
INSTRUCTIONS TO EMPLOYER  

What to do when a participant terminates employment 

1. Print the following distribution forms and give them to the terminated participant.

The required forms include:

a. Instructions to Terminated Participant (how to request a benefit payment) 

b. Notice to Terminated Participants 

c. The appropriate Distribution Request form(s) and Notices

If your plan assets are all with a daily recordkeeper (e.g. John Hancock, ING, MFS, American 

Funds, etc.):

Give the terminated participant your recordkeeper’s distribution form

 If your plan assets are not all with a daily recordkeeper: 

 Give the terminated participant the Distribution Request form (s)  

2. If your plan allows for the automatic rollover of vested benefits between $1,000 and
$5,000 to an IRA established for the terminated participant, you must also give the
terminated participant a notice  describing the plan’s automatic rollover provisions.
To satisfy this notice requirement, you may  include in the participant’s distribution
package either:

• A notice prepared by your recordkeeper (e.g. Fidelity, T. Rowe Price, City National Bank)

-OR-

• A copy of the attached "Notice to Terminated Participants Regarding Automatic
Rollovers"(E).Fill  in the name of the IRA provider.

3. To  comply  with  new  Department  of  Labor  disclosure  requirements,  the  Notice  to
Terminated Participants includes the following information:

• Investment  options  available  to  terminated  participants  are  generally  no
different  from  the  investment options available to active participants.   If this is not
true for your plan, provide the  applicable portion of the Summary Plan Description
describing how the investment options are  different for terminated participants.

• Loans are due and payable within 60 days, and if unpaid, are considered taxable income.

• If  this  plan  charges  terminated  participants  for  their  pro-rata  share  of  plan
administration  expenses, and does not charge actively employed participants in the
same manner, provide the  applicable portion of the Summary Plan Description
describing this provision.

• If the plan has any special rules that might materially affect the participant’s
decision to defer  payment  of  their  benefit,  provide  them  with  the  applicable
portion  of  the  Summary  Plan  Description that describes those rules.



4. When the terminated participant returns the Distribution Request form(s) to you,
please complete  the following checklist.

Employer’s Checklist: 

1. Review the form and ensure all applicable sections are completed, including the Plan Name and if
required, spousal consent with  notary. 

2. Any applicable Summary of Material Modifications or portion of the Summary Plan Description that
describes any special rules that might affect the participant’s decision to defer receipt of their
benefit payment, including different investment options or the payment of plan expenses by
terminated participants

3. Complete the Plan Administrator’s Determination section

4. Return the completed forms to:

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

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



INSTRUCTIONS TO TERMINATED PARTICIPANT 

How to request a benefit payment 

1. Read the enclosed notices, including the Withholding Instructions and the Qualified Plan/401(k)
Distribution Notice.

2. Complete all required sections of the enclosed Distribution Request form(s):

3. Submit the completed form(s) to your former Employer for approval.   It will take about 4 to 6
weeks to complete the benefit payment process and for you to receive the benefit payment
check.

For more information regarding your Plan, contact your former Employer or read your Plan’s Summary 
Plan Description. 
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NOTICE TO TERMINATED PARTICIPANTS 

Due to your termination of employment, you are eligible to receive a distribution of your benefit from the Plan.  

Timing and Form of Payment  

If your total vested benefit is $5,000 or less, your benefit will be paid to you as a Single Sum Payment.   If your total 
vested benefit exceeds $5,000, you can elect 1) a Single Sum Payment, or 2) to defer receipt of your benefit.   If your 
benefit exceeds $5,000, the Plan must wait at least eight days to pay your benefit.   

If you elect to receive payment now rather than deferring receipt of your benefits, 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. 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. 

Investment options available to terminated participants are generally no different from the investment options available 
to active participants.   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.  

1. Single Sum Payment
Payment in a single sum in cash.   Your benefit will be paid as soon as it can be processed. (Processing of benefit 
check may take up to 60 days.)

2. Deferred Payment
You can elect to defer payment of your benefit to some time in the future but no later than age 62 or the 
Plan’s normal retirement age, whichever is later.   You must request a new set of forms when you wish to have 
your benefit paid.   You may change your election at any time by completing a new Distribution Request form.

If you do not return an election form within 30 days, your benefit may be paid automatically. 

1. If your benefit is $1,000 or less, the Plan may require that your benefit be paid directly to you, after
withholding all required taxes.

2. If your benefit is between $1,000 and $5,000, the Plan may require that your benefit be paid as a direct
rollover to an IRA in your name.

3. You will be paid as soon as administratively possible if you are at least age 62 or at the Plan’s normal
retirement age, whichever is later, regardless of the amount of your benefit.

Plan Loans 
If you have an outstanding loan you have the option to repay it at this time.  If you do not repay the loan within 60 days, 
the loan balance will be treated as paid to you for tax purposes. 

Distribution Options and Taxability of Benefits 
Please read the enclosed Distribution Notice. Here are some highlights of the Notice: 

Your entire benefit is an "Eligible Rollover Distribution" except that portion attributable to after-tax employee 
contributions, loans on which you have already paid taxes, amounts you have "repaid" to the Plan when you were 
rehired, required minimum distributions, and life insurance PS58 costs which you previously reported as taxable 
income.  You can choose to have Eligible Rollover Distributions paid to you in one of the following three methods: 

a) Check made payable to you
b) Direct rollover to a traditional IRA, Roth IRA or another eligible retirement plan
c) Combination of (a) and (b).
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I. If any portion of your benefit is paid directly to you, then it:

a) is generally taxable, although special tax treatment may be available,
b) is generally subject to withholding for federal income tax,
c) may be subject to state income tax withholding (income tax withholding is required in California 

and certain other states unless you elect not to have withholding apply),
d) is subject to an additional 10% federal tax and 2½% California tax if you are under age 55.

If you wish to defer the taxes described in items (a) and (d) above, you must make a rollover to an IRA 
or another eligible retirement plan within 60 days after receipt of your benefit. 

II. Any portion of your benefit paid directly into a traditional IRA or eligible retirement plan is not taxable
until later withdrawn.  Any portion of your withdrawal that is not attributable to Roth 401(k) deferrals but
is paid directly into a Roth IRA will be includable in your gross income for the taxable year.  No taxes will
be withheld.  The following are additional rules and restrictions regarding direct rollovers:

a) Direct rollovers can be made to only one IRA or another eligible retirement plan, other than any
portion of your rollover being made to a single Roth IRA.  You may not split your rollover among
different institutions.

b) If you elect to have a portion of your benefit made payable directly to you and a portion rolled
directly to an IRA or another eligible retirement plan, the direct rollover portion must be at least
$500.

c) The direct rollover will be made in the form of a check payable to the trustee of the IRA or eligible
retirement plan.

Please see special rules regarding direct rollover of Roth 401(k) deferrals in the Distribution 
Notice.

III. You may choose to rollover your payment from an eligible retirement plan into a Roth IRA, even if your
distribution is not from a Roth 401(k) or 403(b) account. You must include in your gross income the
taxable portion of your rollover for the year of the distribution. Once rolled to a Roth IRA, you CANNOT
subsequently roll your designated Roth contributions to an employer plan, even if the plan accepts
designated Roth contributions.

IV. If your benefit 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 benefit is less than $200, the Plan does not permit a
direct rollover to an IRA or another eligible retirement plan.

V. Amounts that are not Eligible Rollover Distributions cannot be rolled over to an IRA or another eligible
retirement plan and will be paid to you in a single sum.

Installment Payments 
Your Plan may permit payment in a series of installments.  If you are interested in this option, contact your 
former Employer for additional information.  Also read the enclosed Distribution Notice.  Some installment 
payments are considered an "Eligible Rollover Distribution" and some are not eligible for rollover. 

Instructions 
1. Complete, sign and date the appropriate Distribution Request form:

a. If your plan assets are all with a daily recordkeeper (e.g. John Hancock, ING, MFS, American Funds, etc.)
please complete the recordkeeper’s distribution form

b. If your plan assets are all with a daily recordkeeper  please complete the “Distribution Request” form.
c. Return the completed form(s) to your former Employer so that payment can be made.

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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