
INSTRUCTIONS TO EMPLOYER 

What to do when an active participant requests a hardship withdrawal 

1. Print the following withdrawal forms and give them to the participant.

The required forms include:

a. Instructions to Request a Hardship Withdrawal (A.1)

b. 401(k) Withdrawal Guidelines (B.1-B.3)

c. Distribution Notice - required by IRS

d. The appropriate withdrawal forms:

- Hardship Distribution Request Form - required in addition to your vendor’s form

- Participant Distribution Consent of Spouse (if your plan is subject to Joint and Survivor
Annuity Requirements)

- Your vendor’s withdrawal form (if the plan’s assets are with a daily recordkeeper, such
as John Hancock, ING, Empower Retirement, American Funds, etc.)

2. When the participant returns the withdrawal form(s) to you, complete  the  Authorized Plan
Representative section of the Hardship Distribution Request Form. For hardship withdrawals:

a. Did the participant provide sufficient documentation to support their request, such as
tuition or medical bills, escrow papers, foreclosure notice?

3. If you approve the withdrawal request, please complete the checklist below and send the
withdrawal form(s) to:

FuturePlan 
Loan and Withdrawal Service Team 
Fax: (818) 379-6100 
Email: cbcoewithdrawals@futureplan.com 

Employer’s Checklist 

D   Is your plan name on the withdrawal form(s)? 

D   Did the participant complete each applicable section of the withdrawal form(s)? 

D   Did an authorized plan representative complete the  and 
sign the withdrawal form(s)? 

If you have any questions, please feel free to call the Loan and Withdrawal Service Team at 
(818) 379-6121. Thank you!



INSTRUCTIONS TO REQUEST A HARDSHIP WITHDRAWAL 

1. Read the 401(k) Withdrawal Guidelines and  the Distribution Notice

2. Complete the Hardship Distribution Request F orm. If your account is with a daily
recordkeeper (e.g. John Hancock, Empower Retirement, ING, MFS, American Funds, etc.),
complete BOTH the Hardship Distribution Request Form  and your recordkeeper's withdrawal
form.

3. If the Plan is subject to the Joint and Survivor Annuity requirement, read and sign the
Participant’s Signature section of the Participant Distribution Consent of Spouse Form.
If you are married, have your spouse read and sign the Spouse’s Signature section the
presence of a Notary Public.

4. Submit the completed form(s) to your Employer for approval. If you are requesting a
Hardship Withdrawal, you must submit documentation of your need such as a current
tuition invoice or foreclosure notice. It will take about 4 to 6 weeks to complete the
withdrawal process and for you to receive the withdrawal check.

These forms apply only to Hardship withdrawal requests from your 401(k) account. If you have 
terminated employment, you should complete the Benefit Payment forms to request a benefit 
payment. 

For more information regarding your Plan, read your Plan's Summary Plan Description. 
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401(k) WITHDRAWAL GUIDELINES 
 
You can withdraw your 401(k) contributions from the Plan if 1) you are age 591/2 or older or 2) you have a 
Financial Hardship (see below for definition).. You may or may not be permitted to withdraw any of the 
company's contributions. You are permitted to increase your Financial Hardship withdrawal to include any taxes 
and penalties that may be due on account of the withdrawal. Once you make a Financial Hardship withdrawal, 
you may be required to wait a minimum period of time before applying for an additional withdrawal. Your Plan 
may limit the number of withdrawals in any given period. 

If you elect to receive payment now rather than deferring receipt of your benefits until you retire, you will be 
subject to taxation as described below and you will lose the opportunity to accumulate earnings on a tax- 
deferred basis for retirement unless you roll over the distribution to an IRA or other retirement plan (not 
available for Financial Hardship withdrawals). This means that by taking the distribution now, you could end up 
with a much lower retirement income than if you leave the assets in the plan to build for your retirement. This 
could be the result even if you invest instead of spending the amount of your distribution left after payment of 
taxes. 

 
In determining the economic consequences of your choice, you should compare the administration costs and 
the investment options (including fees) you will have if your account remains in the Plan to those options you 
may have outside the Plan. The Plan may have available a special class of investments with a fee structure that 
does not apply outside the Plan. Because of the investment performance of the trust fund (or of your individual 
account investments if you direct your own investments), the amount you receive at your postponed distribution 
date could be more or less than the current value of your vested account balance. 

For more information, read your Plan's Summary Plan Description. 

FINANCIAL HARDSHIP 

The Internal Revenue Service regulations require you to meet two tests before you qualify for a hardship 
withdrawal: 

Test 1 - A hardship withdrawal can only be permitted for the following reasons: 

1. Medical expenses (including amounts necessary to obtain medical care) for you, your spouse, 
your dependents or your designated primary beneficiary. These have to be expenses that would 
normally be tax-deductible for federal income tax purposes. 

2. Purchase of your principal residence (excluding mortgage payments). 

3. Payment of tuition and related educational fees for the next twelve months of post-secondary 
education for you, your spouse, children (whether or not still dependents), dependents or 
designated primary beneficiary. 

4. Need to prevent your eviction from or foreclosure on your principal residence. 

5. Burial or funeral expenses for your deceased parent, spouse, children, dependents or designated 
primary beneficiary. 

6. Repair of casualty damage to your principal residence caused by a sudden and unexpected event 
(i.e. storm, earthquake, flood, fire, vandalism) that would qualify for the casualty deduction on 
your personal tax return, determined without regard  to whether the loss exceeds 10% of adjusted 
gross income. 

Test 2 - You must certify that you meet (or will meet) each of the following requirements: 

1. The amount withdrawn does not exceed the amount of your expense and the applicable taxes 
and penalties. (You will have to provide documentation to support the amount requested.) 

2. You have obtained all available distributions from all retirement plans sponsored by your 
Employer in which you participate. 
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FORM OF BENEFIT 

If your total vested benefit is $5,000 or less, your withdrawal will be paid to you as a Single Sum Payment in 
cash.  If your total vested benefit exceeds $5,000 and your plan allows, you can elect 1) a Single Sum Payment 
in cash, or 2) a monthly annuity. 

1. Single Sum Payment in Cash 

a. Processing of withdrawal check may take 4 to 6 weeks. 

b. Plans subject to the Joint and Survivor Annuity Requirement: If you are married and your vested 
benefit exceeds $5,000, you can choose the Single Sum Payment only if your spouse gives 
notarized consent. To find out if your Plan is subject to the Joint and Survivor Annuity 
requirement, please contact your Employer or read the Plan's Summary Plan Description. 

2. Annuity (monthly payments) - This option applies only to Plans that offer annuities as a form of 
benefit payment. Check with your Employer for more information or read  your  Plan's Summary 
Plan Description. 

a. Unmarried Participants - If you are not married, your withdrawal will be used to purchase a 
Single Life Annuity. Under a Single Life Annuity, you will receive a monthly pension for your 
lifetime. Payments will stop upon your death. 

b. Married Participants - If you are married, your withdrawal will be used to purchase a Joint and 
Survivor Annuity. Under a Joint and Survivor Annuity, you will receive a pension for your 
lifetime. If your spouse survives you, he or she will continue to receive a pension during his or 
her lifetime. The payments will stop when both you and your spouse die. The amount of your 
spouse's pension will be a percentage (from 50% to 100% as elected by you) of the pension you 
were receiving. 

Monthly annuities will be purchased from an insurance company with payments to commence on the 
date you and the insurance company agree upon. The monthly pension amount depends upon the value 
of your distribution, your age, your spouse's age (if you are married), the survivor protection (from 50% 
to 100%) you have elected for your spouse (if you are married) and the date the annuity commences. 
Contact your Employer if you would like additional information on the annuity option. 

 
Payment Options and Taxability of Withdrawal 

Please read the attached Distribution Notice. Here are some highlights of the Notice: 

1. If the Plan allows and you elect to take your benefit in the form of monthly annuity payments, none of 
your payments are "Eligible Rollover Distributions." Therefore, your payments cannot be rolled over into 
an IRA or another qualified plan. 

2. Hardship withdrawals of 401(k) contributions are distributed with a check made payable to you. 

3. If any portion of your withdrawal is paid directly to you: 

a) the withdrawal is taxable; 

b) withholding is optional for hardship withdrawals of 401(k) contributions; 

c) the withdrawal may be subject to state income tax withholding (income tax withholding is 
required in California and certain other states); and 

d) the withdrawal is subject to an additional 10% federal tax and 20% California tax if you are 
under age 591/2. 
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4. If your total withdrawal is less than $200, it will be made payable directly to you and federal and state 
income taxes will not be withheld. Additionally, if your total withdrawal is less than $200, the Plan does 
not permit a direct rollover to an IRA or another eligible retirement plan. 

 
Instructions 

1. Complete, sign and date the Hardship Distribution Request Form. If your account is with a daily 
recordkeeper (e.g. John Hancock, Empower Retirement, ING, MFS, American Funds, etc.), complete 
BOTH the Hardship Distribution Request Form and your recordkeeper's withdrawal form. 

2. If the Plan is subject to the Joint and Survivor Annuity requirement, and either your benefit exceeds 
$5,000 or you have reached Normal Retirement Age, you must sign and date the Appendix. If you are 
married, your spouse must sign and date the Spousal Approval section of the Appendix. Your spouse's 
signature must be notarized. 

3. Return the completed form to your Employer so that payment can be made. If you are requesting a 
Hardship Withdrawal, you must submit documentation of your need such as a current tuition invoice or 
foreclosure notice. 
 

This is only a brief summary of the benefit payment options under the plan. You have the right to 
request without charge the full "Distribution Notice" from the Plan Administrator. If there are 
any inconsistencies between this Notice and the official plan documents, the official documents shall 
prevail and control. A copy of the official plan document is available for your inspection in the 
company's office during normal business hours. 

 
 

YOU ARE ENCOURAGED TO DISCUSS YOUR PERSONAL FINANCIAL SITUATION WITH YOUR 
ACCOUNTANT, ATTORNEY, OR OTHER TAX ADVISOR BEFORE MAKING ANY ELECTIONS. 
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