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BEFORE-TAX CONTRIBUTIONS ROTH 401(K) CONTRIBUTIONS

Employee contributions Made before taxes are deducted from your 
paycheck.

Made after taxes are deducted from your 
paycheck.

Account growth 
(earnings)

Tax-deferred until distribution. Tax-free at distribution if the distribution is 
qualified.

Federal Income Tax Reduces current taxable income by contribution 
amount. Taxes are paid at withdrawal on both 
contributions and earnings.

Contribution is taxable in current year. No taxes  
are paid on qualified distributions.

Distributions Available according to Plan rules. Tax-free provided you had your Roth 401(k) 
account for at least five years and you are at  
least 59½ or are disabled or deceased.

What is a  
401(k) Plan?  

A 401(k) plan is a qualified employer-sponsored 
retirement plan that eligible employees may  
enroll into to make salary-deferred contributions 
on a post-tax and/or pretax basis. The chart 
below outlines the contributions types available 
in 401(k) plans.

Why should I contribute to my 401(k)? 
To live comfortably in retirement, many financial professionals estimate 
you will need between 70% and 80% of your pre-retirement income. Social 
Security will cover approximately 1/3 of that amount.1 The rest of the 
income you will need in retirement will come from you. Your company’s 
401(k) plan is one of the few programs designed to help bridge the gap 
between what Social Security may provide and what additional monies  
or savings you will need at and through retirement. The contributions to 
your retirement plan will come out of each paycheck automatically,  
so you do not even need to think about it.
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How do I access my account?
You can access your account in the following ways: 

Online at My.ADP.com

A USER Id and Password is required to access this site. If you are a first time user,  
you can click REGISTER NOW to register. 

Through the ADP Mobile Solutions App

Download the free app from the app stores today. You can also adjust your  
language settings in the app.  
 

Over the phone at 800-MyK-Plan (800-695-7526) 

Representatives are available Monday – Friday, 8 am to 9 pm, Eastern Time.  
Bilingual support is available through a representative.

Who can access my account?  
Only YOU have the ability to make changes to your account.  

How do I change the amount I contribute  
to my retirement plan?
From the Retirement page of the ADP Retirement Services Participant website  
at My.ADP.com or the ADP Mobile Solutions App and follow these steps:

1. Click “Edit” in the contributions section 

2. Determine the new amount you wish to contribute, and then  
click the “Submit” button to record your transaction.

3. Changes to your contribution amounts will not be processed until  
you receive a confirmation number at the end of the transaction.

You will also receive an email confirmation of your contribution changes.  
It may take two to three payroll cycles for the new contribution amount  
to appear in your paycheck.
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http://My.ADP.com
https://apps.apple.com/us/app/adp-mobile-solutions/id444553167?mt=8
https://play.google.com/store/apps/details?id=com.adpmobile.android&utm_source=badge&utm_campaign=badge&pcampaignid=MKT-Other-global-all-co-prtnr-py-PartBadge-Mar2515-1'
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How do I decline the Auto Enrollment election of my 
company’s 401(k) benefit?
If you are currently participating in your company’s Automatic Enrollment feature 
and would like to decline this election, simply log into My.ADP.com or access your 
account through the ADP Mobile Solutions App and follow these steps:

1. From the RETIREMENT section, click on “MAKE CHANGES” 

2. Click “I do not want to participate” and click NEXT. 

3. Click on the “I want to cancel automatic enrollment and I understand that  
by submitting this request I acknowledge the Participant Fee Disclosure”  
and then submit by clicking on the “YES, OPT ME OUT” button

You can also decline enrollment by calling the ADP Participant Services Team at 
800-MyK-Plan (800-695-7526). Representatives are available Monday through 
Friday, 8am - 9 pm, Eastern Time.

How do I change my investment for my current money? 
1. Go to “Manage My Investments” and click “VIEW DETAILS” 

2. Be sure “Current Money” is selected at the top of the page and then click  
“MAKE CHANGES”

3. Select the investment and the percentage you want to transfer and allocate  
to new investment selection(s)

A confirmation of these changes will be sent to your email. If you do not have  
an email address on file, confirmation will be mailed to you.

How do I change my investments for future pay? 
1. Go to “Manage My Investments” and click “VIEW DETAILS” 

2. Click on “Future Pay” at the top of the page and then select “MAKE 
CHANGES” 

3. Enter the new allocation percentages, making sure your total equals 100% 
and “SUBMIT” your changes. 

A confirmation of these changes will be sent to your email. If you do not have  
an email address on file, confirmation will be mailed to you. 

http://My.ADP.com
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Your company’s 
retirement plan  
is one of the best 
ways you can save  
for retirement

Is it important to designate a beneficiary for my 
retirement account? 
Yes as it ensures that your retirement plan assets are distributed to the person, people 
or entities you want it to go to upon your death. 

How can I add/manage my beneficiary(ies)? 
1.  From the “Full Account Features” section, select “GO TO PARTICIPANT WEBSITE” 

2.  Go to “My Account” and “Manage My Beneficiaries” 

3.  Read through the information on this page as your options are based on your  
marital status. 

Can I designate a beneficiary who lives outside of the 
United States, or a person who does not have a Social 
Security Number?
Yes. You will need to provide detailed contact information of the individual so that the 
monies can be distributed to them properly upon your death. Savings withdrawn from 
this account are still subject to applicable to State and US Federal taxes.   
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Can I take a loan or withdrawal from my account? 
Planning for your retirement is a long-term commitment and the money you have 
saved should be considered “untouchable” and used only as income in retirement. 
In a time of important financial need, sometimes you need to change course and 
use all of your resources. Your 401(k) plan may offer loan and withdrawal options 
to meet your financial need. Be sure you understand the tax and other financial 
consequences before making your decision. 

General considerations about loans

If you take a loan from your account, you are responsible for paying the loan 
amount plus interest back to your account. Payments for the loan will be deducted 
after taxes from your paycheck until the loan is paid off. 

There may also be a one-time processing fee associated with taking a loan from 
your retirement savings account. This fee will be deducted from your account and 
not from the loan amount. If you have an outstanding loan and leave your company, 
you will be required to repay the outstanding loan amount to your retirement plan 
account. If you do not repay the outstanding loan amount, you will be required to 
claim the outstanding loan amount as ordinary income. If the withdrawal was made 
prior to age 59½, you could also be charged a 10% early withdrawal penalty. 

For more information or to request a loan, log into your account at My.ADP.com 
and go to “ Request a Loan.” 

General withdrawal considerations

Your 401(k) may offer withdrawal options to meet your financial need. If you elect 
to take a withdrawal, any amount you take will reduce your current account balance. 
You will not be ale to repay this money. Additionally any amount you withdraw from 
your account will be considered ordinary income and if the withdrawal was made 
prior to age 59½, you could also be charged a 10% early withdrawal penalty. 

For more information or to request a withdrawal, log into your account at 
My.ADP.com, select “GO TO PARTICIPANT WEBSITE” > Loans & Withdrawals 
> Withdraw Funds While Employed. Be sure to read the Special Tax Notice 
Regarding Plan Payments for detailed information regarding the tax 
consequences of a withdrawal. 

If you have questions regarding loan and withdrawals or need additional assistance, 
you can call the ADP Participant Services Team at 800-MyK-Plan (800-695-7526). 
Representatives are available Monday through Friday, 8am - 9pm, Eastern Time. 



401(k) Plans   ■  Frequently asked questions 7

What happens when I leave the company?
The money in your retirement savings account belongs to you and you have complete 
control of your money if ever you decide to leave your current employer. There are  
several distribution options available to you if you move onto another job:

1. Depending on your account balance, you may be able to leave your account  
in your current 401(k). 

2. If permitted, you can rollover your 401(k) to another 401(k) account. 

3.You can rollover to an Individual Retirement Account (IRA). 

4. You can take your account balance as cash.

What happens to my money if I leave the country?
If you’re under age 59½, even though you’re leaving the country, IRS tax rules will 
follow your plan wherever you go. Because penalties for early withdrawals are high,  
be sure to review your particular situation with your financial advisor prior to 
withdrawing any funds. 



1  Source: Social Security Administration; Retirement Benefits Publication EN-05-10035; Fact Sheet Social Security;  
Publication EN-05-10377.

2. From FORTUNE Magazine, as of January 21, 2020. ©2020 Time Inc. Used under license. FORTUNE and The World’s Most Admired 
Companies are registered trademarks of Time Inc. and are used under license. FORTUNE and Time Inc. are not affiliated with,  
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ADP RETIREMENT SERVICES 	71 Hanover Road  Florham Park, NJ 07932 	< 	MY.ADP.com

Who is ADP Retirement Services? 
ADP Retirement Services is the service provider or recordkeeper for your company’s retirement plan. We are dedicated  
to providing you with retirement planning information and the tools and resources necessary for you to invest in yourself. 

ADP Retirement Services is part of ADP, Inc., a comprehensive global provider of Human Capital Management (HCM)  
solutions that unite human resources, payroll, talent, time, tax and benefits administration, and is a leader in business  
outsourcing services, analytics and compliance expertise. 

For nearly 70 years, ADP has helped lead the way in defining the future of business solutions. ADP is proud to be named  
to FORTUNE Magazine’s “World’s Most Admired Companies®” list for 14 consecutive years.2

https://my.adp.com/



