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	Purpose of the Salary Reduction Agreement
	A Salary Reduction Agreement is a written agreement you make with the Research Foundation (RF) to direct a portion of your salary to a retirement fund before it is taxed. The agreement is made under the Optional Retirement Plan, as authorized by sections 415 and 402(g) of the Internal Revenue Code (IRC). The agreement allows you to specify the percentage of salary or dollar amount to be contributed to the Optional Retirement Plan, and it tells the Research Foundation when to begin the contributions.

	Number of Salary Reduction Agreements Allowed in Each Calendar Year 
	You may complete up to four (4) salary reduction agreements in each calendar year. Continuation of a salary reduction agreement from a prior taxable year does not constitute a new agreement. 

If you are not actively employed by the RF at the end of the calendar year, your salary reduction agreement will be terminated. If you choose to defer salary in a subsequent year, you are required to complete a new Salary Reduction Agreement and a new Designation of Investments form. 

Note: New TIAA-CREF or Fidelity applications are not required unless the previous accounts have been closed.   If you wish to use your existing accounts, please note the contract numbers on the Designation of Investments form.

	How Long a Salary Reduction Agreement Remains in Effect
	A salary reduction agreement remains in effect for an entire calendar year unless you submit

· a new agreement to change your current reduction amount, or 

· a written request to terminate the agreement. 

If you terminate employment or have a leave of absence during the calendar year and you return to employment prior to the end of the calendar year, the same reduction amount will resume. If you do not want the salary reduction to resume, a written request to terminate the agreement must be submitted to your campus benefits office.

	Employee Responsibilities
	You are required to make certain that salary excluded from income does not exceed the amounts permitted under Section 415 and 402(g) of the Internal Revenue Code. Reduction amounts with all employers during the 2003 calendar year are limited to $12,000 if you are under age 50. If you will be age 50 or older by the end of 2003, you may elect a catch-up contribution to increase your maximum up to $14,000.  


	When Changes are Allowed


	Designation of Investments

Although you may change the amount of your salary reduction only four times a year, you may change your Designation of Investments at any time by completing a new Designation of Investments form.   A new TIAA-CREF and/or Fidelity application is required only if you are electing to participate in a new account.

Allocation of Funds

You may change the allocation of funds to your TIAA-CREF Tax-deferred Annuity (TDA) or Group Supplemental Retirement Annuity (GSRA) and make changes in your Fidelity allocations by calling 

· TIAA-CREF at 1-800-842-2776, and 

· Fidelity at 1-800-343-0860. 

	How to Complete the Salary Reduction Agreement
	Complete the Salary Reduction Agreement form as follows: 1) Add your name, social security number, street address, city, state and zip code at the top of the form, and 2) follow the procedure below to complete the remainder of the form.

When completing the agreement, ask yourself the following questions:

1. Do I want a specific percentage contributed each payroll? This will result in the dollar amount increasing when your pay increases, and decreasing when your pay decreases.

2. Do I want a specific dollar amount contributed each payroll?  This will result in the dollar amount remaining the same, even if your pay increases or decreases.   If you subsequently have a significant change in your pay, you may want to reevaluate whether this amount still meets your needs.

3. Do I want to defer the maximum allowed under the annual limit?  If yes, do I want the contributions spread evenly throughout the year, or made as quickly as possible until the annual limit is reached? To spread evenly throughout the year, you should divide the annual amount by the number of remaining payrolls in the year, or choose the appropriate % of pay to accomplish this. To make contributions as quickly as possible, choose the highest % of pay or $ amount you can afford, leaving enough to cover FICA+Medicare tax and other payroll deductions for employee benefits, parking, etc. Contributions will automatically stop when the annual limit is reached.


	 
	In the section…
	item…
	enter…

	
	Amount of salary reduction shall be (complete % or $ amount, but not both) 
	% of gross annual salary
	percentage by which you want your salary reduced. Leave blank if filling in a dollar amount.

Although you may reduce up to 100% of your salary net of FICA, you should allow for enough salary to cover payroll deductions for employee benefits, parking, etc.

	
	
	$ per biweekly payroll
	actual total dollar amount (i.e., contribution plus catch-up) by which you want each paycheck (or direct deposit) reduced. Leave blank if filling in a percentage amount.

The total reduction limit cannot exceed amounts listed on the agreement nor can it exceed the cost of your benefit obligations and other deductions (e.g., FICA, Medicare, employee benefits, parking).

	
	I will be age 50 or older…
	Complete this section only if you want to defer more than $12,000 during 2003.  Please include your catch-up contribution amount in the “% of gross annual salary” or “$  per biweekly payroll” section.  The maximum increases to $14,000.

	
	Check one of the following to indicate if this agreement should apply to:
	salary earned during the entire calendar year 
	check this blank if you want your reduction limits based on all salary earned during the entire calendar year

or

	
	
	only salary earned after the date this agreement is processed
	check this blank if you want your reduction limits based on salary earned after the agreement date

	
	Date and Signature
	Sign and date the Agreement
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