
 
 

 

 

Hardship & Unforeseeable 
Emergency Withdrawals 

H A R D S H I P  &  U N F O R E S E E A B L E  E M E R G E N C Y  O V E R V I E W  
When allowed by the Plan, participants may request a withdrawal from their retirement account when experiencing a 
financial need. The withdrawal type available, eligibility requirements, submission method, documentation or information 
required, and approval process vary based on the terms of the Plan and the hardship or unforeseeable emergency rules 
that apply. 

Hardship withdrawals generally apply when a participant has an immediate and heavy financial need and the withdrawal 
is limited to the amount necessary to satisfy that need. This guide addresses Safe Harbor hardship withdrawals and 
Facts & Circumstances hardship withdrawals. Safe Harbor hardships are based on specific hardship reasons allowed by 
the Plan, such as medical expenses, principal residence purchase, tuition or education expenses, eviction or foreclosure 
prevention, funeral expenses, and certain disaster-related repair expenses. Facts & Circumstances hardships are 
determined based on the Plan Document and relevant facts and circumstances. 

Unforeseeable emergency withdrawals apply to 457 plans and are based on unforeseeable emergencies arising from 
events beyond the participant’s control. Eligible reasons may include medical care expenses, payments necessary to 
prevent eviction or foreclosure, loss of income due to illness or accident, casualty-related repair expenses, and funeral 
expenses. This guide describes the general participant experience, submission methods, documentation or information 
requirements, and approval responsibilities for each withdrawal type. 

Support Services  

Empower provides a dedicated team to assist participants with the hardship and unforeseeable emergency withdrawal 
process. Once a participant submits a request for hardship or unforeseeable emergency withdrawal, a Support Services 
Team Representative can assist participants with hardship/unforeseeable emergency questions, status inquiries, issue 
resolution, and general end-to-end communication and support during the participant’s time of need. 

 



 
 

 

Safe Harbor Hardship  
O V E R V I E W  
When allowed by the Plan, participants may request a withdrawal from their retirement account when experiencing a 
financial hardship.  

To qualify as a financial hardship, the withdrawal must be: 

• Necessary due to an immediate and heavy financial need. 
• Limited to the amount needed to satisfy that financial need. 

NOTE: A distribution is not treated as necessary to satisfy an immediate and heavy financial need unless the participant 
has exhausted all available withdrawals under the terms of the Plan prior to requesting a hardship. 

Under Safe Harbor hardship rules, the Plan may consider the participant to have an immediate and heavy financial need 
if the distribution is for any of the following reasons: 

• Medical care expenses for the participant, the participant’s spouse, dependent, or beneficiary. 
• Costs directly related to the purchase of a participant’s principal residence (excluding mortgage 

payments). 
• Expenses for repair of damage to the participant’s principal residence due to fire, storm, or other 

destruction resulting from an identifiable event of sudden and unusual nature that is not reimbursable 
by insurance. 

• Tuition, related educational fees and room and board expenses for the next 12 months of 
postsecondary education for the participant or the participant’s spouse, children, dependents or 
beneficiary. 

• Payments necessary to prevent the eviction of the participant from the participant’s principal residence 
or foreclosure on the mortgage for that residence. 

• Funeral expenses for the participant, the participant’s spouse, children, dependents, or beneficiary. 
• Certain expenses to repair damage to the participant’s principal residence incurred due to a Federally 

declared disaster. 

NOTE: Participants may be assessed a hardship withdrawal processing fee as outlined in the Plan’s Services Agreement 
and Fee Disclosure notices. 

Initiating a Hardship Withdrawal Request 

Participants may typically complete a hardship request online or via an Empower Representative. If the request cannot 
be completed online or via an Empower Representative (such as when spousal consent is required), the participant is 
directed to complete a Hardship Withdrawal Request Form. 

When a Hardship Withdrawal Request Form is required, participants can: 

• Initiate the hardship withdrawal request online or via an Empower Representative who will assist in 
completing the Hardship Withdrawal Request Form. 

• Receive a pre-filled Hardship Withdrawal Request Form. 
• Complete, attach, or otherwise provide the additional required information and submit for processing.  

A copy of the Plan’s Hardship Withdrawal Request Form may also be available online, the Plan Service Center (PSC), or 
may be requested via an Empower Representative. 

NOTE: Hardship withdrawal requests are not processed for participants with a termination date unless otherwise 
directed by the Plan. 



 
 

 

The following describes additional submission requirements based on the Plan’s elected substantiation method: 

Method Description 

Self-Certify • Participants submit the total amount needed by Safe Harbor hardship reason 
without disclosing supporting details or submitting supporting documentation 
substantiating the hardship expense(s) for up to two hardship requests per Plan 
Year. 

• For third and subsequent requests within the same Plan year, participants submit 
itemized amounts and key supporting details substantiating the hardship 
expense(s) by Safe Harbor hardship reason without submitting supporting 
documentation. 

• Upon submission, participants attest that they meet Safe Harbor hardship 
requirements and agree to make all supporting documentation available to the Plan 
Administrator or Internal Revenue Service (IRS) upon request if needed for audit 
purposes. 

Summary • Participants submit itemized amounts and key supporting details substantiating the 
hardship expense(s) by Safe Harbor hardship reason without submitting supporting 
documentation for up to two hardship requests per Plan Year as described in the 
Summary Method Requirements section below. 

• Upon submission, participants attest that they meet Safe Harbor hardship 
requirements and agree to make all supporting documentation available to the Plan 
Administrator or Internal Revenue Service (IRS) upon request if needed for audit 
purposes. 

• For third and subsequent requests within the same Plan year, participants are 
required to submit supporting documentation substantiating the hardship with the 
hardship withdrawal request. 

Source • Participants are required to submit supporting documentation substantiating the 
hardship with each hardship withdrawal request. 

• Types of supporting documentation that must accompany a completed Hardship 
Withdrawal request form varies based on Safe Harbor Hardship reason as 
described in the Source Method Requirements section below. 

Summary Method Requirements 

The following summarizes additional details participants must provide when initiating a Safe Harbor hardship withdrawal 
request online or via an Empower Representative including when additional information is required for third and 
subsequent requests in the same Plan year: 

Reason Description Required Supporting Details 

Medical Expenses 

 

Expenses for or necessary to obtain 
medical care for participant or 
participant’s beneficiary. 

• Name of person who incurred medical expenses 
• Relationship to the participant  
• The purpose of medical care  
• Name and address of the service provider 
• Total amount of medical expenses not 

covered by insurance 



 
 

 

Reason Description Required Supporting Details 

Principal Residence 
Purchase 

 

Costs directly related to the purchase 
of the participant’s primary residence, 
not including mortgage payments. 

 

• Address of the residence  
• Purchase price of the principal residence  
• Types of costs and expenses incurred  
• Name and address of the lender  
• Date of the purchase/sales agreement 
• Expected date of closing  
• Total expense amount requested 

Principal Residence 
Repair 

 

Expenses for repair of damage to the 
participant’s principal residence due 
to fire, storm, or other destruction 
resulting from an identifiable event of 
sudden and unusual nature that is not 
reimbursable by insurance. 

• Address of the residence that sustained damage  
• Date and cause of the casualty loss  
• A brief description of the repairs, including the 

date(s) of repair 
• Expense amount not covered by insurance 
• Total expense amount requested 

Eviction or 
Foreclosure 
Prevention 

 

Money needed to prevent eviction 
from principal residence and/or 
foreclosure on the mortgage of the 
participant’s principal residence. 

• Attestation that the property is the principal 
residence 

• Address of the principal residence  
• Type of event: foreclosure or eviction  
• Name and address of the party that issued the 

foreclosure or eviction notice  
• Date of the notice of foreclosure or eviction 
• Due date of the payment to avoid foreclosure or 

eviction 
• Total expense amount requested 

Federally Declared 
Disaster Expenses 

 

Expenses and losses (including loss of 
income) incurred due to a Federally 
Declared Disaster. 

 

• Name and date of Federally Declared Disaster 
• Description of losses and expenses incurred as a 

result of the Federally Declared Disaster, including 
any expenses for the repair of damage to the 
principal residence, and any loss of income. 

• Total expense amount requested 
• NOTE: The participant’s principal residence 

or principal place of employment at the 
time of the disaster must be located in an 
area designated by the Federal Emergency 
Management Agency (FEMA). 

Tuition or Related 
Education Expense 

  

 

Payment of tuition for the next 12 
months of post-secondary school 
education for the participant, the 
participant’s spouse, children, 
dependents, or named primary 
beneficiary. 

 

• Name of the person who incurred the educational 
expenses  

• The relationship to the participant of the person 
who incurred the educational expense  

• Name and address of the educational institution  
• The purpose of the educational payments - tuition, 

books, related fees, room and board 
• Period covered by the educational payments 
• Total expense amount requested 



 
 

 

Reason Description Required Supporting Details 

Funeral Expenses 

 

Payments for burial or funeral 
expenses for the participant’s 
deceased parent, spouse, children, 
dependents, or named primary 
beneficiary.  

• Name of the deceased  
• Relationship to the participant  
• Date of death  
• Name and address of the service provider 
• Total expense amount requested 

Source Method Requirements 
Participants are required to provide supporting documentation necessary to substantiate the hardship reason for each 
request submitted. The following highlights documentation requirements by Safe Harbor hardship reason:  

Reason Required Documentation 

Medical Expenses 

 

• Copies of medical bills, invoices, or official medical estimates showing name of 
medical provider, patient’s name, date of service, and associated expenses not 
covered by insurance. 

• A benefit statement from the insurance company showing the service date, 
cost of procedure, provider, and any insurance reimbursement amount. 

Principal Residence 
Purchase 

 

• Signed purchase contract or agreement of sale including estimate of closing costs.  
• Contract or agreement with home builder including financing, construction deposit, 

and/or other expenses related to building a new home. 
• Invoices/estimates from the service provider, contractor or supplier indicating 

material expenses related to building a new home,  
• Government issued building permit, or building contract from a licensed 

contractor, indicating intent to build. 

Principal Residence Repair • Copies of invoices and/or estimates showing the cause and cost of repair less any 
reimbursement or payment made by the insurance company.  

• Police or fire report listing the date and cause of the damage due to fire or 
vandalism. 

• Statement from the insurance company showing the date of loss, cause of loss, and 
amount covered by insurance or statement from the participant stating they do not 
have insurance coverage. 

Eviction or Foreclosure 
Prevention 

• Eviction Notice, Notice to Quit, Notice to Vacate the Premises, Tenant’s Notice, 
Petition to Recover Possession of Real Property, or signed letter from the landlord 
stating that eviction is pending. 

• Forbearance Agreements, Trial Modification documents, Notice of Tax Sale, 
Notice of Substitute Trustee Sale, or other signed and dated letter from the 
mortgage company, attorney, or other mortgage or court documentation, 
showing the amount due to avoid foreclosure or reinstate the mortgage. 



 
 

 

Reason Required Documentation 

Federally Declared 
Disaster Expenses 

• Copies of invoices or receipts showing the cost of repair to the damaged/lost 
property or living expenses incurred due to the Federally declared disaster. 

• A statement from the insurance company reflecting the amount of the loss for which 
it denied reimbursement.   

• Claims involving lost income due to the disruption of employment must 
include a letter and supplemental Loss of Income form signed by the Plan 
Administrator stating the lost income amount and confirmation that loss of 
income was due to a disruption on account of the Federally declared 
disaster. 

• NOTE: The participant’s principal residence or principal place of employment 
at the time of the disaster must be located in an area designated by the 
Federal Emergency Management Agency (FEMA). 

Tuition or Related 
Education Expense 

 

• A bill or letter from the school showing the amount due for up to the next 12 months 
for tuition, related educational fees, or room and board.  

• Financial aid paperwork indicating the amount provided or denied. 

Funeral Expenses • A copy of the death certificate or other documentation showing date of death.  
• Copies of invoices and/or receipts showing the cost of the burial or funeral 

expenses, including the amount of any reimbursement from an insurance 
company. 

Continuation 

When supporting documentation is required and a participant fails to submit all supporting documentation needed to 
substantiate the total hardship amount requested, then Empower adjudicates the request as follows: 

• Processes the hardship for the amount substantiated by the documentation provided in good order. 
• Suspends adjudication of the remaining request for 30 days to afford the participant an opportunity to 

provide additional substantiation documentation for the remaining request (a continuation). 

A continuation suspends adjudication of the remaining request for 30 days whereby the participant can submit 
additional supporting documentation to substantiate the remaining hardship.  If the participant fails to provide 
additional documentation deemed to be in good order, then the remaining hardship request is deemed not in good 
order, the outstanding request will lapse, and the participant must request a new hardship.  

When a continuation applies: 

• Participants are limited to one continuation per hardship request. 
• Additional supporting documentation must relate to and support the remaining amount of the same 

safe harbor hardship reason as identified on the hardship request initially submitted. 
• If the additional documentation substantiates any amount of the remaining hardship request, the 

proceeds are processed as a separate hardship withdrawal transaction.   
• The two transactions are considered a single hardship event under these procedures and are 

aggregated together for purposes of determining any hardship frequency limitations (e.g., 3 hardships 
per year) or minimum hardship request amount (e.g., $500). 

 



 
 

 

Safe Harbor Hardship Withdrawal Processing Authorization 
Empower reviews completed hardship withdrawal requests to determine if the request is in good order. If the hardship 
withdrawal request is not in good order, then Empower instructs the participant to contact Empower to provide the 
missing or corrected information needed for processing.  

When requests are submitted online or via an Empower Representative, good order requirements are verified 
systematically.  If the request is in good order, next steps vary based on the Plan’s elected approval method as described 
below. However, hardship requests submitted via the self-certify substantiation method do not require additional review 
or approval and are processed as received regardless of the Plan’s elected approval method. 

Empower Provides Hardship Approval 

If the request is in good order and meets Plan 
requirements, then the hardship withdrawal is processed 
without the Plan Administrator’s further approval.  

However, it is expected that certain requests will be 
submitted which are not directly addressed by Empower’s 
procedures and require Plan Administrator intervention. In 
such cases, Empower refers the request to the Plan 
Administrator for a determination.  

NOTE: The Plan Administrator is the final arbitrator and 
may instruct Empower to process or deny the hardship 
withdrawal request. 

Plan Administrator Approves Hardship Requests 

If the request is in good order, then the hardship 
withdrawal request is sent to the To Do List feature on 
the PSC for the Plan Administrator to provide final review 
and approval.  

If additional information is needed for processing (such 
as participant vesting information), the Plan Administrator 
provides the necessary information via the To Do List as 
part of the review and approval process. 

If a signature is required on the Hardship Withdrawal 
Request form, the Plan Administrator downloads, prints, 
and signs the form, then returns a copy of the signed 
form to Empower via To Do List. 

NOTE: Empower does not review any supporting 
documentation if submitted with a hardship request. The 
Plan Administrator ultimately retains responsibility for 
verifying the participant meets Safe Harbor 
hardship requirements under the terms of the Plan. 

 

 



 
 

 

Unforeseeable Emergency  
O V E R V I E W  
When allowed by the Plan, participants may request a withdrawal from their retirement account when experiencing an 
unforeseeable emergency financial hardship.  
To qualify as an unforeseeable emergency financial hardship, the withdrawal must be: 

• Necessary due to an immediate and heavy financial need. 
• Limited to the amount needed to satisfy that financial need. 

Under Unforeseeable Emergency rules, the Plan may consider the participant to have an immediate and heavy financial 
need if the distribution is for unforeseeable emergencies arising from events beyond the control of the participant for 
any of the following reasons: 

• Medical care expenses for the participant or the participant’s beneficiary. 
• Payments necessary to prevent the eviction or foreclosure of participant’s or participant’s beneficiary’s principal 

residence. 
• Loss of income due to accident or injury to the participant, participant’s beneficiary, participant’s spouse, 

participant’s beneficiary’s spouse, participant’s dependent, or participant’s beneficiary’s dependent. 
• Expenses associated with the repair of the participant’s or participant’s beneficiary’s personal property as a 

result of a defined casualty that are not otherwise covered by insurance.  
• Funeral expenses of the participant's spouse, participant’s dependent, participant’s beneficiary’s spouse, 

participant’s beneficiary’s dependent. 

NOTE: Participants may be assessed an unforeseeable emergency withdrawal processing fee as outlined in the Plan’s 
Services Agreement and Fee Disclosure notices. 

Initiating an Unforeseeable Emergency Withdrawal Request 
Participants may complete an unforeseeable emergency withdrawal request online or via an Empower Representative. If 
the request cannot be completed online or via an Empower Representative (such as when spousal consent is required), 
the participant is directed to complete an Unforeseeable Emergency Distribution Request Form. 

When an Unforeseeable Emergency Distribution Request Form is required, participants can: 

• Initiate the unforeseeable emergency withdrawal request online or via an Empower Representative who 
will assist in completing the Unforeseeable Emergency Distribution Request Form. 

• Receive a pre-filled Unforeseeable Emergency Distribution Request Form. 
• Complete, attach, or otherwise provide the additional required information and submit for processing.  

A copy of the Plan’s Unforeseeable Emergency Distribution Request Form may also be available online, the Plan Service 
Center (PSC), or may be requested via an Empower Representative. 



 
 

 

The following describes additional submission requirements based on the Plan’s elected substantiation method: 

Method Description 

Self-Certify • Participants submit the total amount needed by Unforeseeable Emergency reason 
without disclosing supporting details or submitting supporting documentation 
substantiating the unforeseeable emergency expense(s) for up to two requests per 
Plan Year. 

• For third and subsequent requests within the same Plan year, participants submit 
itemized amounts and key supporting details substantiating the unforeseeable 
emergency expense(s) by Unforeseeable Emergency reason without submitting 
supporting documentation as described in the Key Supporting Details for Third & 
Subsequent Requests section below. 

• Upon submission, participants attest that they meet Unforeseeable Emergency 
requirements and agree to make all supporting documentation available to the Plan 
Administrator or Internal Revenue Service (IRS) upon request if needed for audit 
purposes. 

Source • Participants are required to submit supporting documentation substantiating the 
unforeseeable emergency with each unforeseeable emergency withdrawal request. 

• Types of supporting documentation that must accompany a completed 
Unforeseeable Emergency Withdrawal request varies based on Unforeseeable 
Emergency reason as described in the Source Method Requirements section below.  

Key Supporting Details for Third & Subsequent Requests 
The following summarizes additional details participants must provide when initiating an unforeseeable emergency 
withdrawal request online or via an Empower Representative for three or more self-certify requests in the same Plan 
year: 

Reason Description Required Supporting Details 

Medical Expenses 

 

Expenses for or necessary to 
obtain medical care for participant 
or participant’s beneficiary. 

• Name and relationship of individual for which 
the medical expense applies. 

• Type of medical expense. 
• Name and address of medical service 

provider. 
• Total cost not covered by insurance. 

Eviction or 
Foreclosure 
Prevention 

 

Money needed to prevent eviction 
from principal residence and/or 
foreclosure on the mortgage of the 
participant’s or participant’s 
beneficiary’s principal residence. 

• Name and relationship of individual for which 
the eviction or foreclosure applies. 

• Address of principal residence  
• Type of notice received (eviction or 

foreclosure) 
• Notice date and payment due date. 
• Name and address of the individual or 

financial institution that issued the notice. 
• Total amount needed to avoid eviction or 

foreclosure. 



 
 

 

Reason Description Required Supporting Details 

Funeral Expenses 

 

Payments for burial or funeral 
expenses for the participant's 
spouse, participant’s dependent, 
participant’s beneficiary’s spouse, 
participant’s beneficiary’s 
dependent. 

• Name and relationship of the decedent. 
• Date of death. 
• Name and address of the funeral service 

provider. 
• Total amount requested for funeral 

expenses. 

Casualty Repair 

 

Expenses for repair of damage to 
the participant’s or participant’s 
beneficiary’s personal property as a 
result of a defined casualty that is 
not otherwise covered by 
insurance. 

• Name and relationship of individual for which 
the casualty repair applies. 

• Type of property impacted by the casualty. 
• Address of residence, if applicable. 
• Date and cause of damage. 
• Total cost not covered by insurance. 

Loss of Income Money needed to supplement lost 
income resulting from accident or 
injury for participant, participant’s 
beneficiary, participant’s spouse, 
participant’s beneficiary’s spouse, 
participant’s dependent, or 
participant’s beneficiary’s 
dependent. 

• Name and relationship of individual for which 
the loss of income applies. 

• Loss of income reason 
• Start and end date period for which the loss 

of income applies. 
• Total amount requested for loss of income. 
• NOTE: Supporting documentation required 

for this reason. See Loss of Income 
Supporting Documentation section of this 
guide for additional information. 

Loss of Income Supporting Documentation Requirements 
Participants must provide supporting documentation to substantiate an Unforeseeable Emergency Withdrawal request 
for Loss of Income. Acceptable documentation may include: 

• A letter from their employer confirming the reduction or termination of income  
• Recent pay stubs showing before and after amounts  
• Doctor’s certification of medical leave (if applicable)  
• Proof of unemployment benefits or disability insurance payments  
• Copies of a letter/statement/payroll statement showing disability, insurance, or workman’s 

compensation received (if applicable) 

Source Method Requirements 
Participants are required to provide supporting documentation necessary to substantiate the unforeseeable emergency 
for each request submitted. The following highlights documentation requirements by unforeseeable emergency reason 
using the source method:  

Reason Required Documentation 

Medical Expenses 

 

• Copies of medical bills, invoices, or official medical estimates showing name 
of medical provider, patient’s name, date of service, and associated expenses 
not covered by insurance. 

• A benefit statement from the insurance company showing the service date, 
cost of procedure, provider, and any insurance reimbursement amount. 



 
 

 

Reason Required Documentation 

Eviction or Foreclosure 
Prevention 

 

• Eviction Notice, Notice to Quit, Notice to Vacate the Premises, Tenant’s 
Notice, Petition to Recover Possession of Real Property, or signed letter from 
the landlord stating that eviction is pending. 

• Forbearance Agreements, Trial Modification documents, Notice of Tax Sale, 
Notice of Substitute Trustee Sale, or other signed and dated letter from the 
mortgage company, attorney, or other mortgage or court documentation, 
showing the amount due to avoid foreclosure or reinstate the mortgage. 

Funeral Expenses • A copy of the death certificate or other documentation showing date of 
death.  

• Copies of invoices and/or receipts showing the cost of the burial or funeral 
expenses, including the amount of any reimbursement from an insurance 
company. 

Illness or Accident • A doctor’s statement or letter from employer indicating required time-off of 
work due to illness or accident. 

• Copies of payroll statements showing the pay rate before and after the 
illness or accident. 

• Supplemental income information indicating income loss is not covered by 
Social Security Disability Insurance, workman’s compensation, or other form 
of supplemental insurance. 

Casualty Repair • Copies of invoices and/or estimates showing the cause and cost of repair 
less any reimbursement or payment made by the insurance company.  

• Police or fire report listing the date and cause of the damage due to fire or 
vandalism. 

• Statement from the insurance company showing the date of loss, cause of 
loss, and amount covered by insurance or statement from the participant 
stating they do not have insurance coverage. 

Continuation 
If a participant fails to submit all supporting documentation needed to substantiate the total amount requested, then 
Empower adjudicates the request as follows: 

• Processes the withdrawal for the amount substantiated by the documentation provided in good order. 
• Suspends adjudication of the remaining request for 30 days to afford the participant an opportunity to 

provide additional substantiation documentation for the remaining request (a continuation). 

A continuation suspends adjudication of the remaining request for 30 days whereby the participant can submit 
additional supporting documentation to substantiate the remaining unforeseeable emergency expense.  If the 
participant fails to provide additional documentation deemed to be in good order, then the outstanding unforeseeable 
emergency request is deemed not in good order, the outstanding request will lapse, and the participant must request a 
new unforeseeable emergency withdrawal.  

When a continuation applies: 
• Participants are limited to one continuation per unforeseeable emergency withdrawal request. 
• Additional supporting documentation must relate to and support the remaining amount of the same 

unforeseeable emergency reason as identified on the request initially submitted. 



 
 

 

• If the additional documentation substantiates any amount of the remaining unforeseeable emergency 
withdrawal request, the proceeds are processed as a separate unforeseeable emergency withdrawal 
transaction.   

• The two transactions are considered a single unforeseeable emergency withdrawal event under these 
procedures and are aggregated together for purposes of determining any unforeseeable emergency 
withdrawal frequency limitations (e.g., 3 unforeseeable emergency withdrawals per year) or minimum 
unforeseeable emergency withdrawal request amount (e.g., $500). 

Unforeseeable Emergency Withdrawal Processing Authorization 
Empower reviews completed unforeseeable emergency withdrawal requests to determine if the request is in good 
order. If the unforeseeable emergency withdrawal request is not in good order, then Empower instructs the participant 
to contact Empower to provide the missing or corrected information needed for processing.  When requests are 
submitted online or via an Empower Representative, good order requirements are verified systematically.  If the request 
is in good order, next steps vary based on the Plan’s elected approval method as described below. However, the first two 
unforeseeable emergency withdrawal requests submitted via the self-certify substantiation method do not require 
additional review or approval and are processed as received regardless of the Plan’s elected approval method. 

Empower Provides Approval 
If the request is in good order and meets Plan 
requirements, then the unforeseeable emergency 
withdrawal is processed without the Plan Administrator’s 
further approval.  
However, it is expected that certain requests will be 
submitted which are not directly addressed by Empower’s 
procedures and require Plan Administrator intervention. In 
such cases, Empower refers the request to the Plan 
Administrator for a determination.  
NOTE: The Plan Administrator is the final arbitrator and 
may instruct Empower to process or deny the 
unforeseeable emergency withdrawal request. 

Plan Administrator Approves Requests 
If the request is in good order, then the unforeseeable 
emergency withdrawal request is sent to the To Do List 
feature on the PSC for the Plan Administrator to provide 
final review and approval.  
If additional information is needed for processing (such 
as participant vesting information), the Plan Administrator 
provides the necessary information via the To Do List as 
part of the review and approval process. 
If a signature is required on the Unforeseeable 
Emergency Withdrawal Request form, the Plan 
Administrator downloads, prints, and signs the form, then 
returns a copy of the signed form to Empower via To Do 
List. 
Empower does not review any supporting documentation 
if submitted with an unforeseeable emergency 
withdrawal request. The Plan Administrator ultimately 
retains responsibility for verifying the 
participant meets Unforeseeable 
Emergency requirements under the terms of the Plan. 

 

 



 
 

 

Facts & Circumstances Hardship 
O V E R V I E W  
When allowed by the Plan, participants may request a withdrawal from their retirement account when experiencing a 
financial hardship.  

To qualify as a hardship, the withdrawal must be: 

• Necessary due to an immediate and heavy financial need. 
• Limited to the amount needed to satisfy that financial need. 

NOTE: A Plan may determine that a distribution is not treated as necessary to satisfy an immediate and heavy financial 
need unless the participant has exhausted all available withdrawals and/or loans (to the extent that taking a loan would 
not increase the hardship) under the terms of the Plan prior to requesting a hardship. When applicable to the Plan, 
Empower assists the Plan Administrator with enforcing such rules. 

Under Facts & Circumstances hardship rules, the Plan determines if a participant has an immediate and heavy financial 
need based on:  

• Plan terms outlined in the Plan Document. 
• Relevant facts and circumstances. 

Determination of both the existence of an immediate and heavy financial need and of the amount necessary to meet 
this need must be made in accordance with nondiscriminatory and objective standards set forth in the Plan. 

Initiating a Facts & Circumstances Hardship Withdrawal Request 

Participants are required to complete the Hardship Request Form which may include any supporting documentation 
necessary to substantiate the hardship. 

The participant returns the form and any supporting documentation substantiating the hardship for processing per the 
instructions on the form. If spousal consent is required, notarized spousal consent must also be included on the 
Hardship Withdrawal Request form.  

NOTE: Participants may be assessed a hardship processing fee as outlined in the Plan’s Services Agreement and Fee 
Disclosure notices. 

Facts & Circumstances Hardship Withdrawal Processing Authorization 
Empower reviews completed hardship requests to determine if the request is in good order and sends to the To Do List 
feature on the Plan Service Center (PSC) for the Plan Administrator or designated third-party to provide final review and 
approval.  

If the hardship request is not in good order, then Empower instructs the participant to contact Empower to provide the 
missing or corrected information needed for processing. 

If the hardship request is received in good order but additional Plan-provided information is needed for processing, then 
Empower sends the hardship request to the To Do List feature on the PSC for the Plan Administrator or designated 
third-party to provide the necessary information needed for processing – including providing final review and approval. 

NOTE: If a signature is required on the Hardship Distribution Request form, Plan Administrator downloads, prints, and 
signs the form, then returns a copy of the signed form to Empower via To Do List. 



 
 

 

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. FOR ADVISOR/PLAN SPONSOR OR TPA USE ONLY. Not for use with Plan Participants 
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