SAM HOUSTON STATE UNIVERSITY

Instructions to Apply for Atve ORP and TSA Vendor Status

Sam Houston State University (SHSU) resemhesright to change the vendor regulation
requirements at any time.

If you wish to offer your retirement prodiscto SHSU employees, please review the
following instructions. Since SHSU reserves the rightetose this document on an on-
going basis, you are required to use the rmexstmt version or your application packet will
be rejected and you must reapply during next year’s application period.

SHSU vendor regulations for the OptionaliRement Program (ORP) and Tax Sheltered
Annuity (TSA) Program are available onettSHSU Human Resources web site at
https://www.shsu.edu/dept/hri¥ou will need to print andeview vendor regulations, as
all forms and instructions necessanafiply are included in this document.

Please note that there arg@amte vendor regulationsrfthe ORP and TSA retirement
programs. However, vendors are requite@dffer both ORP and TSA programs.

The following is the schedule for thendor application and approval process.

x October 1 — October 31: Applications for certification will be accepted.
Applications will notbe accepted at any other timetloé year. Certification to the
vendor regulations and submission dif @tachments is required before your
company can be considered for approval as an active vendor with SHSU.

x November 1 — November 30:Applications will be reviewed.

x December 15: Vendors will be notified in writingf the status of their application.
Vendors that are approved will become active effective January 1. Solicitation of
business is not permitted until the writtapproval notice from our office is
received.

x January 1: List of active vendors wilbe posted on SBU website.

Your response must include the informatgtated below and you are required to provide
each item behind a numerical tab correspondirtbeatem number as listed. Submit only

the items requested below. Submission of an incomplete application packet will create
processing delays and may resultlenial of acti
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SAM HOUSTON STATE UNIVERSITY

Instructions to Apply for Atve ORP and TSA Vendor Status

Exhibit E-4, Vendor Ratindnformation — this formmust be submitted by all
insurance and annuity vendors.

Primary contact, representagidesignator, remittancerdact (provide all required
information as identified in the vendor regulations)

Customer service toll-free telephonenther and Internet web site address
Exhibit E-5, Completed Representative Acknowledgment Forms



