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Defined Contribution Plans Webinar for 
CIPPS and Decentralized State Agencies

All phone lines will be muted during the 
presentation, if you have questions during the 
meeting please type them in the Q&A box 
provided on the website.
The meeting will begin at 9:00 am and is 
scheduled to end at 10:00 am
To hear the audio portion please call 1-877-605-
3723, and enter the Participant Code = 1494038
Pressing *0 on your phone will send you to the 
operator for technical phone support
Call Customer Care at 1-800-263-6317 for all 
GOTOWebinar software/application problems
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How to use your GoToWebinar Control Panel

Dial the telephone number and 
access code shown on your 
GoToWebinar control panel to 
receive the audio portion of this 
presentation.

Click on the Question and 
Answer tab to type and send 
questions. 

Questions will be collected and 
answered at the end of the 
presentation.    
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Agenda

Introduction
Employer Website
Enrollment Procedures

Auto-Enroll
Employer Responsibilities 

Review Report U062 and U063
When Payroll Office keys items
Standard Catch-Up
Completed Forms

ING is agent of record for forms

Account Access
PIN/Password Reminders
Contribution Changes

Questions
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Introduction

Andy Feagans, VRS 
Employer Representative

Kelly Hiers, ING
Plan Manager for Field Staff

Lora George, DOA
Director of State Payroll

Jackie Gilliam, VRS
Defined Contribution Plans Officer
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Additional Resources

June Dennis, VRS
Defined Contribution Plans Administrator

Lisa Crowell, ING
Assistant Vice President

Jennifer Dumond, ING
Team Leader

Liana Phillips, ING
Operations Officer
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DC Plans Employer Website

www.varetire.org
Click on the Defined Contribution Plans tab

Request materials
Access Regional Education Meeting 
Schedule
Register for upcoming employer webinars
Read Plan updates
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Enrollment Procedures

All employees of state agencies and other 
agencies that have adopted the Plan are 
eligible to participate in the 457 Plan

Includes both wage and salaried employees

For decentralized state agencies all 
salaried new and rehired employees 
receive a password and plan information. 
Other employees receive these only if 
reported to ING on the employer s Payroll 
Data Interchange (PDI).

http://www.varetire.org
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Enrollment Procedures

All new employees of CIPPS reporting 
agencies receive a password and 
enrollment information

Includes both wage and salaried employees

Non-participating current employees of 
CIPPS reporting agencies received a 
password and Plan information when their 
name first appeared on a PDI file sent to 
ING by DOA in January 2009.
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Enrollment Procedures

Welcome package includes
Plan Features & Highlights brochure
Investment Option Information 
Enrollment and Beneficiary Designation forms

Password is mailed separately

If an employee does not receive a welcome 
packet, they can:

Print general information and forms from the website
Call the Plan Information Line or the Virginia Service 
Center to have information resent
Enroll online or by telephone when they receive a 
password
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Enrollment Procedures

Who may enroll?
New salaried employees who do not want to 
wait to be enrolled automatically
Existing employees that have not enrolled 
previously

Employees that have previously opted out of 
the auto-enroll process
Wage employees that are not subject to the 
auto-enroll process
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Auto Enroll Process

Auto-Enroll Eligible
All salaried State employees hired or rehired 
on or after 1/1/2008, unless they 

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

ING receives a file each month from VRS with 
eligible new hires or rehires who were hired in 
the previous month.
ING mails Auto Enroll Packet which includes:

Automatic Enrollment Notice
457 Plan Guide to Automatic Enrollment
Investment Option Information
Planning and Investment Guide
Enrollment and Beneficiary Designation Forms

ING sends a password in a separate mailing

14

Auto-Enroll Process

After the Auto Enroll Packet is mailed
Employee will be mailed a password and can 
use the password to enroll online or over the 
telephone 
Employee can enroll by completing paper 
Enrollment and Beneficiary Designation forms

With the password employees may also opt 
out of 457 Plan participation online or over the 
telephone no paper opt out form is used
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Auto-Enroll Process - Timeline

Employees have 90 days to enroll or opt out 
of participation from the date that ING mails 
first notification
Reminder is mailed 45 days after first 
notification
If the employee does nothing, contributions 
will automatically begin at the end of the 90-
day period
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Auto-Enroll Process

Opting Out After the First Auto Contribution
The employee has an additional 90 days from the 
posting date of the first deferral to opt out of the Plan 
and have contributions returned to him
At the time the employee opts out online or by 
telephone he will be presented with the option to take a 
distribution
If he chooses to take a distribution it will be sent to him 
and a 1099-R will be generated in January of the 
following year
Federal regulations require that the employer cash 
match be forfeited
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Auto-Enroll Process

Rehires who have an existing Deferred 
Compensation account with a balance

Will receive a password reminder

Will receive an eligibility notice that includes 
Enrollment and Beneficiary Designation forms
May reactivate their account online or over 
the telephone using the Plan Information Line
May complete paper Enrollment and 
Beneficiary Designation forms
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Employer Responsibilities

Review Report U062

(Update Listing)
Scan for unusually 
high amounts
Verify SCU maximums 
with agency records

File as documentation 
for payroll action
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Employer Responsibilities

Review Report U063
(Error Listing)

Lists records not updated 
due to employment status 
or invalid Employee 
Number
Review to determine if 
manual updates required
File as documentation for 
payroll action
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Employer Responsibilities

When does a Payroll Office key DC items?
One-time deferrals (to include from 
termination pay)
Agency transfers
After processing these forms are faxed to ING

Note: Agency action will be required for paperwork, not 
data entry, for SCU and Uniformed Service Leave Make-
Up
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Employer Responsibilities

Standard Catch-Up
Agencies do not need to modify the goal 
amount for SCU participants when the 
calendar year rolls over
The automated update will pass the maximum 
deferral amount for the calendar year based 
upon the remaining credit balance
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Employer Responsibility

Standard Catch-Up Eligibility
Participants may Catch-Up those 457 Plan 
contributions they were eligible to make, but 
did not

Standard Catch-Up may be used only in the 3 
years prior to the persons elected Normal 
Retirement Age



VRS Defined Contribution Plans 6/9/2009

12

23

Employer Responsibility

Standard Catch-Up

Required Forms
Normal Retirement Age Election

Select an age/year no earlier than first eligibility for an 
unreduced VRS benefit and no later than age 70.5

Standard Catch-Up Credit Worksheet
Participant compares the amount contributed each year to 
the limit for the year. The difference is the available credit for 
that year
Prior to 2001 the credit is reduced by the amount contributed 
to a 403(b) Plan

Payroll Authorization Form (for Standard Catch-Up)
Establishes the begin date for the Standard Catch-Up 
contributions
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Standard Catch-Up

Employee gives Completed Forms to Employer for 
reference to insure Standard Catch-Up is transmitted
Completed Forms are forwarded to VRS for review
VRS certifies Normal Retirement Age
VRS sends Standard Catch-Up Forms to ING for 
processing and to be included in the participants image 
record
ING sends Standard Catch-Up limit to agency on the 
next available deferral file; annual limit or remaining 
catch-up credit, whichever is less

Employer Responsibility
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Employer Responsibilities

Send completed Forms to ING:
Fax to 1-888-998-8954

(Secure fax line that scans directly into the ING 
imaging system)

Enrollment and Beneficiary Designation Forms
Payroll Authorization Form One-Time Deferral

Payroll Authorization Form Agency Transfer
Social Security Change Form For Active 
Employees

26

Employer Responsibilities

Social Security Number Corrections for 
active employees
Demographic changes for active
employees

NOTE: Terminated employees must 
complete a Personal Information Change 
Form

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

http://www.varetire.org
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Account Access 

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

Basic account information
Transactions
Assistance with website navigation

NOTE: Employers cannot get participant 
account information unless the participant is 
also on the line
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Account Access

Participant Forgets or Misplaces Password
Go to www.varetire.org
Select Account Log-In under the Defined Contribution 
Plans tab
Select Forgot Your Password? under the User Log-in 
box 
You will be asked for your user name or Social 
Security number and date of birth
If you have logged in and set up security questions 
previously, you can reset password online
If you have not, password will be mailed to address of 
record

http://www.varetire.org
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Account Access

Participant Forgets or Misplaces 
Password

Call the Plan Information Line at 1-VRS-DC-
PLAN1 (1-877-327-5261)
Select Option 1to speak with a Customer 
Service Associate, weekdays 8 a.m. to 8 p.m. 
Eastern Time 
You will need your Social Security number 
and be asked questions to confirm your 
identity
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Main Page 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 Requesting PIN Reminders

Click here to request 
Password Reminder or 
Reset Password
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