings
attributable thereto from any annuity contract which is a funding vehicle under this Plan. Such
employer contributions, plus earnings, may be distributed from an annuity contract issued on or
after January 1, 2009 only upon Severance From Employment, Total Disability, death or the
attainment of age 55. Further, a Participant may withdraw, with an early distribution penalty,
any elective deferrals and earnings attributable thereto, which were made prior to 1989 from any
annuity contract which is a funding vehicle under this plan. Any such distributions shall be
subject to the distribution restrictions of the affected Employee's annuity contract. In no event
may any withdrawal be made from a custodial account under this Plan before the Employee
attains age fifty-nine and one-half (59½), severs from employment, dies or becomes Totally
Disabled except that a withdrawal for hardship as defined in the Master Document may be made
from the employee's elective deferrals. A hardship distribution shall not include any income
attributable to elective deferrals. Distribution from the Plan to an eligible Employee or
Beneficiary shall only be made after completion and return of the necessary benefit distribution
forms to the appropriate fund sponsor.
19.
All loans from an annuity contract or custodial account shall comply with
the requirements of Code Section 72(p) including those requirements relating to loan amounts,
repayment provisions, amortization and plan aggregation.
20.
As required by the final regulations under Code §403(b), the Participant
shall provide such information as may reasonably be required by the Employer or its agent for
the administration of the Plan, including, but not limited to, information concerning any plan
loans, hardship distributions or other distributions received or requested by the employee from
any annuity contract or custodial account under the Plan.
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EMPLOYEE:
Dated: _________________

_________________________________________________

EMPLOYER:
BLOOMFIELD HILLS SCHOOLS

Dated: _________________

By: _____________________________________________

Its: ______________________________________________

BLOOMFIELD HILLS SCHOOLS
§457(b) ELIGIBLE DEFERRED COMPENSATION PLAN
PARTICIPATION AGREEMENT

In order to make deferrals from my Compensation to the trust or custodial
account designated below pursuant to the Bloomfield Hills Schools §457 Eligible
Deferred Compensation Plan (hereinafter “the Plan”) and Section 457(b) of the Internal
Revenue Code of 1986, as amended, (hereinafter "the Code") it is hereby agreed by and
among ______________________ (Employee) and ______________________________
(Employer) and ______________________________ (Investment Representative), as
follows:
1.
Beginning __________________, the compensation to be paid by
the Employer to the Employee shall be reduced in the following manner:
Amount of Payroll Deferral: $__________ dollars per pay period, to be
paid to the following investment provider designated below:
Number of pay periods in which deferral to be made:________
Total number of Code Section 457(b) investment providers currently utilized by
Employee under the Plan:_______
2.
Notwithstanding Paragraph 1 above, the Employer assumes no
responsibility for and makes no representation concerning treatment for federal, state or
local tax purposes of amounts paid for and/or received under any investment contract to
which deferrals from Compensation are made under this Agreement. The responsibility
for complying with applicable statutory and plan requirements is with the Employee and
the Investment Representative. The Investment Representative will assist the Employee
with meeting applicable requirements by preparing the calculations specified in
paragraphs 4 and 10 based on the information supplied by the Employee. If the
Employee has more than one arrangement to make deferrals from his/her compensation
to an investment provider under the Plan, the Employee agrees to disclose and inform
each affected Investment Representative of all of the relevant information. If the
Employee makes contributions directly to a trust or custodial account without the
assistance of a custodial account representative, then the employee agrees to retain a
qualified tax professional to assist employee in complying with this Agreement. An
Employee who makes contributions directly to a trust or custodial account without the
assistance of an Investment Representative shall have the duty to comply with all of the
duties assigned to the Investment Representative under this Agreement.

3.
Notwithstanding paragraph 1 above, the Employer shall not be
obligated to pay any amount to any Investment Representative in excess of any amount
then due from said Employer to the Employee, nor shall the Employer incur any
responsibility or obligation to the Employee with respect to any amounts contributed
pursuant to this Agreement other than responsibility for the transmission of funds
resulting from the reduction of compensation provided for herein for the purchase of or
contribution to such investment.
4.
Notwithstanding paragraph 1 above, no Agreement will be accepted
by the Employer unless the Investment Representative prepares and delivers a written
calculation (in the form approved by the Employer) to the Employer which demonstrates
that the Employee is entitled to the compensation reduction (elective deferral) amount set
forth in this Agreement pursuant to the provisions of Code Section 457 and, that except
as permitted under Code Section 414(v), the total amount of deferrals from
Compensation to the Plan will not cause the Code Section 457 limitations to be
exceeded. The calculation must take into account all Code Section 457(b)(3) investment
providers to which the Employee has deferred Compensation under the Plan. The
demonstrations may take into account any special elections available to the Employee
under Code Section 414(v) if applicable. Under this Agreement, subject to the provisions
of Code Section 414(v), excess deferrals are prohibited. Excess deferrals and earnings
under this Agreement which are attributable only to this Employer, shall be automatically
returned to the Employee by the investment provider. The Employee shall designate
amounts as excess deferrals which are attributable to multiple contracts.
5.
No after-tax contributions, transfers or rollovers from other qualified
plans will be allowed or accepted.
6.
Compensation may be deferred under this Agreement for any
calendar month only if the Agreement providing for such deferral has been entered into
before the beginning of such month. This Agreement is legally binding and irrevocable
with respect to amounts earned while the Agreement is in effect.
7.
Subject to the provisions of paragraph 6 above, this Agreement shall
continue to be effective for this calendar year and each subsequent calendar year until a
new Agreement is executed or this Agreement is modified (subject to the provisions of
paragraph 6 above) or terminated.
8.
The Employee retains the right to terminate the Agreement in its
entirety for amounts not yet earned by filing a written statement with the Employer which
states that the Agreement shall be terminated.

9.
Other terms and conditions of employment between the Employee
and the Employer shall not be affected by this Agreement and in the event of any
conflict, the terms of an Employee's contract of employment shall prevail.
10.
The Investment Representative agrees to assist the Employee by
preparing and supplying the Employee and the Employer with written annual calculations
demonstrating that the total amounts contributed to the Employee's investments under the
Plan will not exceed the limitations set forth in Code Sections 457 (or corresponding
provisions of future tax laws). Copies of such calculations shall be filed with the
Employer. The demonstrations may take into account any special elections available to
the Employee under Code Section 414(v).
11.
The Bloomfield Hills Schools §457(b) Eligible Deferred
Compensation Plan and this Participation Agreement, the Authorized Investment
Representative Agreement, shall together constitute the applicable plan documents for the
Bloomfield Hills Schools §457 Eligible Deferred Compensation Plan. To the extent that
any provision in a document is inconsistent with the Bloomfield Hills Schools §457(b)
Eligible Deferred Compensation Plan, the provisions of the Bloomfield Hills Schools
§457(b) Eligible Deferred Compensation Plan are controlling.
12.
The ability to make compensation reduction agreement contributions
(elective deferrals) under this Agreement is available to all employees of the Bloomfield
Hills Schools as defined in the Bloomfield Hills Schools §457(b) Eligible Deferred
Compensation Plan. All eligible employees shall participate commencing with the month
following the month after completion and filing of this Agreement and other applicable
enrollment forms.
13.
Any investment as a funding vehicle hereunder must be a trust or
custodial account and must meet the requirements of Code Section 457(g). Any
investment used as a funding vehicle shall make distributions which meet the
requirements of Code Section 401(a)(9) and the regulations and proposed regulations
issued thereunder. These distribution requirements shall override any distribution option
in an investment which is inconsistent with Code Section 401(a)(9).
14.
To the extent permitted under Section 457(e)(17) of the Code, a
Participant may request a trustee-to-trustee transfer from his/her trust or custodial account
under the Plan to a governmental defined benefit pension plan for the purchase of
permissive service credit (as defined in Section 415(n)(3)(A) of the Code) under such
plan, or for the purpose of a repayment to which Section 415 of the Code does not apply
by reason of subsection (k)(3) thereof.
15. Notwithstanding any provision of the Plan to the contrary that would
otherwise limit a "Distributee's" election under this Plan, a "Distributee" may elect, at the

time and in the manner prescribed by the Employer and investment, to have any portion
of an "Eligible Rollover Distribution" paid directly to an "Eligible Retirement Plan"
specified by the "Distributee" in a "Direct Rollover".
For purposes of this Section,
(a)

"Eligible Rollover Distribution" is any distribution of all or any
portion of the balance to the credit of the Distributee, except that an
Eligible Rollover Distribution does not include: a hardship
distribution, any distribution that is one of a series of substantially
equal periodic payments (not less frequently than annually) made for
the life (or life expectancy) of the Distributee or the joint lives (or
joint life expectancies) of the Distributee and the Distributee's
designated Beneficiary, or for a specified period of ten years or
more; any distribution to the extent such distribution is required
under section 401(a)(9) of the Code; and the portion of any
distribution that is not includible in gross income (determined
without regard to the exclusion for net unrealized appreciation with
respect to employer securities).

(b)

"Eligible Retirement Plan" is an individual retirement account
described in Section 408(a) of the Code, or an individual retirement
annuity described in Section 408(b) of the Code plan that accepts the
Distributee's Eligible Rollover Distribution. “Eligible Retirement
Plan” shall also include (i) an eligible plan under Section 457(b) of
the Code which is maintained by a state, political subdivision of a
state or any agency or instrumentality of a state or political
subdivision of a state, or (ii) a qualified plan described in Section
401(a) of the Code or 403(b) annuity plan which agrees to separately
account for amounts transferred into such plan from this Plan. The
Employer shall not be responsible for the effect upon taxation and
distribution options resulting from a rollover from the Plan to an
Eligible Retirement Plan.

(c)

"Distributee" includes an Employee or former Employee. In
addition, the employee's former employee's surviving spouse and the
employee's or former employee's spouse or former spouse who is the
alternate payee under a qualified domestic relations order, as defined
in Section 414(p) of the Code, are distributees with regard to the
interest of the spouse or former spouse.

(d)

"Direct Rollover" is a payment by the plan to the eligible retirement
plan specified by the distributee.

16.
An Employee may receive distributions from his or her trust or
custodial account only as permitted by applicable laws. Except as specifically modified
hereunder, an Employee, or if applicable a designated beneficiary, is only eligible to
receive distribution from this Plan upon severance from employment with the Employer,
the calendar year in which the Employee attains age seventy and one half (70 ½) or upon
meeting the requirements for distribution in an unforeseeable emergency which are
specified in the Plan. Notwithstanding the foregoing, a Participant may withdraw assets
which do not exceed the dollar limit provided under Code Section 411(a)(11)(A),
provided that (1) no amount has been deferred under the plan with respect to such
Employee during the 2-year period ending on the date of the distribution, and (2) there
has been no prior distribution under the plan to such participant to which this
subparagraph applied.. Any such distributions shall be subject to the distribution
restrictions of the affected Employee's trust or custodial account. Distribution from the
Plan to an eligible Employee or Beneficiary shall only be made after completion and
return of the necessary benefit distribution forms to the appropriate Investment
Representative(s).
EMPLOYER:
Bloomfield Hills Schools
By:____________________________________
Dated:______________

Its:____________________________________

EMPLOYEE:
Dated:______________

_______________________________________

INVESTMENT REPRESENTATIVE
By:_______________________________________
Dated:______________

Its:_______________________________________
Representing:______________________________
______________________________________
Investment Provider

