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Plan Name (i.e., “the Plan”): Ensign Services, Inc. 401(k) Retirement Savings Plan 

Plan#:  19239 
 
Incoming Rollover Instructions  
“Rolling over” money into the Plan is a three-step process. Please follow these instructions to ensure that this process 
is completed in a timely and accurate manner. Please Note: Failure to follow these instructions may result in a delay in 
the processing of your request and may jeopardize your ability to roll over your distribution. 

Step 1. Request your distribution  
Request a direct rollover distribution from your previous eligible retirement plan. See the Incoming Rollover 
Contribution Application for a list of the types of plans or accounts from which rollovers may be made to your 
employer's plan. Please keep in mind that you can only rollover your Roth 401(k) or After-tax contributions into the 
plan if your plan allows for these types of rollovers. Check with your Benefits Department to see if these types of 
rollovers are allowed. There are two distribution check payable options:  

Option 1.  
    The check can be made payable to Fidelity Investments Institutional Operations Company, Inc. (or FIIOC), for the 

benefit of (YOUR NAME). The check must be from the distributing trustee or custodian. (Personal checks are not 
acceptable.) Note: This type of distribution avoids automatic income tax withholding. Also, it avoids the possible 
10% early withdrawal penalty if you are under the age of 59 1/2.  

Option 2.  
If the distribution was originally made payable directly to you, you must send your rollover contribution to Fidelity 
via a certified check or money order only for the amount you are rolling over payable to FIIOC. (Personal checks are 
not acceptable.) Note: If your distribution is initially received as a check made payable to you, your rollover must 
be completed within 60 days of receipt of the distribution. Your previous administrator will be required to withhold 
income taxes. As a result, you will not be able to roll over 100% of your eligible distribution unless you have extra 
savings available to make up the amount withheld. You must also roll over that amount within 60 days of receipt of 
your distribution. If you do not make up the amount withheld, that amount will be considered a withdrawal from 
the previous program and the taxable portion will be subject to ordinary income taxes and possibly a 10% early 
withdrawal penalty. 

Fidelity does not accept wire transfers of funds. You must request a CHECK from your previous plan or IRA. The check 
should be mailed directly to you. Once you have received the check, please follow the directions in Step 2. 
 

Step 2. Initiate your rollover request  
Please log on to NetBenefits® at www.netbenefits.com to initiate your request or complete the Incoming Rollover 
Contribution Application. Please be sure to complete all items, and sign the form if indicated. 

Please Note: This rollover contribution will be invested based on the investment elections you have on file for rollover 
contributions to the Plan. If you have not previously made investment elections for your rollover contribution please 
log on to NetBenefits® at www.netbenefits.com to do so. Otherwise, it will be invested based on your elections for 
elective deferral contributions. If you have not made investment elections for either rollover or deferral contributions, 
this amount will be invested in the Plan-designated default investment option. If you wish to make investment 
elections for your rollover contribution, please do so by contacting Fidelity Investments prior to submitting this form. 
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If you are not sure of the plan type that you are rolling out of, please contact your previous Plan Sponsor or IRA 
custodian for verification. Some plan types are not eligible for rollover. 

You should make a copy of the check and the Incoming Rollover Contribution Application for your records. 
 

Step 3. Mail the information  
Mail (1) the Incoming Rollover Contribution Application and (2) the check to: 

 
FIRST CLASS MAIL WITH STAMP:  
Fidelity Investments Client Service Operations  
P.O. Box 770003 Cincinnati, OH 45277-0065  

Overnight Address:  
Fidelity Investments 
Client Service Operations (KC1F-L)  
100 Crosby Parkway Covington, KY 41015  

 
Please include all the information requested. Incomplete forms and the accompanying check will be returned to you 
and may jeopardize your ability to roll over your distribution.  

Once your contribution is accepted into the Plan, you can log on to Fidelity NetBenefits® at www.netbenefits.com to 
view your rollover contribution and investment election(s). Please allow at least seven business days for processing. If 
you have any questions about rollover contributions, call 1-800-835-5095. Please be sure you have beneficiary 
information for the Plan on file. 

 

 

 


