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900 S Capital of TX Hwy, Ste. 350 

Austin, TX 78746 
457@tcgservices.com 

P: 800.943.9179  F: 888.989.9247 
Please submit the completed form via fax, email 

or mail Sections A-D must be complete for processing. 
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A. INFORMATION ABOUT THE PARTICIPANT (OR BENEFICIARY IF DEATH CLAIM)

Full Name Social Security # 

Street Address Date of Birth 

Apt/Bldg. # Contact Phone 

City, State, Zip Contact Email 

EMPLOYER (Through which 
you had this account) Nonresident Alien? ☐ Yes     ☐ No

Would you like to receive status updates of your 
request via text message?  Message & Data rates may apply ☐ Yes   ☐ No Mobile Phone # 

B. REASON FOR DISTRIBUTION (MUST SELECT ONE REASON)

☐ No Longer Employed by Employer Listed Above Date of Separation Public Safety Employee? ☐ Yes   ☐ No

☐ Attainment of Age 59.5
Include a copy of your driver’s license or state identification card. Additional verification may 
be required with your employer 

☐ Death of Participant
Include Death Certificate, additional documents may be required. Please refer to “Acceptable 
Proof of Relationship” page 

☐ Required Minimum Distribution
Participant is age 73 or older and is separated from employer 
(New Age requirement effective 1/1/2023) 
(TCG Administrators will calculate this amount unless otherwise indicated) 

☐ First 90 days Auto-Enroll Cancellation/Refund Must be within 90 days of your Plan entry date 

☐ Transfer to Purchase Service Include a form showing the public pension plan that funds are being transferred to 

☐ Permanent & Total Disability of Participant Date Became Disabled 

☐ Unforeseeable Emergency Complete Verification Form (See following forms) 

☐ Inservice Withdrawal for Birth or Adoption of a Child
Include birth certificate, adoption certificate or court order for each child you are requesting 
a distribution for 

☐ Disaster Relief Complete Appendix B (See following forms) 

☐ Alternate Payee/ Distribution Due to Divorce
or Child Support

Must be accompanied by Qualified Domestic Relations Order issued by a Court or Alternate 
Payee’s Account Statement indicating a separate account exists 

Participant Name SSN 

C. DISTRIBUTION INSTRUCTIONS

☐ Cash Distribution
Other than Inservice Withdrawal (see below)

☐ Check box for partial withdrawal only of:
Do not check for full distribution $ 

All or a portion of your distribution is eligible to be rolled over into another retirement account. Please review the attached Special Tax Notice. 
If you choose the cash distribution option, a mandatory 20% (30% for nonresident aliens) federal income tax withholding will be deducted 
from your distribution. Federal law requires the automatic Federal income tax withholdings for cash distributions over $200. The distribution 
check will be made payable to you and will be mailed to the address provided in section A. above. 
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C. DISTRIBUTION INSTRUCTIONS – CONTINUED

☐ Qualified Rollover or Transfer 
(IRA, 403(b), 457(b), 401(k),

401(a), etc.) 

Complete the section below with the receiving institution’s information or include a letter of acceptance 
from the receiving institution along with this form to TCG 
Funds cannot be sent without the receiving institution’s information 

Name of Receiving 
Institution/Check Payee 

Street Address of Institution 

City, State, Zip 

Receiving Account/Contract # 

Type of Account you are 
sending funds to ☐ 457(b) ☐ 403(b) ☐ IRA ☐ 401(k)

INTERNAL ROLLOVERS (TCG HOLD FUNDS FOR BOTH ACCOUNTS) 

Receiving Employer Receiving Plan Type 

IN SERVICE WITHDRAWLS

☐ Inservice Withdrawal for
Birth or
       Adoption of a Child 

Amount Requested: 
($5,000 maximum) $ 

If you choose this option, 10% federal income tax withholding will be deducted from your distribution 
unless you elect a different tax percentage below: 
☐ I elect to withhold Federal Income taxes at the rate of                % (0%-50%) 

☐ Unforeseeable Emergency 
Distribution
Must submit the Verification

form 

Amount Requested: $ 

If you choose this option, 10% federal income tax withholding will be deducted from your distribution 
unless you elect a different tax percentage below: 
☐ I elect to withhold Federal Income taxes at the rate of                % (0%-50%) 
☐ I elect to gross up the withdrawal amount by the percentage above 

□ Inservice Withdrawal
for Emergency Personal
Expense

  Must submit the emergency 
personal expense form

Amount Requested: 
($1,000 maximum) $ 

If you choose this option, 10% federal income tax withholding will be deducted from your 
distribution unless you elect a different tax percentage below: 
□ I elect to withhold Federal Income taxes at the rate of % (0%-50%). 

A signature is required on the following page. Electronic signatures will not be accepted.
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D. ACCEPTANCE AND AUTHORIZATION (PLEASE SIGN BELOW – ELECTRONIC SIGNATURES WILL NOT BE ACCEPTED) 

By my signature below, I represent that I am the owner of the account listed above and authorize the distribution of assets as indicated. I understand 
that my account will be charged a distribution fee (review your Summary Plan Description at http://www.tcgservices.com/documents for fee details), 
and if my account balance is less than the distribution fee, I will not receive any money. 

Signature of Participant 
(Or Beneficiary if Death claim) Date 

Electronic Signatures will not be Accepted. 

NOTE: If additional contributions are received after a final distribution has occurred, TCG Administrators will process the second request exactly 
as specified on this form and an additional distributions fee will be charged. If a check needs to be reissued to an address different from the 
original instructions provided, a $25 reissue fee will be applied to the transaction. 

FOR INTERNAL USE ONLY – RETIREMENT PLAN SPECIALIST DEDICATED TO THIS TRANSACTION       

RPS Name RPS Code 
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Unforeseeable Emergency Verification 
900 S Capital of TX Hwy, Ste. 350 

Austin, TX 78746 
457b@tcgservices.com 

P: 800.943.9179  F: 888.989.9247 
Please submit completed form via fax, email or mail 

A transaction request form must accompany this form 

U.E.V. 8.23   Page 1 of 1 

A. REASON FOR DISTRIBUTION (MUST SELECT ONE REASON)

Full Name Social Security #

B. REASON FOR DISTRIBUTION – FILL IN ONE REASON ONLY
I AM REQUESTING A DISTRIBUTION DUE TO SEVERE FINANCIAL HARDSHIP FOR MYSELF, A DEPENDENT OR AN IMMEDIATE 
FAMILY MEMBER RESULTING FROM: 

☐ Illness or accident, including related medical expenses 

☐ Funeral expenses

☐ Imminent foreclosure or eviction from primary residence

☐ Casualty loss to employee’s Primary Residence (e.g., theft or natural disaster)

C. EXPLANATION
You must maintain documentation regarding the distribution requested. The attached form provides guidelines as to what 
documentation is needed. You must certify that you will retain this documentation in order for us to process your request. If 
you wish to provide additional information, please include this below. 

C. ACCEPTANCE AND AUTHORIZATION (PLEASE SIGN BELOW)
I hereby certify that the emergency cannot be relieved through loans, reimbursement or compensation from insurance, liquidation of my 
retirement or investment assets, or by stopping my contributions to the Plan. Under penalty of perjury, I swear that the information 
provided or attached to this form is true and correct to the best of my knowledge. I certify that the amount of the distribution that I am 
requesting does not exceed the immediate and heavy financial need caused by the hardship reason selected above. I certify that I have 
source documents supporting my qualification for the hardship withdrawal (the need and the amount), and I agree that I will preserve these 
documents and make them available at any time, upon request to the employer or the administrator. 

Signature of Participant 
(Or Beneficiary if Death claim) Date 
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Emergency Personal Expense Verification 
900 S Capital of TX Hwy, Ste. 350 

Austin, TX 78746 
457b@tcgservices.com 

P: 800.943.9179 F: 888.989.9247 
Please submit completed form via fax, email or mail A 

transaction request form must accompany this form 

A. INFORMATION ABOUT THE PARTICIPANT (OR BENEFICIARY IF DEATH CLAIM) 

Full Name Social Security # 

B. REASON FOR DISTRIBUTION FILL IN ONE REASON ONLY 
I AM REQUESTING A DISTRIBUTION DUE TO AN EMERGENCY PERSONAL EXPENSE FOR MYSELF, A DEPENDENT OR AN 
IMMEDIATE FAMILY MEMBER RESULTING FROM: 

□ Illness or accident, including related medical expenses
□ Funeral expenses
□ Imminent foreclosure or eviction from primary residence

□ Casualty loss to employee’s Primary Residence (e.g., theft or natural disaster)

□ Other (You must complete the explanation under  C below):

C. EXPLANATION
You must maintain documentation regarding the distribution requested. The attached form provides guidelines as to what 
documentation is needed. You must certify that you will retain this documentation in order for us to process your request. If 
you wish to provide additional information, please include this below. You must explain why this is an unforeseeable 
emergency that will create a significant hardship for you, your family and/or your dependent. 

D. ACCEPTANCE AND AUTHORIZATION (PLEASE SIGN BELOW) 

I hereby certify that the emergency cannot be relieved through loans, reimbursement or compensation from insurance, liquidation of my 
retirement or investment assets, or by stopping my contributions to the Plan and that failure to receive the funds will create a significant hardship. 
Under penalty of perjury, I swear that the information provided or attached to this form is true and correct to the best of my knowledge. 

I certify that the amount of the distribution that I am requesting does not exceed the immediate and heavy financial need 
caused by the emergency personal expense reason selected above. 

I understand that I may only take one Emergency Personal Expense Distribution per calendar year from all plans of my 
employer (including related employers) and that I will not be eligible to take another Emergency Personal Expense 
Distribution within the next 3 calendar years unless I have paid back the full amount of this Emergency Personal Expense 
Distribution. 

 I certify that I have source documents supporting my qualification for the emergency personal expense (the need and the amount),
and I agree that I will preserve these documents and make them available at any time, upon request to the employer or the Plan 
Administrator. 

Signature of Participant 
(Or Beneficiary if Death claim) 

Date 
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Appendix B – Disaster Relief 

TCG Administrators 
900 S. Capital of TX Hwy, Ste. 350, Austin, TX 78746 

A.B. 8.23        Toll Free: (800) 943-9179 | Fax (888) 989-9247 | www.tcgservices.com  Page 1 of 1 

APPENDIX B 

Disaster Relief Distribution Request 

CERTIFICATION 

I hereby certify that on  (DATE), my primary residence or place of employment was located in 
one of the counties declared by FEMA as affected by   , respective disaster, 
and I have a need arising from the impact of said disaster. 

Please provide an explanation below of the need for the disaster relief distribution or loan: 

PLEASE NOTE: 

TCG Administrators will rely on the self-certification from an employee or former employee as to the need for and the amount of 
the disaster distribution, unless TCG Administrators has actual knowledge to the contrary. 

In general, the normal spousal consent rules still apply for any disaster relief withdrawals and any distribution made will still be 
includible in gross income (can be taxed over 3 years) or repaid back into the plan. 
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TCG Administrators 
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TCG Administrators offers direct deposit for a faster way to receive the funds from your Distribution/ Loan request. This service 
comes at an additional cost of $25.00 per transaction. By authorizing this form below, you are authorizing TCG Administrators 
to deduct the $25.00 from your retirement account in which you have requested the Distribution/Loan request. 

AUTHORIZATION AGREEMENT 

I hereby authorize TCG Administrators to initiate an automatic deposit to my account at the financial institution named below. 
I also authorize TCG Administrators to make withdrawals from this account in the event that a credit entry is made in error. 

Further, I agree not to hold TCG Administrators responsible for any delay or loss of funds due to incorrect or incomplete information 
supplied by me or by my financial institution or due to an error on the part of my financial institution in depositing funds to my 
account. 

By signing below, I understand that TCG Administrators uses a fraud detection services platform, GIACT, to check that the 
account information provided matches the account name. If GIACT does not come back with a PASS code, TCG will reach out to 
you to notify you that a check will be mailed to the address we have on file. 

ACCOUNT INFORMATION 

Name of the Financial Institution: 

Routing Number: 

Account Number: 

Account Type: ☐ Checking Account ☐ Savings Account

Account Name (Name of Account Holder): 

ACCOUNT INFORMATION Secondary Account) 

Name of the Financial Institution: 

Routing Number: 

Account Number: 

Account Type: ☐ Checking Account ☐ Savings Account

Account Name (Name of Account Holder):  

SIGNATURE 

Authorized Signature (Primary): Date: 

Authorized Signature (Joint): Date: 

A signature is required. Electronic signatures will not be accepted. 

PLEASE RETURN THIS FORM WITH YOUR APPLICATION 
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Distribution/Loan/Transfer/Rollover/Exchange Request Rules 

TCG Administrators 
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DISTRIBUTION, LOAN & TRANSFER/ROLLOVER/EXCHANGE REQUEST RULES 

In order to process a request, we must receive (a) the TCG Administrators 403(b) PLAN DISTRIBUTION, LOAN, EXCHANGE, 
TRANSFER, & ROLLOVER FORM, (b) copies of your most recent account statements for all 403(b), 457(b) and 401(a) accounts 
that you have with Plans of your Employer for Loan Requests. 

If your transaction meets Plan, IRS and vendor rules, we will approve it and sign the Vendor forms approving the transaction. 
Please see your Plan’s Summary Plan Description on our website to review your Plan’s allowable distribution options. 

Hardship Distributions 
A Participant may receive a distribution of up to 100% of his or her account balance attributable to elective deferral 
contributions for the following reasons: 

(1) Medical expenses within the last 12 months described in Internal Revenue Code Section 213(d) incurred by the 
Participant, his spouse, or any of his dependents* or expenses necessary for these persons to obtain medical care; Proof 
required: If the employee has health insurance, the Explanation of Benefits (EOB) from the employee’s Health Insurance 
Company, showing the participant’s out-of-pocket medical expense. If the employee does not have health insurance, 
the billing or invoice for medical expenses for medical care that would be tax deductible on the employee’s federal 
income tax form (whether or not the expenses exceed 7.5% of adjusted gross income). 

(2) The purchase of a principal residence for the Participant (excluding mortgage payments); 
Proof required: All pages of the Closing statement for the cost directly related to the purchase of a principal 
residence for the employee (excluding mortgage payments) and a signed copy of the home purchase contract. 

(3) Funeral expenses for a member of the Participant’s family; 
Proof required: Billing for payments for burial and/or funeral expenses for the employee’s deceased parent, spouse, 
children or dependents; 

(4) Payment of tuition and related educational fees for the next twelve (12) months of post-secondary education for the 
Participant, his spouse, children, or dependents*; 
Proof required: Billing for payment of tuition, related educational fees, and room and board expenses, for up to the next 
12 months of post-secondary education for the employee, or the employee’s spouse, children, or dependents. This does 
not include previous semester expenses or school loan payment reimbursement. 

(5) The need to prevent the eviction of the Participant from his or her principal residence or foreclosure on the mortgage 
of the Participant’s principal residence; 
Proof required: A letter or other notice from the employee’s mortgage company or landlord showing the amount and 
date of payment(s) necessary to prevent the eviction of the employee from the employee’s principal residence or 
foreclosure on the mortgage on that residence. The letter or notice must list the expected date of eviction or foreclosure. 

(6) Expenses for the repair of damage to the employee’s principal residence that would qualify for the casualty deduction 
‡ on the employee’s federal income tax form (whether or not the loss exceeds 10% of adjusted gross income); 
Proof required: Copy of insurance claim (if applicable); billing for expenses for the repair of damage to the employee’s 
principal residence that would qualify for the casualty deduction on the employee’s federal income tax form (whether 
or not the loss exceeds 10% of adjusted gross income). 

If you have any questions about the required documentation that you are required to retain and to provide upon 
request, please don't hesitate to contact customer services at (800) 943-9179. 

* As defined in Internal Revenue Code Section 152
‡ Damages must qualify as deductible under IRC Section 165 
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Acceptable Proof of Relationship 

TCG Administrators accepts the following as proof of relationship to the deceased: 

SPOUSE 
• Certified or Attested Marriage Certificate

• If participant was previously married to someone else, a divorce or 
annulment decree or previous spouse’s death certificate

ISSUE / CHILD 

• Birth Certificate with the name of deceased parent endorsed thereon

• Where the deceased parent is the father, and his name does not appear 
on the birth certificate, one of the following is sufficient:
 A form completed and signed by both the mother and father of the 

child in the presence of either an Attorney-at-Law, Justice of the
Peace, Clerk of Courts, a registered medical practitioner, Minister of 
Religion, Marriage Officer, Midwife, Headmaster of a public
educational institution. The father, on signing the form would
effectively be acknowledging that he is the father of the child;

• An Affiliation Order made by the Court;

• Declaration of Paternity granted by the Court or

• An order made in any country outside US declaring the deceased to be
the father or putative father of the child

• A certified copy of the adoption Decree or revised birth certificate

PARENTS (401(K) PLANS ONLY) 

• Birth certificate of the deceased with the name of the parent(s)
endorsed thereon

• Adoption Decree

• Declaration by court

BROTHERS AND SISTERS  
(only applies if Beneficiary form says 
brothers and sisters or siblings without 
specifically naming them): 

• Birth certificate of the deceased with the name of parent(s) endorsed
thereon and birth certificate of the deceased brother or sister. There
must be homogeneity in at least one of the parent’s names 

• If the relationship is more complicated (same fathers, adoptions, etc.)
then we must have documentation that shows the relationship
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SPECIAL TAX NOTICE 
 

REGARDING PLAN PAYMENTS FROM PLANS QUALIFIED UNDER SECTION 401(a) AND 401(k) PLANS, 
SECTION 403(a) ANNUITY PLANS, SECTION 403(b) TAX SHELTERED ANNUITIES/403(b)(7) CUSTODIAL 

ACCOUNTS AND 457(b) GOVERNMENTAL DEFERRED COMPENSATION PLANS 
 

You are receiving this notice because all or a portion of a payment you are receiving is eligible to be rolled 
over to an IRA or an employer plan, or you have a designate Roth Account that is eligible to be rolled over to 
a Roth IRA or a designated Roth account in an employer plan. This notice is intended to help you decide 
whether to do such a rollover. 
 

A rollover allows you to continue to postpone taxation of your distribution from an eligible employer plan 
until it is paid to you. An "eligible employer plan" includes a plan qualified under section 401(a) of the Internal 
Revenue Code, including a 401(k) plan, profit-sharing plan, defined benefit plan, stock bonus plan, and money 
purchase plan; a section 403(a) annuity plan; a section 403(b) tax-sheltered annuity; and an eligible section 
457(b) governmental plan. 
 

An eligible employer plan is not legally required to accept a rollover. Before you decide to roll over your 
payment to another employer plan, you should find out whether the plan accepts rollovers and, if so, what 
documents are required to be completed before the receiving plan will accept a rollover. Even if a plan 
accepts rollovers, it might not accept rollovers of certain types of distributions, such as after-tax amounts. If 
this is the case, and your distribution includes after-tax amounts, you may wish instead to roll your 
distribution over to a traditional IRA or split your rollover amount between the employer plan in which you 
will participate and a traditional IRA. 
 

Once the rollover is completed, the rolled over amount is governed by the rules of the receiving plan. The 
receiving plan may restrict subsequent distributions of the rollover amount, such as by not permitting 
distributions of the rollover amount while employed, or by requiring your spouse's consent for any 
subsequent distribution. Check with the administrator of the plan that is to receive your rollover prior to 
making the rollover. 
 

If you have additional questions after reading this notice, you can contact your plan administrator at TCG 
Administrators at (888) 989-9247, 900 S Capital of Texas Hwy, Suite 350, Austin, Texas 78746. 
 

YOUR ROLLOVER OPTIONS 
 

This notice describes the rollover rules that apply to payments from the Plan. Some of the rules differ when 
you receive a payment from a designated Roth Account. When there is a difference, the rule for designated 
Roth Accounts will be provided in a separate paragraph. 
 

Rules that apply to most payments from a plan are described in the “General Information About Rollovers” 
section. Special rules that only apply in certain circumstances are described in the “Special Rules and Options” 
section. 
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GENERAL INFORMATION ABOUT ROLLOVERS 
 

How can a rollover affect my taxes? 
 

You will be taxed on a payment from the Plan if you do not roll it over. If you are under age 59½ and do not 
do a rollover, you will also have to pay a 10% additional income tax on early distributions (unless an exception 
applies). However, if you do a rollover, you will not have to pay tax until you receive payments later and the 
10% additional income tax will not apply if those payments are made after you are age 59½ (or if an exception 
applies). 
 

Designated Roth Account 
After-tax contributions included in a payment from a designated Roth account are not taxed, but earnings 
might be taxed. The tax treatment of earnings included in the payment depends on whether the payment is 
a qualified distribution. If a payment is only part of your designated Roth account, the payment will include 
an allocable portion of the earnings in your designated Roth account. 
 

If the payment from the Plan is not a qualified distribution and you do not do a rollover to a Roth IRA or a 
designated Roth account in an employer plan, you will be taxed on the earnings in the payment. If you are 
under age 59½, a 10% additional income tax on early distributions will also apply to the earnings (unless an 
exception applies). However, if you do a rollover, you will not have to pay taxes currently on the earnings 
and you will not have to pay taxes later on payments that are qualified distributions. 
 

If the payment from the Plan is a qualified distribution, you will not be taxed on any part of the payment even 
if you do not do a rollover. If you do a rollover, you will not be taxed on the amount you roll over and any 
earnings on the amount you roll over will not be taxed if paid later in a qualified distribution. 
 

A qualified distribution from a designated Roth account in the Plan is a payment made after you are age 59½ 
(or after your death or disability) and after you have had a designated Roth account in the Plan for at least 5 
years. In applying the 5-year rule, you count from January 1 of the year your first contribution was made to 
the designated Roth account. However, if you did a direct rollover to a designated Roth account in the Plan 
from a designated Roth account in another employer plan, your participation will count from January 1 of 
the year your first contribution was made to the designated Roth account in the Plan or, if earlier, to the 
designated Roth account in the other employer plan. 
 
Where may I roll over the payment? 
 

You may roll over the payment to either an IRA (an individual retirement account or individual retirement 
annuity) or an employer plan (a tax-qualified plan, section 403(b) plan, or governmental section 457(b) plan) 
that will accept the rollover. The rules of the IRA or employer plan that holds the rollover will determine your 
investment options, fees, and rights to payment from the IRA or employer plan (for example, no spousal 
consent rules apply to IRAs and IRAs may not provide loans). Further, the amount rolled over will become 
subject to the tax rules that apply to the IRA or employer plan. 
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Designated Roth Account 
You may roll over the payment to either a Roth IRA (a Roth individual retirement account or Roth individual 
retirement annuity) or a designated Roth account in an employer plan (a tax-qualified plan or section 403(b) 
plan) that will accept the rollover. The rules of the Roth IRA or employer plan that holds the rollover will 
determine your investment options, fees, and rights to payment from the Roth IRA or employer plan (for 
example, no spousal consent rules apply to Roth IRAs and Roth IRAs may not provide loans). Further, the 
amount rolled over will become subject to the tax rules that apply to the Roth IRA or the designated Roth 
account in the employer plan. In general, these tax rules are similar to those described elsewhere in this 
notice, but differences include: 

• If you do a rollover to a Roth IRA, all of your Roth IRAs will be considered for purposes of determining 
whether you have satisfied the 5-year rule (counting from January 1 of the year for which your first 
contribution was made to any of your Roth IRAs). 

• If you do a rollover to a Roth IRA, you will not be required to take a distribution from the Roth IRA 
during your lifetime and you must keep track of the aggregate amount of the after-tax contributions 
in all of your Roth IRAs (in order to determine your taxable income for later Roth IRA payments that 
are not qualified distributions). 

• Eligible rollover distributions from a Roth IRA can only be rolled over to another Roth IRA. 
 
How do I do a rollover? 
 

There are two ways to do a rollover. You can do either a direct rollover or a 60-day rollover. 
 

If you do a direct rollover, the Plan will make the payment directly to your IRA, Roth IRA or an employer plan. 
You should contact the IRA sponsor, Roth IRA sponsor (for designate Roth account) or the administrator of 
the employer plan for information on how to do a direct rollover. 
 

If you do not do a direct rollover, you may still do a rollover by making a deposit into an IRA, Roth IRA or 
eligible employer plan that will accept it. You will have 60 days after you receive the payment to make the 
deposit. 
 

Non-designated Roth Account 
If you do not do a direct rollover, the Plan is required to withhold 20% of the payment for federal income 
taxes (up to the amount of cash and property received other than employer stock). This means that, in order 
to roll over the entire payment in a 60-day rollover, you must use other funds to make up for the 20% 
withheld. If you do not roll over the entire amount of the payment, the portion not rolled over will be taxed 
and will be subject to the 10% additional income tax on early distributions if you are under age 59½ (unless 
an exception applies). 
 

Designated Roth Account 
You can do a rollover by making a deposit within 60 days into a designated Roth account in an employer plan 
if the payment is a nonqualified distribution and the rollover does not exceed the amount of the earnings in 
the payment. You cannot do a 60-day rollover to an employer plan of any part of a qualified distribution. If 
you receive a distribution that is a nonqualified distribution and you do not roll over an amount at least equal 
to the earnings allocable to the distribution, you will be taxed on the amount of those earnings not rolled 
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over, including the 10% additional income tax on early distributions if you are under age 59½ (unless an 
exception applies). 
 

If you do a direct rollover of only a portion of the amount paid from the Plan and a portion is paid to you at 
the same time, the portion directly rolled over consists first of earnings. 
 

If you do not do a direct rollover and the payment is not a qualified distribution, the Plan is required to 
withhold 20% of the earnings for federal income taxes (up to the amount of cash and property received other 
than employer stock). This means that, in order to roll over the entire payment in a 60-day rollover to a Roth 
IRA, you must use other funds to make up for the 20% withheld. 
 
How much may I roll over? 
 

If you wish to do a rollover, you may roll over all or part of the amount eligible for rollover. Any payment 
from the Plan is eligible for rollover, except: 

• Certain payments spread over a period of at least 10 years or over your life or life expectancy (or the 
lives or joint life expectancy of you and your beneficiary) 

• Required minimum distributions after age 70½ (if you were born before July 1, 1949), age 72 (if you 
were born after June 30, 1949 but before January 1, 1951), or age 73 (if you were born after December 
31, 1950) or after death 

• Hardship distributions 
• ESOP dividends 
• Corrective distributions of contributions that exceed tax law limitations 
• Loans treated as deemed distributions (for example, loans in default due to missed payments before 

your employment ends) 
• Cost of life insurance paid by the Plan 
• Payments of certain automatic enrollment contributions requested to be withdrawn within 90 days 

of the first contribution 
• Amounts treated as distributed because of a prohibited allocation of S corporation stock under an 

ESOP (also, there will generally be adverse tax consequences if you roll over a distribution of S 
corporation stock to an IRA) 

• Distributions of certain premiums for health and accident insurance. 
 

The Plan administrator or the payor can tell you what portion of a payment is eligible for rollover. 
 
If I don’t do a rollover, will I have to pay the 10% additional income tax on early 
distributions? 
 

If you are under age 59½, or the payment is not a qualified distribution from a designated Roth account, you 
will have to pay the 10% additional income tax on early distributions for any payment from the Plan (including 
amounts withheld for income tax) that you do not roll over, unless one of the exceptions listed below applies. 
If the payment is from a designated Roth Account, you will have to pay the 10% additional income tax only 
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on the earnings allocated to the payment. This tax is in addition to the regular income tax on the payment 
not rolled over. 
 

The 10% additional income tax does not apply to the following payments from the Plan: 
 

• Payments made after you separate from service if you will be at least age 55 in the year of the 
separation 

• Payments that start after you separate from service if paid at least annually in equal or close to equal 
amounts over your life or life expectancy (or the lives or joint life expectancy of you and your 
beneficiary) 

• Payments from a governmental defined benefit pension plan made after you separate from service if 
you are a public safety employee and you are at least age 50 in the year of the separation 

• Payments made due to disability 
• Payments after your death 
• Payments of ESOP dividends 
• Corrective distributions of contributions that exceed tax law limitations 
• Cost of life insurance paid by the Plan 
• Payments made directly to the government to satisfy a federal tax levy 
• Payments made under a qualified domestic relations order (QDRO) 
• Payments up to the amount of your deductible medical expenses (without regard to whether you 

itemize deductions for the taxable year) 
• Certain payments made while you are on active duty if you were a member of a reserve component 

called to duty after September 11, 2001 for more than 179 days 
• Payments of certain automatic enrollment contributions requested to be withdrawn within 90 days 

of the first contribution 
• Payments of up to $5,000 made to you from a defined contribution plan if the payment is a qualified 

birth or adoption distribution 
• Payments excepted from the additional income tax by federal legislation relating to certain 

emergencies and disasters 
• Phased retirement payments made to federal employees 
• Payments to individuals whose physician certifies that they have an illness or condition that is 

reasonably expected to results in death in 84 months or less. 
 
If I do a rollover to an IRA, will the 10% additional income tax apply to early distributions 
from the IRA? 
 

If you receive a payment from an IRA when you are under age 59½, you will have to pay the 10% additional 
income tax on early distributions from the IRA, unless an exception applies. In general, the exceptions to the 
10% additional income tax for early distributions from an IRA are the same as the exceptions listed above for 
early distributions from a plan. However, there are a few differences for payments from an IRA, including: 
 

• There is no exception for payments after separation from service that are made after age 55. 
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• The exception for qualified domestic relations orders (QDROs) does not apply (although a special rule 
applies under which, as part of a divorce or separation agreement, a tax-free transfer may be made 
directly to an IRA of a spouse or former spouse). 

• The exception for payments made at least annually in equal or close to equal amounts over a specified 
period applies without regard to whether you have had a separation from service. 

• There are additional exceptions for (1) payments for qualified higher education expenses, (2) 
payments up to $10,000 used in a qualified first time home purchase, and (3) payments for health 
insurance premiums after you have received unemployment compensation for 12 consecutive weeks 
(or would have been eligible to receive unemployment compensation but for self-employed status). 

 
If I do a rollover to a Roth IRA, will the 10% additional income tax apply to early distributions 
from the IRA? 
 

If you receive a payment from a Roth IRA when you are under age 59½, you will have to pay the 10% 
additional income tax on early distributions on the earnings paid from the Roth IRA, unless an exception 
applies or the payment is a qualified distribution. In general, the exceptions to the 10% additional income tax 
for early distributions from a Roth IRA listed above are the same as the exceptions for early distributions 
from a plan. However, there are a few differences for payments from a Roth IRA, including: 

• There is no special exception for payments after separation from service. 
• The exception for qualified domestic relations orders (QDROs) does not apply (although a special rule 

applies under which, as part of a divorce or separation agreement, a tax-free transfer may be made 
directly to a Roth IRA of a spouse or former spouse). 

• The exception for payments made at least annually in equal or close to equal amounts over a specified 
period applies without regard to whether you have had a separation from service. 

• There are additional exceptions for (1) payments for qualified higher education expenses, (2) 
payments up to $10,000 used in a qualified first time home purchase, and (3) payments for health 
insurance premiums after you have received unemployment compensation for 12 consecutive weeks 
(or would have been eligible to receive unemployment compensation but for self-employed status). 

 
Will I owe State income taxes? 
 

This notice does not describe any State or local income tax rules (including withholding rules). 
 

SPECIAL RULES AND OPTIONS 
 
If your payment includes after-tax contributions, but is not a designated Roth account 
 

After-tax contributions included in a payment are not taxed. If a payment is only part of your benefit, an 
allocable portion of your after-tax contributions is included in the payment, so you cannot take a payment of 
only after-tax contributions. However, if you have pre-1987 after-tax contributions maintained in a separate 
account, a special rule may apply to determine whether the after-tax contributions are included in a payment. 
In addition, special rules apply when you do a rollover, as described below. 
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You may roll over to an IRA a payment that includes after-tax contributions through either a direct rollover 
or a 60-day rollover. You must keep track of the aggregate amount of the after-tax contributions in all of your 
IRAs (in order to determine your taxable income for later payments from the IRAs). If you do a direct rollover 
of only a portion of the amount paid from the Plan and at the same time the rest is paid to you, the portion 
directly rolled over consists first of the amount that would be taxable if not rolled over. For example, assume 
you are receiving a distribution of $12,000, of which $2,000 is after-tax contributions. In this case, if you 
directly roll over $10,000 to an IRA that is not a Roth IRA, no amount is taxable because the $2,000 amount 
not directly rolled over is treated as being after-tax contributions. If you do a direct rollover of the entire 
amount paid from the Plan to two or more destinations at the same time, you can choose which destination 
receives the after-tax contributions. 
 

If you do a 60-day rollover to an IRA of only a portion of a payment made to you, the after-tax contributions 
are treated as rolled over last. For example, assume you are receiving a distribution of $12,000, of which 
$2,000 is after-tax contributions, and no part of the distribution is directly rolled over. In this case, if you roll 
over $10,000 to an IRA that is not a Roth IRA in a 60-day rollover, no amount is taxable because the 
$2,000 amount not rolled over is treated as being after-tax contributions. 
 
You may roll over to an employer plan all of a payment that includes after-tax contributions, but only through 
a direct rollover (and only if the receiving plan separately accounts for after-tax contributions and is not a 
governmental section 457(b) plan). You can do a 60-day rollover to an employer plan of part of a payment 
that includes after-tax contributions, but only up to the amount of the payment that would be taxable if not 
rolled over. 
 
If you miss the 60-day rollover deadline 
 

Generally, the 60-day rollover deadline cannot be extended. However, the IRS has the limited authority to 
waive the deadline under certain extraordinary circumstances, such as when external events prevented you 
from completing the rollover by the 60-day rollover deadline. To apply for a waiver, you must file a private 
letter ruling request with the IRS. Private letter ruling requests require the payment of a nonrefundable user 
fee. For more information, see IRS Publication 590-A, Contributions to Individual Retirement Arrangements 
(IRAs). 
 
If your payment includes employer stock that you do not roll over 
 

If you do not do a rollover, you can apply a special rule to payments of employer stock (or other employer 
securities) that are either attributable to after-tax contributions or paid in a lump sum after separation from 
service (or after age 59½, disability, or the participant’s death). Under the special rule, the net unrealized 
appreciation on the stock will not be taxed when distributed from the Plan and will be taxed at capital gain 
rates when you sell the stock. Net unrealized appreciation is generally the increase in the value of employer 
stock after it was acquired by the Plan. If you do a rollover for a payment that includes employer stock (for 
example, by selling the stock and rolling over the proceeds within 60 days of the payment), the special rule 
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relating to the distributed employer stock will not apply to any subsequent payments from the IRA or 
employer plan. The Plan administrator can tell you the amount of any net unrealized appreciation. 
 

Designated Roth Account 
If you receive a payment that is not a qualified distribution and you do not roll it over, you can apply a special 
rule to payments of employer stock (or other employer securities) that are paid in a lump sum after 
separation from service (or after age 59½, disability, or the participant’s death). Under the special rule, the 
net unrealized appreciation on the stock included in the earnings in the payment will not be taxed when 
distributed to you from the Plan and will be taxed at capital gain rates when you sell the stock. If you do a 
rollover to a Roth IRA for a nonqualified distribution that includes employer stock (for example, by selling the 
stock and rolling over the proceeds within 60 days of the distribution), you will not have any taxable income 
and the special rule relating to the distributed employer stock will not apply to any subsequent payments 
from the Roth IRA or employer plan. Net unrealized appreciation is generally the increase in the value of the 
employer stock after it was acquired by the Plan. The Plan administrator can tell you the amount of any net 
unrealized appreciation. If you receive a payment that is a qualified distribution that includes employer stock 
and you do not roll it over, your basis in the stock (used to determine gain or loss when you later sell the 
stock) will equal the fair market value of the stock at the time of the payment from the Plan. 
  
If you have an outstanding loan that is being offset 
 

If you have an outstanding loan from the Plan, your Plan benefit may be offset by the amount of the loan, 
typically when your employment ends. The loan offset amount is treated as a distribution to you at the time 
of the offset and will be taxed (including the 10% additional income tax on early distributions, unless an 
exception applies) unless you do a 60-day rollover in the amount of the loan offset to an IRA or employer 
plan. 
 

Designate Roth Account 
The loan offset amount is treated as a distribution to you at the time of the offset and, if the distribution is a 
nonqualified distribution, the earnings in the loan offset will be taxed (including the 10% additional income 
tax on early distributions, unless an exception applies) unless you do a 60-day rollover in the amount of the 
earnings in the loan offset to a Roth IRA or designated Roth account in an employer plan. 
 

How long you have to complete the rollover depends on what kind of plan loan offset you have. If you have 
a qualified plan loan offset, you will have until your tax return due date (including extensions) for the tax year 
during which the offset occurs to complete your rollover. A qualified plan loan offset occurs when a plan loan 
in good standing is offset because your employer plan terminates, or because you sever from employment. 
If your plan loan offset occurs for any other reason (such as a failure to make level repayments that results 
in a deemed distribution), then you have 60 days from the date the offset occurs to complete your rollover. 
 
If you were born on or before January 1, 1936 
 

If you were born on or before January 1, 1936 and receive a lump sum Distribution (that is not a qualified 
distribution from a designated Roth account) that you do not roll over, special rules for calculating the 
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amount of the tax on the payment might apply to you. For more information, see IRS Publication 575, Pension 
and Annuity Income. 
 
If your payment is from a governmental section 457(b) plan 
 

If the Plan is a governmental section 457(b) plan, the same rules described elsewhere in this notice generally 
apply, allowing you to roll over the payment to an IRA or an employer plan that accepts rollovers. One 
difference is that, if you do not do a rollover, you will not have to pay the 10% additional income tax on early 
distributions from the Plan even if you are under age 59½ (unless the payment is from a separate account 
holding rollover contributions that were made to the Plan from a tax-qualified plan, a section 403(b) plan, or 
an IRA). However, if you do a rollover to an IRA or to an employer plan that is not a governmental section 
457(b) plan, a later distribution made before age 59½ will be subject to the 10% additional income tax on 
early distributions (unless an exception applies). Other differences are that you cannot do a rollover if the 
payment is due to an “unforeseeable emergency” and the special rules under “If your payment includes 
employer stock that you do not roll over” and “If you were born on or before January 1, 1936” do not apply. 
 
If you are an eligible retired public safety officer and your pension payment is used to pay 
for health coverage or qualified long-term care insurance 
 

If the Plan is a governmental plan, you retired as a public safety officer, and your retirement was by reason 
of disability or was after normal retirement age, you can exclude from your taxable income plan payments 
or (nonqualified distributions from a designated Roth account) paid directly as premiums to an accident or 
health plan (or a qualified long-term care insurance contract) that your employer maintains for you, your 
spouse, or your dependents, up to a maximum of $3,000 annually. For this purpose, a public safety officer is 
a law enforcement officer, firefighter, chaplain, or member of a rescue squad or ambulance crew. 
 
If you roll over your payment to a Roth IRA from an account that is not a designated Roth 
Account 
 

If you roll over a non-Roth payment from the Plan to a Roth IRA, a special rule applies under which the 
amount of the payment rolled over (reduced by any after-tax amounts) will be taxed. However, the 10% 
additional income tax on early distributions will not apply (unless you take the amount rolled over out of the 
Roth IRA within 5 years, counting from January 1 of the year of the rollover). If you roll over the payment to 
a Roth IRA, later payments from the Roth IRA that are qualified distributions will not be taxed (including 
earnings after the rollover). A qualified distribution from a Roth IRA is a payment made after you are age 59½ 
(or after your death or disability, or as a qualified first-time homebuyer distribution of up to $10,000) and 
after you have had a Roth IRA for at least 5 years. In applying this 5-year rule, you count from January 1 of 
the year for which your first contribution was made to a Roth IRA. Payments from the Roth IRA that are not 
qualified distributions will be taxed to the extent of earnings after the rollover, including the 10% additional 
income tax on early distributions (unless an exception applies). You do not have to take required minimum 
distributions from a Roth IRA during your lifetime. For more information, see IRS Publication 590- A, 
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Contributions to Individual Retirement Arrangements (IRAs), and IRS Publication 590-B, Distributions from 
Individual Retirement Arrangements (IRAs). 
 
If in-plan Roth Conversions are permitted (a rollover from a non-Roth account to a 
designated Roth account in the Plan) 
 

You cannot roll over a distribution to a designated Roth account in another employer’s plan. However, you 
can roll the distribution over into a designated Roth account in the distributing Plan. If you roll over a payment 
from the Plan to a designated Roth account in the Plan, the amount of the payment rolled over (reduced by 
any after-tax amounts directly rolled over) will be taxed. However, the 10% additional tax on early 
distributions will not apply (unless you take the amount rolled over out of the designated Roth account within 
the 5-year period that begins on January 1 of the year of the rollover). 
 

If you roll over the payment to a designated Roth account in the Plan, later payments from the designated 
Roth account that are qualified distributions will not be taxed (including earnings after the rollover). A 
qualified distribution from a designated Roth account is a payment made both after you are age 59½ (or after 
your death or disability) and after you have had a designated Roth account in the Plan for at least 5 years. In 
applying this 5-year rule, you count from January 1 of the year your first contribution was made to the 
designated Roth account. However, if you made a direct rollover to a designated Roth account in the Plan 
from a designated Roth account in a plan of another employer, the 5-year period begins on January 1 of the 
year you made the first contribution to the designated Roth account in the Plan or, if earlier, to the designated 
Roth account in the plan of the other employer. Payments from the designated Roth account that are not 
qualified distributions will be taxed to the extent of earnings after the rollover, including the 10% additional 
income tax on early distributions (unless an exception applies). 
 
If you are not a plan participant 
 

Payments after death of the participant. If you receive a distribution after the participant’s death that you 
do not roll over, the distribution will generally be taxed in the same manner described elsewhere in this 
notice. However, whether a designated Roth account payment is a qualified distribution generally depends 
on when the participant first made a contribution to the designated Roth account in the Plan.  Also, the 10% 
additional income tax on early distributions and the special rules for public safety officers do not apply, and 
the special rule described under the section “If you were born on or before January 1, 1936” applies only if 
the participant was born on or before January 1, 1936. 
 
If you are a surviving spouse 
 

If you receive a payment from the Plan as the surviving spouse of a deceased participant, you have the same 
rollover options that the participant would have had, as described elsewhere in this notice. In addition, if you 
choose to do a rollover to an IRA, you may treat the IRA as your own or as an inherited IRA. An IRA you treat 
as your own is treated like any other IRA of yours, so that payments made to you before you are age 59½ will 
be subject to the 10% additional income tax on early distributions (unless an exception applies) and required 
minimum distributions from your IRA do not have to start until after you are age 70½ (if you were born before 
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July 1, 1949), age 72 (if you were born after June 30, 1949 but before January 1, 1951), or age 73 (if you were 
born after December 31, 1950). If you treat the IRA as an inherited IRA, payments from the IRA will not be 
subject to the 10% additional income tax on early distributions. However, if the participant had started taking 
required minimum distributions, you will have to receive required minimum distributions from the inherited 
IRA. If the participant had not started taking required minimum distributions from the Plan, you will not have 
to start receiving required minimum distributions from the inherited IRA until the year the participant would 
have been age 70½ (if you were born before July 1, 1949), age 72 (if you were born after June 30, 1949 but 
before January 1, 1951), or age 73 (if you were born after December 31, 1950). 
 

Designated Roth Account 
If you choose to do a rollover to a Roth IRA, you may treat the Roth IRA as your own or as an inherited Roth 
IRA. A Roth IRA you treat as your own is treated like any other Roth IRA of yours, so that you will not have to 
receive any required minimum distributions during your lifetime and earnings paid to you in a nonqualified 
distribution before you are age 59½ will be subject to the 10% additional income tax on early distributions 
(unless an exception applies). If you treat the Roth IRA as an inherited Roth IRA, payments from the Roth IRA 
will not be subject to the 10% additional income tax on early distributions. An inherited Roth IRA is subject 
to required minimum distributions. If the participant had started taking required minimum distributions from 
the Plan, you will have to receive required minimum distributions from the inherited Roth IRA. If the 
participant had not started taking required minimum distributions, you will not have to start receiving 
required minimum distributions from the inherited Roth IRA until the year the participant would have been 
age 70½ (if you were born before July 1, 1949), age 72 (if you were born after June 30, 1949 but before 
January 1, 1951), or age 73 (if you were born after December 31, 1950). 
 
If you are a surviving beneficiary other than a spouse  
 

If you receive a payment from the Plan because of the participant’s death and you are a designated 
beneficiary other than a surviving spouse, the only rollover option you have is to do a direct rollover to an 
inherited IRA or Roth IRA (for designated Roth accounts). Payments from the inherited IRA or Roth IRA will 
not be subject to the 10% additional income tax on early distributions. You will have to receive required 
minimum distributions from the inherited IRA or Roth IRA. 
 

Payments under a qualified domestic relations order. If you are the spouse or former spouse of the 
participant who receives a payment from the Plan under a qualified domestic relations order (QDRO), you 
generally have the same options the participant would have (for example, you may roll over the payment to 
your own IRA or an eligible employer plan that will accept it). Payments under the QDRO will not be subject 
to the 10% additional income tax on early distributions. 
 
If you are a nonresident alien 
 

If you are a nonresident alien and you do not do a direct rollover to a U.S. IRA or U.S. employer plan, instead 
of withholding 20%, the Plan is generally required to withhold 30% of the payment for federal income taxes. 
If the amount withheld exceeds the amount of tax you owe (as may happen if you do a 60- day rollover), you 
may request an income tax refund by filing Form 1040NR and attaching your Form 1042-S. See Form W-8BEN 
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for claiming that you are entitled to a reduced rate of withholding under an income tax treaty. For more 
information, see also IRS Publication 519, U.S. Tax Guide for Aliens, and IRS Publication 515, Withholding of 
Tax on Nonresident Aliens and Foreign Entities. 
 
Other special rules 
 

If a payment is one in a series of payments for less than 10 years, your choice whether to make a direct 
rollover will apply to all later payments in the series (unless you make a different choice for later payments). 
 

If your payments for the year are less than $200 (not including payments from a designated Roth account in 
the Plan), or your payments from the designated Roth account is less than $200, the Plan is not required to 
allow you to do a direct rollover and is not required to withhold for federal income taxes. However, you may 
do a 60-day rollover. 
 

Unless you elect otherwise, a mandatory cash out of more than $1,000 (not including payments from a 
designated Roth account in the Plan) will be directly rolled over to an IRA chosen by the Plan administrator 
or the payor. A mandatory cash out is a payment from a plan to a participant made before age 62 (or normal 
retirement age, if later) and without consent, where the participant’s benefit does not exceed $5,000 (not 
including any amounts held under the plan as a result of a prior rollover made to the plan). 
 

You may have special rollover rights if you recently served in the U.S. Armed Forces. For more information, 
see IRS Publication 3, Armed Forces’ Tax Guide. You also may have special rollover rights if you were affected 
by a federally declared disaster (or similar event), or if you received a distribution on account of a disaster. 
For more information on special rollover rights related to disaster relief, see the IRS website at www.irs.gov.  
 

FOR MORE INFORMATION 
 

You may wish to consult with the Plan administrator or payor, or a professional tax advisor, before taking a 
payment from the Plan. Also, you can find more detailed information on the federal tax treatment of 
payments from employer plans in: IRS Publication 575, Pension and Annuity Income; IRS Publication 590- A, 
Contributions to Individual Retirement Arrangements (IRAs); IRS Publication 590-B, Distributions from 
Individual Retirement Arrangements (IRAs); and IRS Publication 571, Tax-Sheltered Annuity Plans (403(b) 
Plans). These publications are available from a local IRS office, on the web at www.irs.gov, or by calling 1-
800-TAX-FORM. 
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