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Defined Contribution Plans Webinar for Political 
Subdivisions and School Divisions

All lines will be muted during the presentation, if 
you have questions during the meeting please 
type them in the Q&A box
The meeting will begin at 11:00 am and will end 
at 12:00 pm
To hear the audio portion please call 1-877-605-
3723, 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.    



VRS Defined Contribution Plans 6/9/2009

2

Defined Contribution 
Plans Webinar              

for Political Subdivisions 
and School Divisions

*Created 5/15/2009
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Agenda

Introduction
Employer Website
Enrollment Process
Employer Responsibility
Account Access

PIN/Password Reminders

Questions
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Introduction

Andy Feagans, VRS 
Employer Representative

Kelly Hiers, ING
Plan Manager for Field Staff

Jackie Gilliam, VRS
Defined Contribution Plans Officer

Lisa Crowell, ING
Assistant Vice President
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Additional Resources

June Dennis, VRS
Defined Contribution Plans Administrator

Jennifer Dumond, ING
Team Leader

Liana Phillips, ING
Operations Officer
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Employer Resource 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

Employee should complete 
Enrollment Form

Beneficiary Form

Forms should be submitted to ING via fax 
or US mail (if fax not available)
Employee should receive a password via 
mail within 2 weeks after ING receives 
enrollment form

http://www.varetire.org
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Employer Responsibilities

Completed Forms
Can be faxed to 1-888-998-8954 (preferred 
method)

Secure fax line that scans directly into the ING 
imaging system

Can be mailed to:
ING Plan Administration
Attn: Virginia Retirement Systems
PO Box 5159
Boston, MA 02206-5159  
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Employer Responsibilities 
Contribution Amount Changes

All contribution changes should be made online 
or by telephone using the automated voice 
response system.
These changes are communicated back to the 
agency on the feedback file located on Sponsor 
Connect and will be available according to the 
State payroll calendar. 
An email notification will be sent to the agency
contact when their file is available.
Changes should be processed by the agency 
payroll and effective the first pay period of the 
following month. 
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Employer Responsibilities 
Contribution Amount Changes

Federal law requires deferral amount 
changes not be effective until the first 
available payroll after the end of the month 
in which the change was requested.
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Employer Responsibilities 
Demographic Changes

Demographic changes
Communicated directly from employer for 
active employees 
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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Employer Responsibilities 
Demographic Changes

Agencies using ING Payroll Administration 
Can make changes to names, date of birth, 
date of hire, and agency ID (division) 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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Employer Responsibilities 
Demographic Changes

For political subdivisions and school 
divisions

Demographic changes will be 
communicated to ING from the 
employer 

Employer INGParticipant



VRS Defined Contribution Plans 6/9/2009

8

15

Employer Responsibilities 
Reporting to VRS

For each pay date the employer sends a 
report to VRS showing contribution to the 
Plans. Reports have the following data:

Employee Name
Last four (4) numbers of SSN
Amount of this pay date s 457 Plan Contribution
Year to Date Contribution

If applicable 
Employer Cash Match for Current Pay Date
Year to Date Employer Match
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Employer Responsibilities 
Additional Important Items

Monitor 457 Plan Contributions to insure 
participant does not exceed the contribution limit 
that applies. Report excess contributions to 
VRS.
Notify VRS of mistaken contributions or posting 
errors
Notify VRS if your personnel working with the 
Plan change.
ING is the Agent of Record and must receive all 
forms that the employee completes, regardless 
of how the processing is handled.
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Employer Responsibility Standard 
Catch-Up

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 designated Normal 
Retirement Age
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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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Employee gives Completed Forms to Employer 
for reference to insure Standard Catch-Up is 
transmitted
Completed Forms are mailed 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 
Standard Catch-Up
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457 Plan Excess Deferrals 

Employee contributes more to the 457 
Plan than eligible to contribute

VRS directs ING to refund excess deferrals 
and any earnings to the employee
ING issues 1099-R(s) in January of the 
following year
Refund is taxable in the year the excess 
occurred
Refund of earnings is taxable in the year the 
distribution occurred
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457 Plan Excess Deferrals

Cash Match contributions may be 
refunded to employer if the employee s 
excess resulted in insufficient contributions 
for a pay date(s) to qualify for a match. 
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Mistake of Fact

Instances in which 457 Plan or Cash 
Match contributions were sent in error

VRS directs ING to pay to agency; agency 
refunds 457 contribution to employee; revised 
W-2 may be required
Payment is net losses
Gains retained by participant if there is a 
legitimate Plan account
Gains are forfeited if there is no legitimate 
Plan account 



VRS Defined Contribution Plans 6/9/2009

12

23

Mistake of Fact 

Instances in which 457 Plan or Cash 
Match contributions should have been 
sent to the record keeper but were not

VRS directs ING to accept the contribution or 
match and determine any gains that would 
have resulted had the monies been posted at 
the correct time.
If there were gains, VRS informs the employer 
of the amount to be sent to ING to make the 
participant whole
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Account Access

Participant Website www.VARETIRE.org
Requires password

Account information
Transactions
Print statements

Does not require password
Print Forms
Print/View schedule for regional meetings
Print/View investment information
Print/View plan information

http://www.VARETIRE.org


VRS Defined Contribution Plans 6/9/2009

13

25

Main Page www.VARETIRE.org
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Logging In & Accessing Plan Information

Logging In
Plan Information, 
Publications, and 
Forms

http://www.VARETIRE.org
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Logging In Requesting Password 
Reminders

Click here to request 
Password Reminder or 
Reset Password
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Participant Website Account Access

Quick Access to 
most site tools
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Participant Website Sitemap

Click on Manage Investments to 
make changes to investment  
amounts

30

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 password, 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 Virginia Service Center

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

The Virginia office does not process 
transactions 


