
 

 
 

Counseling Checklist for New Hybrid Retirement Plan Members 

Use this checklist as a high-level guide to review key elements of the Hybrid Retirement Plan with new 
employees and current employees who opt into the plan. Detailed plan provisions and other information 
about the plan can be found on the Hybrid Retirement Plan Resource Center for Employers and in the 
Hybrid Retirement Plan Handbook. Employee resources are provided in this checklist.  

 Key Counseling Tips for Hybrid Retirement Plan Employees  

 You will receive welcome letters from VRS and ICMA-RC that contain Hybrid Retirement Plan 
information. VRS administers your retirement plan and has selected ICMA-RC as the third-party 
administrator for the defined contribution component. 
 

 The Hybrid Retirement Plan has two components:  

• A defined benefit component. You contribute 4 percent to the defined benefit 
component.  

• A defined contribution component. You contribute 1 percent to the defined 
contribution component. 
 

 You have the option to make additional voluntary contributions to the defined contribution 
component of the hybrid plan. Your employer will provide an employer match on your 
voluntary contributions. 
 

 VRS provides you various investment options so you can take an active or more passive 
approach to investing your contributions to the defined contribution component.  
 

 Vesting for the defined benefit component is different than for the defined contribution 
component of the hybrid plan. Read the Hybrid Retirement Plan Handbook for details on this 
plan provision and other plan provisions. 

 Note for Employers: Share the following information with employees only if you offer a 
supplemental 457 or 403(b) plan with a matching contribution. 
 
You are eligible to participate in the Commonwealth of Virginia 457 Deferred Compensation 
Plan [or insert plan name you offer]. However, you must max out voluntary contributions to the 
defined contribution component of the Hybrid Retirement Plan before receiving a cash match 
on contributions to the supplemental plan. 

http://www.varetirement.org/hybridemployer.html
http://www.varetire.org/pdf/publications/hybrid-handbook.pdf
http://www.varetirement.org/hybrid/plan-info/mandatory-contributions.html
http://www.varetirement.org/hybrid/plan-info/voluntary-contributions.html
http://www.varetirement.org/hybrid/plan-info/role-of-investments.html
http://www.varetirement.org/hybrid/plan-info/plan-provisions.html


 Disability benefits are offered at no cost to you.  

Note for Employers: State employees are covered under the Virginia Sickness and Disability 
Program (VSDP).   

Political subdivision and school division employees are covered under the Virginia Local 
Disability Program (VLDP) or a comparable program that you offer.  

 Action Items  

 Separate beneficiary designations are needed for the defined benefit and defined contribution 
components of the hybrid plan. Complete a beneficiary designation form for each component. 
If you do not designate a beneficiary, your benefits will be paid by order of precedence. 
 

 After receiving the welcome letter from ICMA-RC, you will begin managing your defined 
contribution component investments through Account Access with ICMA-RC. You can change 
voluntary contributions on a quarterly basis. Go to www.varetire.org/hybrid and log into your 
account, or call an Investor Services Representative at 1-VRS-DC-Plan1 (1-877-327-5261). Select 
option 1.  
 

 After receiving a welcome letter from VRS, register for secure, online myVRS account access. 
Here, you can view account totals for the defined benefit and defined contribution 
components of the hybrid plan. 
 

 Subscribe to Member News, VRS’ quarterly e-newsletter. 
 

 You have one year from your hire date to purchase all but refunded prior service at 
approximate normal cost. Cost rates may change if you do not arrange with VRS to purchase 
prior service within one year. Your most recent service must be purchased first. 
 

 

 Resources for Your Employees  

 Hybrid Retirement Plan handbook: The handbook is available on the VRS website or you can 
order print copies.  
 

 Note for Employers: Provide employees with the correct disability handbook: 
State employees are covered under VSDP.  

• Political subdivisions and school divisions are covered under VLDP or a comparable 
program. If you are a political subdivision or school division offering a comparable 
program, please provide your employees with information on your plan.  
 

• Order print copies of either handbook.  

http://varetire.org/members/benefits/vsdp/index.asp
http://varetire.org/members/benefits/vsdp/index.asp
http://varetire.org/members/benefits/vldp/index.asp
http://varetire.org/members/benefits/vldp/index.asp
http://www.varetire.org/pdf/forms/vrs-2.pdf
http://www.icmarc.org/x3333.xml?RFID=C2753
http://www.varetire.org/hybrid
https://www.varetire.org/myVRS/
http://www.varetire.org/newsletter
http://www.varetire.org/pdf/publications/hybrid-handbook.pdf
https://form.varetire.org/s3/order-publications
https://form.varetire.org/s3/order-publications


Virginia Sickness and Disability Program (VSDP) Handbook: This handbook also is available on 
the VRS website.  
 
Virginia Local Disability Program (VLDP) Handbook: This handbook also is available on the VRS 
website.  
 

 myVRS: Access your account balance information in this secure, online account.  
 

 Defined contribution component Account Access: Manage investments and increase 
contributions to the defined contribution component of the plan with ICMA-RC. Go to 
www.varetire.org/hybrid to log into your account. 
 

 VRS Hybrid Retirement Plan website: Find the latest publications and forms, register for free 
educational sessions and find investment options and information. 

  
 VRS member education and counseling: VRS provides one-on-one counseling by phone or in 

person, and also holds educational sessions around the state and through webinars. For 
questions related to the Hybrid Retirement Plan, contact the Hybrid Retirement Plan Support 
Team at 1-855-291-2285 or email vrshybridsupport@varetire.org.  
 

 ICMA-RC Learning Opportunities: ICMA-RC also provides learning opportunities for Hybrid 
Retirement Plan members, including webinars, investment videos, classroom sessions and one-
on-one consultations. You also can call 1-VRS-DC-PLAN1 (1-877-327-5261) and select option 2 
or email InvestorServicesCommonwealthofVA@icmarc.org with questions about the defined 
contribution component. 
 

 Member News: Stay up to date on the latest benefit information and other news from VRS.  
 

 

Questions? Call VRS toll-free at 1-888-VARETIR (1-888-827-3847). 
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