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Jump in the Pool
WELCOME

LETTER

Dear Clients and Friends,

Spring is in the air! I always love this time of year when it seems nature is 
waking up after a long sleep. The warmer temperatures, longer days, buds 
popping...it’s all good for the soul.

Like spring, we strive to bring you information that’s both good for your 
soul and your mind with our Envisionary newsletter. In this issue, our team 
provides perspectives on a variety of different topics.

First, on page 3, I write about the transition into retirement and how it is 
about much more than just your finances. On page 4, Matt takes a look 
at a few long-term incentive plans employers use to retain employees. 
Understanding the differences between the plans and how to utilize them 
to meet your goals can be a key to your success. Andy offers great insight on 
one of the most common questions we receive – how much can I afford to 
pay myself in retirement – on page 8. And Christy follows up on an article she 
wrote last spring about email scams (page 14).

Finally, on page 15 we bring back one of our cherished client features – our 
Pay it Forward program. In this issue, client Gwenn L. introduces us to the 
nonprofit organization, Mile in My Shoes, and the great work they do for the 
Twin Cities community.

I wish you all my best as the world blossoms and blooms. Take long walks, 
breathe in the fresh air and enjoy all the beauty of spring.

Lee Stoerzinger, CFP®
President

SPRING
Writ ten by Lee Stoerzinger,  CFP®

Investing involves risk. No investment strategy can guarantee positive results. Loss, including loss of principal, may occur.

ou work your whole life. You do what you need 
to do to save for your future. Maybe you hit the 
‘magic’ age that your employer says will maximize 

your benefits, or you simply just turn the societal normal 
retirement age of 65. You have looked at your expenses, 
figured out what to do about health insurance, and your 
estate planning documents are in order. The plan looks 
great and all you need to do is cross the threshold and make 
it happen. Just as you get there, something inside creates 
doubt in your mind. Are you sure you can do it? You aren’t 
going to have any more paychecks. What will you do? What 
if the kids need something? You’ve been working 40 years. 
What will you do with your time? 

Over the years, we have seen stories like the one above 
unfold over and over. We go over the plan with clients in 
detail, assuring them that all is right with the world. Yet, right 
after being presented with the information, they convince 
themselves they should get a few more projects done at 
the office. Or maybe they will need some money for some 
unforeseen event and they should just work two more years. 
That is, until we start asking questions which connect with 
other parts of their brain—emotions, legacy and intellect. 
After all, how could someone have nothing but excitement 
in their eyes about the freedom retirement presents and at 
the same time talk themselves out of it completely? There’s 
much more going on here.

When someone is presented with facts showing certainty 
about something, such as retirement, and they choose to 

work several more years, I’m going to go out on a limb and 

say they really don’t actually want to get up every morning 

and go to work. It’s about fear of the unknown. It’s about 

uncertainty and stepping into unchartered waters. It’s about 

how they were raised, what they think about money and 

change. While you might agree and think this is obvious, I 

might say, fair enough. However, I also say that there are far 

too many people who don’t follow their dreams and stay 

working because they become captured by doubt and an 

inability to process through these things.

This presents a great example of the difference between 

what many people think financial planning is, and what it 

actually is. We so often think it is just about the money and 

spend so much of our time analyzing investments from 

every perspective. The reality is that financial planning is 

about processing through all of the hard questions, such as 

what our legacy looks like, how we want to serve something 

greater than ourselves, and how we truly want to spend 

our time. The financial and investment piece fits into that 

plan, not the other way around, as we so often see. We 

have found that when the two sides are combined and work 

toward a greater goal, there is more harmony on both sides. 

There is clarity and meaning to the life plan and greater 

confidence in the investment plan because it is guided by 

sound required returns, not chasing markets. This is a belief 

from which we do not waiver and the results we see in our 

clients’ lives make that easy. 
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Making the 
Most of Your 

Golden Handcuffs
Writ ten by Mat t  Benson,  CFP®

he employer and employee relationship is constantly 
evolving and the ways employers look to compensate 
and motivate their valued employees has changed 

over the last few decades. Many of the retirees we work with 
rely on multiple guaranteed income sources (like pensions) to 
cover living expenses, but the situation for their children will 
be different.

There are 73% fewer defined benefit pension plans in 
existence today than there were 35 years ago, according to 
the U.S. Department of Labor. In the early 1980s, changes 
in tax code made it preferable for employers to start 
transferring the risk and administration associated with their 
pension plans to their employees via new 401(k) plans. 
401(k)s are the predominate retirement savings vehicle 
today and do offer benefits to employees like portability 
and flexibility. Yet the need to attract and retain top talent 
remains, and we see more and more employers using a Long-
Term Incentive Plan, or LTIP, to offer something extra to key 
employees. We have had many discussions about these plans 
with clients and, despite differences in plan construction, 
there are some common components. In this article I will 
focus on stock options and restricted stock units.

Stock options grant an employee the right to purchase 
company stock at a specified price for a specified period, 
usually 10 years. Options typically involve a grant date, an 
exercise date, and a disposition date, and the option’s value is 
tied to the fluctuating price of company stock. It is important 
to know whether the options are Incentive Stock Options 
(ISOs) or Non-Qualified Stock Options (NQSOs). For ISOs to 
qualify for preferential tax treatment, the employee must not 
dispose of the stock within two years of the grant or one year 
from the exercise of the option. If those rules are followed, 

the difference between the fair market value of the stock at 
disposition and the original exercise price, often called the 
bargain element, is taxed at the preferential long-term capital 
gain rate. An employee granted an ISO at $10 can exercise the 
option in a year at $15 and subsequently sell the stock a year 
later at $20, recognizing $10 in long-term capital gains. If the 
holding periods are not met, ordinary income tax rates apply. 

Non-Qualified Stock Options are essentially additional 
compensation. They aren’t subject to the holding periods that 
ISOs are and the tax consequences of exercising these options 
show up on your W-2. Not all stock options plans are created 
equal and knowing the differences between them is critical to 
optimizing a financial plan.

Restricted Stock Units (RSUs) are compensation in the form 
of employer stock. They are generally part of an initial grant 
and then vest over a period of years, typically 1/3 of the 
grant each year for three years. When each portion of the 
RSU vests, ordinary income is due in the year of vesting and 
no decision needs to be made by the employee. The grants 
are often annual incentive plans and employees that have 
multiple active grants can have a lot of ordinary income 
to recognize depending on the size of the grant and value 
of the employer stock. Because RSUs are somewhat more 
predictable and scheduled than stock options, we find that, 
as some employees near retirement, they need to weigh the 
stress of their current work versus future compensation.

When you get the HR email that you are eligible for their 
LTIP, first congratulate yourself, and then let’s get something 
on the books to discuss a strategy that best fits your plan. 
These incentive plans can change the trajectory of your 
wealth, but a hasty decision, whether that be on timing or 
taxes, can be detrimental.
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remember back in college, when we learned 
about the railroads of the 1800s, how a few 
concentrated companies owned much of 
commerce and had to become regulated by the 

government. You also might remember Standard Oil or even 
more recent interventions such as the AT&T or Ma Bell split. 
Over the last century or so, as America was industrializing and 
foreshadowing what it is today, it seemed common to hear 
about these pressures in the market. The Sherman Antitrust 
Act of 1890 was enacted to put regulation in place to protect 
against monopolization. It seems a bit like ancient history 
these days as these utilities have become so commonplace in 
our lives. But are new ones in our midst?

We don’t hear much about monopolies in our discourse 
today. However, it is something I often find myself thinking 
about. When we look at the changes in our world, and things 
like technology, media, or even everyday retail consumer 
products, we seem to be moving toward an ever-narrowing 
share of companies owning greater parts of our product and 
service market. Have you ever looked at the small number 
of parent companies which control everything we watch 
and read? Or the conglomerates which stock almost every 
product on the shelves in our favorite stores? I’m not sure 
what to make of companies like Amazon yet (not a monopoly 
by traditional standards), but they are doing nothing less 
than re-shaping how we think about consumerism. The term 
illusion of choice comes to mind in all of this. Maybe that’s 
just something altogether different than a monopoly. If so, fair 
enough, if we all understand the difference. 

Let me say up front that I am no expert in antitrust law. I 
also fully recognize that companies come and go, new ones 
which will change our lives forever don’t even exist yet, and 
the market often decides on winners and losers over time. 
However, when I see the loop we have created related to a 

full-on global low-price consumer-driven society combined 

with narrowing corporate wealth, it’s interesting. This is also 

fed by an ‘investing class’ reliant on these products in their 

daily lives, but also for the same success in their 401(k) and 

retirements. This is a newer phenomenon. Did you know that 

five companies provided 53% of the S&P 500 return last year? 

This makes for interesting discussions on diversification and 

what it means, especially regarding the other 495 companies.

I’m a market guy. I also 

work with people daily to 

make decisions which help 

them secure their wealth. 

Through this, my perspective 

is different than just looking 

at corporate America 

and determining whether 

something is a monopoly or 

not. It’s about the tools we 

all need to use now and what 

they are made up of. In addition, we are connected to our 

government and corporations in ways we have never been 

before through increased services, monthly billing lifestyles, 

and a demand-based structure. The line between all the 

pieces is becoming more and more blurred. As we move 

forward, I am interested to learn what the next phase of our 

service and delivery-based economy will present us with. 

Maybe everything is good and we have moved beyond what 

a monopoly is. Maybe we don’t care. Whatever the case, as 

guardians of our clients’ wealth, these are the types of things 

we think about. We don’t get any practice rounds when we 

come to work each day. The more we can understand the 

system and how to best operate in it, the better we believe 

our clients will be. 

NO MORE 
MONOPOLIES?

Writ ten by Lee Stoerzinger,  CFP®

Did you know that 
five companies 

provided 53% of 
the S&P 500 

return last year? 
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s friends of our team, you regularly hear us 

encouraging a long-term outlook. While none of 

us know what will happen in the next six or twelve 

months, we’re more confident in long-term trends. This 

is one of the reasons why we spend so much time trying 

to understand client priorities and then allocate money 

based on goals and timelines. We also know that it’s easier 

to take a long-term outlook while assets are accumulating. 

Withstanding market volatility is easier when your time 

horizon is measured in decades as opposed to years or 

months. As clients get closer to retirement, we’re forced to 

temporarily shorten our outlook. We become near-sighted. 

Discussions shift from long-term projections to practical 

logistics. The decision to retire can be very emotional, 

stressful and joyful at the same time. It’s a big transition to 

shift from collecting a paycheck to paying yourself! 

As plans unfold, we’re frequently asked, “how 
much can I take from my portfolio?” 

While there is no one-size-fits-all answer to this question, 

there are certainly potholes to avoid. Experience tells us 

the immediate transition to retirement—shifting from 

the accumulation phase to “deaccumulation”—can be a 

delicate process. From a financial standpoint we need to 

start considering how withdrawal rates interact with market 

volatility. We temper our long-term optimism with some 

caution because short-term fluctuations at this crucial 

transition can have long-term consequences—a phenomenon 

known as “sequence of returns.” 

“Sequence of returns” refers to the importance of early 

returns and how they affect long-term success. Imagine a 

scenario where you have $500,000 and we need $40,000 

annually from the portfolio—an 8% return. On face, this might 

seem like a reasonable expectation assuming we can take 

some risk. The problem, however, is that we’ve built a plan 

requiring $40,000 from the portfolio. Now imagine we have 

a market correction, and the portfolio loses 10% of its value. 

This might be tolerable if we could wait for a market recovery, 

but we still need to take $40,000! We’re now forced to take 

$40,000 from a portfolio that has depreciated to $450,000. 

We’re left with $410,000 and we need an annual return of 

22% the following year just to get back to our starting value. 

A financial plan that looked sustainable begins to unravel as 

good options become harder to find. Pivoting to cash only 

locks-in losses, while ratcheting up the risk to “make it back” 

exposes us to even more possible downside. Depending on 

lifestyle, cutting expenses might be off the table. Granted, 

this is an extreme example. Our hope is that if we do our jobs, 

none of the families we work with are ever faced with these 

hard decisions. 

Financial planning is as much an art as it is a science. While we 

have many tools and techniques to help calculate “healthy” 

distributions, we tend to start our conversation around 3.5% 

to 4% of total assets. This amount is generally accepted as 

a sustainable long-term withdrawal rate for a diversified 

portfolio. The thought is that a 4% distribution rate is less 

susceptible to falling behind the “sequence of returns” power 

curve. There are however no hard and fast rules, and we 

consider many financial and non-financial variables. 

The retirement plan for someone in their late 50s is going to 

look different than someone in their late 60s. Some people 

retire with the expectation that the first few years are going 

to be a party and will inevitably slow down as they age. As 

financial planners, we’re not here to keep you from your 

money, but instead act as a sounding board of experience to 

guide your decision-making. After all—money is just a tool 

to enable the rest of your life. Some people want to preserve 

100% of their nest egg, while others hope their last check 

bounces. Sometimes our job is to strike a balance between 

those two philosophies. We need to optimize the plan for 

both the near-term and long-term needs. We need to make 

sure that short-term decisions don’t limit long-term options 

and volatility doesn’t back us into a corner. We have a myriad 

of different levers and tools we can use to shape a successful 

retirement plan, but making mid-course corrections can be 

difficult because we don’t control all the variables. 

We view retirement as a critical transition. Not only is it a 

massively personal decision, but because it starts the clock on 

a new multi-decade chapter of your life that we need to plan 

for. In some ways, retirement is more of a new “starting line” 

as opposed to the finish line. The financial component is just 

one facet and getting everyone on the same page is the most 

important factor for success. We want you to be able to enjoy 

the fruits of your labor while giving you confidence that we’ve 

planned for the long term.

How 
Much 
Can I 
Afford 
To Pay 
Myself?
Writ ten by Andrew Roth
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What country is the largest global exporter of 
flowers and plants?

Email your answer to advice@leestoerzinger.com or call us at 651-578-1600. All who 
contact us with the correct answer will be placed in a drawing for a $25 gift certificate.

TRIVIUM
Definition: Studies intended to provide 

general knowledge and intellectual skills.

Congratulations to Leon L., who was chosen as our Trivium winner from last quarter. Leon correctly answered ‘31,688 years‘ to 
the question: “If I owed you one trillion dollars, and paid you back one dollar every second, how long would it take me to pay you 
back?” Mike B., Jim K., Shawn K., and Ray R. also answered the question correctly.

ave you ever had something happen to you that was so good that 
you had to tell someone about it as soon as possible? Maybe a new 
job, a first love, or an event with family or friends? Go back to one of 

those times right now. You can probably see, feel, hear, and smell everything 
as if it just happened. Ah, the power of memories!

When you finally got the chance to share your great story with someone, 
even your very best friend, have you ever felt that they were not as excited as 
you, or wished they just could have been there so they would understand?

Now think about the last time you were chosen to be part of someone’s 
life-changing memory. Were you there with them living in the moment? Or 
was your mind somewhere else, maybe waiting to tell them something you 
thought was more important?

Imagine how different the world would be if we all made a conscious choice 
to live in the moment with those who mean much to us and their life events. 
Not only would we provide genuine affirmation to someone who thought 
enough of us to share, but we would also get to add these experiences to our 
own memories. Not a bad deal. Plus, next time, when it’s our turn to share, 
we can be assured that someone is actually listening. No one is as important 
as we are!

2018 S P R I N G  N E W S L E T T E R  | 7 

Check out Lee’s book…
On The Back Burner
It’s a timely read uncovering the things 
we say are most important, but have put 
on the back burner of our lives.

Clear away all the 
things that distract 
you, and let the 
things that are 
meaningful to you 
slowly move into 
your life. You have a 
spiritual, emotional, 
physical, and a 
financial meaning 
in this world, so 
don’t for one minute 
minimize the 
importance of 
your presence.

(excerpt taken from 
Lee’s book, On The 
Back Burner)

‘‘

’’

In the last issue, we asked where you read our newsletter. Here 
are some of the submissions!

“I read The Envisionary…

…on one of my newly designed sofas!”
Kim, owner of Kim Salmela Atelier in 

Los Angeles, CA

...in the sun on our back porch.”
Chuck and Terri, retirees living 

the good life in Mesa, AZ

...on Miramar Beach, Florida.”
Patti and Gail, best friends on a 

girls weekend

….at the Super Bowl game!”
Tim, neighbor to the 

Stoerzingers 

Congrats to Kim — her name was drawn as the winner of the 
$50 gift card. Thanks to all who sent in their photos. 

et’s say you leave your house this morning and have a nice pocket full of money. Maybe it’s hundreds, 
or even thousands, but more than you would usually carry. You get some work done, stop for lunch, meet 
some friends, and do a few errands. However, this afternoon will be unlike anything that has ever happened 
to you. It will change how you think about the world. Your encounter will stop you in your tracks and cause 
you to literally take out that wallet full of money and donate all of it, right on the spot. 

So, what happens? What does the rest of that day look like?
There are so many things we encounter in our lives that touch our hearts and provide the opportunity to 
give. Maybe it’s a homeless veteran outside in the cold, an organization that fights for something we believe 
in, or meeting someone with physical challenges you couldn’t imagine for even one day. Whatever your story, 
these life events are what shape us into who we are and provide meaning to all we live for. They often cause a 
re-set and get us back to what’s important.

Here’s your call to action. First, please send us your story. What would cause you to empty your 
pockets on the spot, and change the entire direction of your life? Has it already happened to you? 
Secondly, go out and live that story in vivid detail. I Triple Dog Dare You.

Writ ten by Lee Stoerzinger,  CFP®

Look in 
the mirror 
and reflect 
on your 
days, and 
the things 
you’ve been 
given in so 
many ways.

(excerpt taken from 
Lee’s book, On The 
Back Burner)

Check out Lee’s book…
On The Back Burner
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Memories
Writ ten by Lee Stoerzinger,  CFP®
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Herbs, trees, flowers and other plants have long held symbolic meanings and fascinated people for centuries, but especially 
during the Victorian Age. Can you match these spring flowers with their Victorian meanings?

APRIL SHOWERS bring MAY FLOWERS

_____ 1. Steadfast

_____ 2. Innocence or Hope

_____ 3. Purity

_____ 4. Riches

_____ 5. Happiness

_____ 6. Prosperity

_____ 7. Humility

_____ 8. Youthfulness

_____ 9. Cheerfulness

____ 10. Folly

____ 11. Gratitude

____ 12. Pride

____ 13. Modesty, Loyalty or Faithfulness

____ 14. Justice

____ 15. Magnificent Beauty

ANSWERS ON PAGE 14

I. Narcissus

J. Peonies

K. Pink Rose

L. Rhododendron

M. Sunflower

N. Violet

O. White Rose

A. Black-Eyed Susan

B. Bluebell

C. Calla Lily

D. Chrysanthemum

E. Cornflower

F. Crocus

G. Daisy

H. Geranium
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Just Give Me 
All of What’s 
Working
Writ ten by Lee Stoerzinger,  CFP®

f you were to ask someone about 
the rules of investing, it probably 
wouldn’t be long before you hear the 

word ‘diversify’ as a key pillar. We have 
all been told this so we don’t have all our 
eggs in one basket, as they say. Investing 
and diversification is something that, on 
its face, seems very straight forward. In 
reality, it can be extremely complex. The 
art of building portfolios is challenging for 
sure, but let’s cover something which may 
be an equally difficult task—the emotional 
side of staying diversified.

So, if we agree that diversification is a 
proven tool for long-term investment 
success, how do we so easily end up 
making decisions which go against it, such 
as holding 100% of retirement funds in 
employer stock, despite the risk? Why 
do we follow certain short-term trends 
that our friend tells us about? Or how 
are so many of us continuously searching 
for things that are doing ‘better’ with 
little regard for our specific plans? One 
word—emotions. We get it. After all, why 
wouldn’t someone just look to markets 
that are poised to go up and invest in 
them? Or, if an investor has 10 holdings 
and some are doing better than others, 
why wouldn’t you get rid of the ones that 
are not doing as well? This is where the 
complexities come in because there’s more 
to the story.

As humans, especially with the amount 
of information available to us today, the 
emotional side of investing can follow 
hand in hand with the technical as we 
look at our portfolios and measure 
results toward our goals. I freely admit it 
is easy to get caught up in the noise and 
perceived opportunities for short-term 
gains. However, after almost thirty years in 
business, we have found that certain rules, 
when followed, tend to provide benefits 
that shortcuts do not.

A few questions to help muddy the waters 
and prove some points. If we see an 
investment that we discern is doing better, 
we have to ask—doing better than what? 
Over what time period? Does it have the

 same fit and take the amount of risk we 
agreed on? If we look to sell things that are 
not doing as well as others in our portfolio, 
do we understand why we own them in 
the first place? What role do they play? 
Will we ever buy them again; and when? 
Are we looking for performance compared 
to our needs, or just the markets in 
general? If we get significant downturns, 
do we understand how veering from the 
plan might look? And on and on.

Let’s cut to the chase. We strategically 
diversify our investments for very specific 
reasons. First, we seek to protect against 
concentrated downside risk. Second, we 
do it not for the things we can predict, but 
for those we cannot. And finally, investing 
is about averages. There will always be 
one thing doing better than something 
else. That’s how it works. If we understand 
this, then we know that anything we do in 
the short term just may derail our longer-
term plans. The very thought of taking 
an investment with five different parts, 
looking at it, and then wondering why you 
can’t just have all of it in the one which 
is doing the best feels so natural. But the 
truth is, this kind of thinking defies the 
rules, causes us to make bad decisions, and 
possibly not meet our goals.

When we find ourselves getting lured 
into these situations, the best thing to 
do is step back, think about our actual 
plans, and how much of the decision is 
emotional. No matter how ‘right’ it feels in 
the moment, it may just be presenting you 
with a perfect example of why investing 
can be so challenging.

“…the emotional side 
of investing can follow 
hand in hand with the 
technical…”
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Gwenn L., a client since 2016, beautifully 
blends her enthusiasm for running with her 
passion for helping others. Gwenn has been 
volunteering her time and talent with Twin 
Cities nonprofit Mile in My Shoes ever since 
she met Mishka Vertin, the organization’s 
Co-founder and Executive Director while 
Mishka was also working at Mill City 
Running in Minneapolis. Says Gwenn, 
“Mishka’s enthusiasm for everything she 
touches in contagious!” 

Mile in My Shoes (MiMS) brings together 
residents of the Twin Cities with diverse 
backgrounds through the power of running. 
Based in homeless shelters, addiction 
recovery programs and re-entry centers 
for people exiting incarcerations, MiMS is a 
catalyst for community-building, boosting 
health and wellness, building leadership 
and self-efficacy, and spurring personal and 
social action.

Since the organization’s founding in 2014, 
over 400 people experiencing homelessness 
and other barriers have laced up new shoes and run their very first mile. 
More than 200 have completed a 5K race, and dozens have completed 
half-marathons and full marathons.

MiMS hosts a 5K fundraiser, The Downtown Runaround, each year. This 
year’s race, on June 4, 2022, is on track to be the largest ever. “My Pay it 
Forward money will help to ensure the success of this event and all the 
programs MiMS supports,” said Gwenn. 

Thank you, Gwenn, for introducing our community to this organization 
and the great work they do. 

Answers to April Showers Bring May Flowers on page 10: 1:L, 2:G, 3:O, 4:E, 5:K, 6:J, 7:B, 8:F, 9:D, 10:H, 11:M, 12:I, 13:N, 14:A, 15:C

Our Pay it Forward program is simply a way for us to appreciate and reflect on what we are thankful for in our lives. As a reminder, 
the program entails giving a $100 gift card to a client who then “pays it forward” to a person or organization they feel needs it most. 

Gwenn L. and MiMS supporters

www.mileinmyshoes.mn

n last spring’s Envisionary, we shared tips to help prevent 
falling prey to common financial scams. Many of these 
happen over email and, unfortunately, even the most 

diligent of us can make mistakes. Here are five steps to take if 
you think you’ve been scammed.

 1 Don’t panic. First, make sure you have been phished. 
Merely opening a phishing email and reading it will not 
affect your computer. Nor will accidentally downloading 
a .zip file that contains malware. It’s only when you 
unzip the file and then open the document or program 
inside then you are likely compromised. Knowing the 
difference can save you from unnecessary stress.

 2 Disconnect the computer or device from the Internet 
or network. If you suspect you’ve been phished and 
are using a desktop or laptop, immediately unplug the 
ethernet cable. If you are on WiFi, pull up the menu and 
turn it off or disconnect from the network.
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 3 Scan for viruses. Most computers have virus scanning 
tools built in. Locate yours and run a comprehensive 
virus scan. 

 4 Change passwords and alert banking institutions. If the 
phishing email sent you to a phony site and asked you to 
enter credentials, it probably captured that information. 
Change all usernames passwords for important sites. If 
you entered credit card or banking information, alert 
those companies.

 5 Report to the authorities. Alert your local police 
department and forward the email to the Federal Trade 
Commission at spam@uce.gov. If you think your identity 
has been stolen, go to www.identitytheft.gov and follow 
the instructions.
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