
 

 

 

  
 

Automatic enrollment 
  
O V E R V I E W   
With Automatic Enrollment, eligible employees are automatically enrolled in the plan: 

• At a designated default contribution rate 

• Invested into the plan’s default investment option 

NOTE: See Eligibility for additional information about plan eligibility rules and requirements. 

Employees may decline participation by setting their paycheck contribution rate to zero before the scheduled 
automatic enrollment date. 
Plan provisions may also implement an automatic contribution increase occurring on an annual basis. When 
established, automatically enrolled participants’ contributions are increased each year by a set percentage until they 
reach the maximum contribution rate set by the plan. Employees may opt out of automatic increases by manually 
changing their paycheck contribution. 

• Permissible withdrawal: If the plan allows, employees may request a refund of any automatic contributions 
and cancel participation, typically within 90 days from the date of the first contribution. A permissible 
withdrawal option is only available for EACA and QACA automatic contribution arrangement types. 

• Contribution changes: If participants make a contribution rate change, they are removed from the automatic 
enrollment population and are no longer subject to automatic enrollment provisions, including automatic 
increases, if applicable. 

• Re-hired employees: If plan provisions require automatic enrollment reinstatement, then participants who 
were automatically enrolled at the time of termination of employment have their automatic enrollment 
contribution rate and automatic increase schedule reinstated upon rehire (if rehired within one full plan year). 
If automatic enrollment reinstatement does not apply, re-hired employees restart the automatic enrollment 
process. 

Participants may change contributions online or by contacting a Service Center Representative. 

Notification requirements 

Initial 

Eligible employees (including rehired employees subject 
to automatic enrollment) must be notified of the 
automatic enrollment details in advance of their 
enrollment date to allow time (generally 30-90 days) to 
change or cancel the automatic enrollment 
arrangement. 

Annual 

Automatically enrolled participants must receive annual 
notices at least 30 days prior to the start of a new plan year 
describing automatic enrollment provisions and scheduled 
contribution increases, if applicable. 

https://www.empower-retirement.com/psc/plan-resources/resources/docs/Eligibility.pdf
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The Client chooses the level of automatic enrollment administration service Empower provides. Options include: 

• The Client may prepare and distribute initial and annual automatic enrollment notices or contract a Third 
Party Administrator to provide notice services. 

• The Client may direct Empower to prepare and distribute the notices. Additional recordkeeping service fees 
may apply. 

Additional considerations 

• Eligible population: When establishing or changing Automatic Enrollment provisions on Empower’s 
recordkeeping system, Clients may choose to automatically enroll all eligible employees with a combined 
(Pretax and Roth, including age catch-up) deferral percentage that is less than the plan’s automatic enrollment 
default deferral percentage (and newly eligible employees going forward) as a one-time re-enrollment 
solicitation. Subsequent re-enrollment solicitation requests will not be accommodated unless accompanied by 
an Automatic Enrollment provision change request. 

• QACA considerations: For plans offering a qualified automatic contribution arrangement (QACA), plan 
sponsors must begin automatic deferrals for eligible participants under the QACA by the earlier of 1) the pay 
date for the second payroll period that begins after the notice is provided or 2) the first pay date that occurs 
at least 30 days after the notice is provided. Since the administration services provided by Empower for QACA 
are impacted by plan eligibility and entry date requirements, the timing of the notice provided to participants, 
and the payroll frequency established by the plan sponsor with respect to certain eligible participants, the 
deferral start date provided by Empower in any report may not align with these requirements and instead is 
based on a date 30 days following date of eligibility. 

• Eligible compensation: Clients are responsible for withholding the plan’s default deferral rate on behalf of 
automatically enrolled participants based on all sources of eligible compensation (e.g., regular pay, bonus) as 
provided in the plan document. For purposes of administering the Plan’s automatic contribution arrangement, 
Empower will report the applicable plan default deferral rates for automatically enrolled participants on all 
sources of compensation reflected on the recordkeeping system. If the Plan Sponsor administers separate 
deferral elections by compensation source (e.g., regular pay, bonus), Clients must notify Empower when the 
definition of eligible compensation changes so all sources of compensation reflected on the recordkeeping 
system match plan document definitions 

See Automatic Enrollment Services Election Form for additional information on any of these topics. 

How it works 

Participant 

• Receives the initial notice of automatic enrollment and take the desired action: 

 Declines enrollment by electing a contribution rate of zero. 
 Affirmatively enrolls with customized contribution and investment options. 
 Takes no action and accepts automatic enrollment arrangement. 

• Receives annual automatic enrollment notice. If automatic increases apply, take the desired action: 

 Changes contribution rate. 
 Takes no action and accepts automatic increase. 
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Empower 

• Prepares Deferral Feedback Report containing: 

 Default contribution elections for automatically enrolled participants. 
 Annual scheduled automatic contribution increases for automatically enrolled participants who do not 

make a contribution rate change. 
 Contribution elections for participants who affirmatively enroll or change elections. 

• Delivers the Deferral Feedback Report to the Plan Service Center (PSC). 

Client 

• Reviews Deferral Feedback Report and adjusts payroll deductions. 

• Reports and deposits updated contributions on next payroll file. 

The non-discretionary recordkeeping and administrative services described in this Service Overview are general in 
nature and reflect the standard service offering. Service descriptions are not specific to any plan provision or 
administration practice. The recordkeeper may agree to provide an alternate service arrangement, as applicable, if 
separately requested by the Plan Sponsor. 
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