
READ THE ATTACHED IRS SPECIAL TAX NOTICE:  IF YOUR PLAN ALLOWS FOR AN ANNUITY OPTION, READ THE WRITTEN 
EXPLANATION OF QUALIFIED JOINT AND 50% CONTINGENT SURVIVIOR ANNUITY FORM OF BENEFIT BEFORE COMPLETING 
THIS FORM.� � � � � � � � � � � � � � 	 � � 
 � � � � � � � � 
 � � � � � � 
 � � � � � � � � � 
 � � �
THIS FORM MUST BE COMPLETED AND SIGNED BY YOU (AND YOUR SPOUSE IF YOU ARE MARRIED) AND THE PLAN 
ADMINISTRATOR, TRUSTEE OR AN AUTHORIZED SIGNER. If any information is missing or incomplete you may be required to 
complete a new form or provide additional information before the distribution can be processed. There may be a charge to process this 
distribution request which is deducted directly from the distribution check. Please check with your employer to determine if you are subject 
to this charge.

PARTICIPANT INSTRUCTIONS

1. Complete Sections B-G. If you are married, complete Section F, Spousal Consent.
2. Your signature is required in Section G. (Please note: A signature guarantee is required for distributions of $150,000 or more.)

3. Submit this form to your Employer for signature and processing. Do not mail this form directly to the Processing Center listed 
at the end of this form. 

EMPLOYER INSTRUCTIONS

1. Review guidelines below to ensure proper documentation has been received and all procedures are properly followed.
2. Complete Section A.
3. Your signature is required in Section G. (Please note: A signature guarantee is required for distributions of $150,000 or more.)

4. Submit this form to the Processing Center.� � � � � � � � � � � � � � � � � � � � � � � � � � � �
1. Monies requested must be used for one of the following purposes:

• To pay costs directly related to the purchase of a participant's principal residence;
• To pay post-secondary tuition and educational expenses of a participant, spouse, dependent(s) or beneficiary(s) for the next 12 

months;
• To pay un-reimbursed medical and/or hospital expenses for a participant, spouse, dependent(s) or beneficiary(s); 
• To prevent eviction from or foreclosure on the mortgage of a participant's principal residence;
• To pay for funeral or burial expenses for the participant’s deceased parent, spouse, child, dependent or beneficiary(s); or
• To pay for expenses to repair damage to the participant’s principal residence that would qualify for a casualty loss deduction under 

Code Section 165 (determined without regard to whether the loss exceeds ten percent (10%) of adjusted gross income). 

You are required to provide proof of this hardship to your employer.

2. Participants must exhaust all available resources to obtain monies, within reason, including a loan from the plan (if applicable). 

3. The amount of the request must not be in excess of the amount required to satisfy the need, but may include federal, state, or local taxes 
and penalties.

4. Elective and nondeductible voluntary contributions to any plan maintained by the employer, qualified or non-qualified, will not be allowed 
for 6 months after the receipt of a hardship withdrawal.�  ! " # $ % & ' ( ) * % + , % & - ( . / 0 1 2 3 4 2 5 1 / . ( 6 ( ! 7 * 8  * 0 5 9 : ; < = > '



� � ? � � @ � � A � B C D E F G H � I J E H B K L M E I
Company/Employer Name

Plan Name Contract Number Division Number (if applicable)� � ? � � @ � N A � K H L M O M C K I L � I J E H B K L M E I P Q R S T U S V W X Y Z
Social Security No. Date of Birth (mmddyyyy) Date of Hire (mmddyyyy) E-mail Address

     –    –  –    –          –    – 

Last Name First Name/Middle Initial

Street Address/Apt. No. Phone No. Ext. (if any)

 (   )    – 

City State Zip Code Marital Status

Married     Unmarried

MAIL DELIVERY

If no address is provided in Section B, the address on file will be used to process this request.  All checks will be sent via First Class Mail 
unless the Overnight Mail box is checked below.

Send check overnight mail and deduct $ 0.00 from the check for express charges. Please note: A street address must be provided.� � ? � � @ � ? A � K H [ \ ] M C � G K \ E I
My hardship withdrawal request is for the purpose of meeting the financial need(s) indicated below: 

Purchase of a Principal Residence (excluding mortgage payments; must provide a signed contract by buyer and seller to your 
employer)  

College/Post-Secondary Tuition (provide tuition bill for period within the next 12 months for self, spouse, dependents or 
beneficiary(s) to your employer)

Medical Expenses (must provide unreimbursed medical bill indicating insurance portion or denial letter from insurance carrier for self, 
spouse, dependents or beneficiary(s) to your Employer)

Foreclosure/Eviction - Principal Residence (must provide foreclosure or eviction notice to your employer)

Funeral or Burial Expenses (provide a bill for funeral or burial expenses for your parent, spouse, child, dependent or beneficiary(s)
to your employer)

Damage to Principal Residence (provide a bill for expenses to repair your principal residence, along with a statement certifying that 
the damage qualifies for a casualty loss deduction under Code Section 165 to your employer)

I have provided supporting documentation as indicated below:

Type of Hardship Date Type of Documentation
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� � ? � � @ � � A � K H [ \ ] M C � B E ^ I L
The amount of money I will need to satisfy this hardship is $ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ (an amount must be specified, or the "Maximum 

Allowed" under your plan). 

Note: Your payout will automatically be prorated against all investment options. You may increase your hardship amount to include 
the taxes that would be withheld if elected.� � ? � � @ � � A � I O E B G � K ` � M L ] ] E D [ M I a
Failure to provide your correct taxpayer identification number will result in mandatory withholding of income tax.

FEDERAL INCOME TAX

A 10% federal income tax withholding will apply to all taxable distributions unless you elect otherwise. 

Do not withhold federal income tax from my distribution.

STATE INCOME TAX

If your address of record is within a mandatory withholding state, state taxes will be withheld from your distribution in accordance with the 
respective state rules.  Other states allow an independent election and in these states, state tax will be withheld unless you elect 
otherwise. If your state does not allow withholding, no state tax can be withheld. Please contact Transamerica to confirm if your state has a 
mandatory state tax.

Do not withhold state income tax (ONLY IF INDEPENDENT ELECTION IS PERMITTED).

Withhold state income tax: __________% (If your state requires a greater withholding percentage than what you have 
indicated, the mandatory state tax will apply).� � ? � � @ � b A � C E ^ \ K D ? E I \ G I L

Check with your Employer/Plan Administrator or your Summary Plan Description to determine whether this plan is subject to spousal consent 
requirements. If spousal consent is required, complete this section. Otherwise skip to Section G.  

You must have your spouse’s signature notarized or have a plan representative witness your spouse’s signature if your vested account 
balance is greater than $5,000. However, if the vested account balance is less than $5,000 spousal consent is not required.� c d e f g h � d i f j i k
I, the undersigned spouse of the participant, understand that federal law requires that I consent in writing to any distribution from the plan
unless that distribution is in the form of a joint and survivor annuity.  I have read the IRS Special Tax Notice provided to me and hereby waive 
my rights to have the amount of the hardship distribution payable in an annuity. I understand the effects of this waiver and consent to the 
hardship distribution elected by my spouse. 

Signature of Participant’s Spouse:  Date: � L K L G B G I L E J � D K I � G C H G \ G I L K L M l G E H � E L K H F � ^ m D M O
The spouse whose signature I have witnessed is known to me and signed this form in my presence.

Plan Representative:  Date: 

Notary Public Signature:  Date: 

PLACE SEAL HERE (if applicable) 
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A request for a withdrawal of $150,000 or more requires that this completed form be stamped with a medallion signature guarantee. You can obtain a 
medallion signature guarantee from a financial institution such as a commercial bank, savings bank, credit union, or broker-dealer.  A notary is NOT a 
medallion signature guarantee.

The original form, stamped with the medallion signature guarantee, must be presented to your Plan Administrator for approval. 

Please note, for this purpose, the value of the withdrawal is based on the amount available (for full distributions and rollovers) on the date of processing 
and multiple withdrawal requests within a 14-day period that total $150,000 or more will be subject to the medallion signature guarantee requirements.

Participant Signature

The above information and any substantiating documentation is true and correct to the best of my knowledge. I understand that the amount 
of my hardship withdrawal taken from deferral and roth sources is limited to the gross amount of my elective contributions plus any gains 
accrued prior to 12/31/88 and reduced by any previous hardship withdrawals. I also understand that this hardship withdrawal will require 
my suspension from making elective contributions to the plan or any other plan maintained by my Employer, whether qualified or non-
qualified, for a 6–month period. I understand and agree that Transamerica Life Insurance Company and its affiliates, employees, agents, 
and directors (a) are not responsible for determining whether my request satisfies applicable tax or other legal requirements, and (b) have 
no liability to me or any other person for any adverse consequences resulting from payment of my hardship withdrawal as requested. I 
understand that a copy of this form must be submitted to my employer/plan administrator. In addition, I acknowledge that I have received 
the “Special Tax Notice Regarding Payments From Qualified Plans.”

My signature acknowledges that the required documentation will be submitted with this form for approval by the Plan Sponsor. In addition, 
I acknowledge that I have read, understand and agree to all the terms of this Distribution Request form, and affirm that all information that 
I have provided is true and correct. Further, I acknowledge that I have received the “Special Tax Notice Regarding Payments From Qualified 
Plans” and other required notices. The above information is true and correct to the best of my knowledge. I further understand that I may 
revoke this election at any time prior to the distribution taking place.

Signature of Participant Date

PARTICIPANT: RETURN COMPLETED FORM TO YOUR PLAN ADMINISTRATOR FOR PROCESSING

MUST BE COMPLETED BY THE MEP PLAN ADMINISTRATOR, TRUSTEE OR AUTHORIZED SIGNER ONLY  

By signing below, I hereby authorize Transamerica to process the distribution described in this form. This request is in compliance 
with plan provisions. 

If spousal consent is not provided, then in accordance with the terms and provisions of the plan and under the current law, spousal 
consent is not required for payment of the requested benefit.

By: Signature of MEP Plan Administrator, Trustee or Authorized Signer Date

Print Name of MEP Plan Administrator, Trustee or Authorized Signer Date

Once this form has been completed with all of the necessary information and required signatures, please forward to the Processing 
Center for processing. This form cannot be processed without the Plan Administrator, Trustee or Authorized Signer’s signature.
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Participant’s Distribution is $150,000 or more
Medallion Signature Guarantee – Place Medallion Stamp Below
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