
Defined 
Contribution Plans

Webinar for 
Employers

*Created 03/25/2009

2

Agenda

Introduction
Enrollment Process

Auto-Enroll

Participant Changes
Account Access
Questions



3

Introduction

Andy Feagans, VRS 
Employer Representative

Kelly Hiers, ING
Plan Manager for Field Staff

Lisa Crowell, ING
Plan Administration, Payroll Processing

Deb Whitman, ING
Implementation Services Technical Analyst
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Auto-Enroll Process

All employees of state agencies and other 
agencies that have adopted the Plan are 
eligible to participate in the 457 Plan
All new employees receive PIN and 
enrollment information
All salaried State employees hired or 
rehired on or after 1/1/2008 will be auto 
enrolled, unless they 

Have an existing 457 plan account,
Self-enroll in the 457 plan, 
Contribute to a 403(b) plan or 
Opt out of participation. 
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Auto-Enroll Process

New employee is mailed a welcome 
package once ING is notified of their 
employment

Have 90 days to opt out of participation from 
the date that ING mails notification

Reminder is mailed after 45 days
If they do not opt out, deductions will 
automatically begin at the end of the 90-day 
period

6

Auto-Enroll Process

Welcome package includes
Plan Features & Highlights brochure
Investment returns 
Enrollment and beneficiary forms

PIN is mailed separately
If an employee does not receive welcome 
packet, they can:

Print general information and forms from the 
website and request PIN reminder
Call customer service or the local office to 
have information resent
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Auto-Enroll Process

Due to the transition to ING new hires and 
rehires after October 1, 2008 were mailed 
auto-enroll notices on January 26, 2009

Deductions will begin on the May 1st pay date 
if employee does not opt out prior to that date
Can enroll earlier online or by calling 
customer service using PIN issued by ING in 
January 
Can also complete and submit an enrollment 
form
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Enrollment Procedures

Enrollment
Employee will be mailed a PIN and can use it 
to enroll online or over the telephone 
Employee can complete an enrollment form
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Enrollment Procedures

After opting out of participation
Employee can enroll online, or over the 
telephone using previously issued PIN
Can request a PIN reminder online or by 
calling customer service

Employee can complete an enrollment form
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Enrollment Procedures

Rehires who have an existing Deferred 
Compensation account

Will receive a PIN reminder

Will receive an eligibility notice that includes 
enrollment and beneficiary forms
May reactivate their account online or over 
the telephone with customer service
May complete an enrollment form
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Participant Changes

Changing Employers
An employee who currently has contributions 
going to the Deferred Compensation Plan

Should complete a Payroll Authorization Form 
Agency Transfer in order to continue contributions
Form should be submitted to new agency for 
processing

Agency should submit form to ING for imaging

Employee should not complete an enrollment form
Employee should make changes to contribution 
amount or investment elections online or by calling 
customer service center
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Participant Changes

Contribution Amount Changes
Employee must request directly through ING either 
by calling customer service or by visiting the 
website
No form available
ING will communicate the change back to DOA 
who inputs the change

*This applies to all State agencies except UVA, UVA Medical, VCU, and GMU.
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Participant Changes

For State agencies that report 
through CIPPS 

Contribution changes will be 
communicated back to DOA who inputs 
the change

ING DOA/CIPPS PayrollParticipant
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Participant Changes

For political subdivisions, school 
divisions and non-CIPPS State 
agencies

Changes will be communicated back to 
payroll who inputs the change

ING PayrollParticipant

*This applies to all State agencies except UVA, UVA Medical, VCU, and GMU.
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Participant Changes

Contribution Amount Changes
For agencies without online functionality 

Complete and submit appropriate form 

For Political Subdivisions and School 
Divisions

Complete and submit appropriate form 

16

Available Payroll Authorization Forms

Agency Transfer
For use when an employee changes agencies 

One-Time Deferral
For use when an employee would like to make a one-
time deferral (i.e. an annual leave payout)
Form is actually processed by employee s payroll 
officer
Sent to ING to be scanned into the participant s 
imaging record, nothing is changed in our system

State Agencies Without Online Functionality
Political Subdivisions and School Divisions
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Participant Changes

Federal law requires that contribution 
amount changes do not go into effect until 
the first available payroll after the end of 
the month the change is made
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Participant Changes

Demographic changes
Communicated directly from employer for 
active employees 

From DOA for CIPPS agencies
Directly from payroll for other types of agencies

Terminated employees must complete a 
Personal Information Change Form

Available at www.varetire.org, click on Defined 
Contribution Plans tab 
Must be notarized

http://www.varetire.org
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Participant Changes

Demographic Changes - Social security 
number corrections

Active employees would complete a SSN 
Change Request Form 

Form is not available online and should be 
requested from your local representative

Terminated employees would complete a 
Personal Change Form

Form is available online
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Participant Changes

Agencies using ING Payroll Administration 
Can make changes to names, date of birth, date of 
hire, termination date, agency ID (div), and status 
directly through Payroll Administration Application.

Those Agencies not using the ING Payroll 
Administration Application 

Must notify ING via fax for active employees for any 
changes required. ING will only accept information 
from employees after employment termination.
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Participant Changes

For State agencies that report 
through CIPPS 

Demographic changes will be 
communicated to ING from DOA 

Employer DOA/CIPPS INGParticipant
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Participant Changes

For political subdivisions, school 
divisions and non-CIPPS agencies

Demographic changes will be 
communicated to ING from the 
employer 

Employer INGParticipant
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Distribution Process

Participants are eligible to begin distributions 30 
days after the last day of the month in which 
they were last reported for benefits

Participant completes distribution form and 
submits it to ING for processing

If a distribution form is submitted after the 30-
day waiting period has passed, participant 
should receive payment within 2 weeks
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Account Access 

1-VRS-DC-PLAN1 (1-877-327-5261)
Option 1 Automated Phone System & Call 
Center

Basic account information

Transactions
Assistance with website navigation

To reach an ING representative if you do not have 
a PIN, press 0 when prompted to enter a social 
security number
Employers cannot get participant account 
information unless the participant is also on the line
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Account Access

1-VRS-DC-PLAN1 (1-877-327-5261)
Option 2 Richmond Office

Participant education  
Account reviews
Schedule on-site meetings 
Assistance with any participant/employer 
questions or concerns

The Richmond office does not process 
transactions 
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Kelly Hiers Virginia Plans 
Manager, Richmond/Central 
VA

Email: Kelly.Hiers@us.ing.com

1-877-327-5261, option 2, 
extension 13

David Detamore
Central/Northern VA 
Representative

Email: 
David.Detamore@us.ing.com

1-877-327-5261, option 2, 
extension 11

Mackenzie Moss Tidewater 
Representative

Email: Mackenzie.Moss@us.ing.com

1-877-327-5261, option 2,    
extension 12

Janice Parker Western VA 
Representative

Email: Janice.Parker@us.ing.com

1-877-327-5261, option 2,    
extension 14

Field Office

Local Registered Representatives
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Field Office

Responsibilities include:

Participant education through group presentations 
and individual appointments

Assisting participants and employers with any issues 
or concerns that may arise

Regional education meetings held throughout the 
Commonwealth

Should expect a return call by the next business day
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DC Regional Education Meetings

Deferred Compensation and Cash Match 
Plans Overview
Guide to Defined Contribution Plans 
Website 
Managing Your Defined Contribution Plan 
Accounts 
Retirement Distribution Strategies

*Contact your local representative if you would like to schedule a meeting at 
your location.
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Account Access

Website www.VARETIRE.org
Requires PIN

Account information
Transactions
Print statements

Does not require PIN
Print Forms
Print/View schedule for regional meetings
Print/View investment information
Print/View plan information
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Main Page www.VARETIRE.org

http://www.VARETIRE.org
http://www.VARETIRE.org
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Logging In & Accessing Plan Information

Logging In
Plan Information, 
Publications, and 
Forms
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Logging In
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Accessing Plan Information & 
Publications

Publications
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Forms (Plan Specific)


