
Use this checklist as a high-level guide to review key elements of VRS Plan 1 and VRS Plan 2 with employees. Detailed plan 
provisions and other information can be found in the Handbook for Members for VRS Plan 1 and VRS Plan 2.

Review eligibility
Plan 1:
An employee is covered under Plan 1 if their membership date is before July 1, 2010 and they were vested before 
January 1, 2013 and have not taken a refund.
Plan 2:
An employee is covered under Plan 2 if they have a membership date:
•	 From July 1, 2010 to Dec. 31, 2013 and have not taken a refund; OR
•	 Prior to July 1, 2010 but were not vested before Jan. 1, 2013.
•	 After Dec. 13, 2013 but are a member of VaLORS or SPORS or a member of a VRS plan with enhanced 

hazardous duty benefits or under the hazardous duty alternate option.

Understand the defined benefit plan
The employee contributes 5% of their compensation each month to their Member Contribution Account (MCA). 
Employers make a separate contribution based on the payroll of all covered employees.
An employee is vested after 5 years of service. Once an employee is vested, they are eligible for a retirement benefit 
if they meet the age and service requirements.

The retirement benefit is a monthly payment based on age, total service credit and average final compensation (AFC).

VRS manages the investments and related risk for the defined benefit plan.

Share COV 457 Plan information
Employers who offer the Commonwealth of Virginia 457 Deferred Compensation Plan (COV 457 Plan) and Virginia 
Cash Match Plan should provide each employee with the following information:

An employee can participate in the COV 457 Plan to save additional funds for retirement.
The employee chooses an amount to withhold from each paycheck.
If the employee is eligible for the Virginia Cash Match Plan, the employer matches 50% of the employee’s 
contribution, up to a maximum of $20 per pay period.

Share purchase of prior service information
Prior service is a period of eligible service that is not credited to an employee’s VRS account. An employee may 
purchase a variety of service types, including previous public employment, active duty military service, an eligible 
period of leave or VRS refunded service. For details on eligible types of service, see the Purchase of Prior Service 
Credit chapter of the Employer Manual.
Prior service credit counts toward vesting, as well as eligibility for retirement and the health insurance credit. For 
example, if the employee has worked four years full-time for the federal government, then becomes a full-time VRS-
covered employee, they can purchase four years of service. Purchased service counts toward vesting and retirement 
(but not toward additional leave time or salary increases).
A new employee has a two-year window from the date of hire to purchase service at approximate normal cost before 
the cost changes to an actuarial equivalent cost. 

Advise the employee to purchase eligible service during this period as costs will rise considerably after the two-
year window closes. Refunded service is not subject to the two-year window.
Approximate normal cost is based on the employee’s salary at the time of the purchase. Advise the employee to 
make purchases before a salary increase take effect, as the cost to purchase service increases as salary increases.
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https://employers.varetire.org/plans/plan-1
https://employers.varetire.org/plans/plan-2/
https://www.varetire.org/media/shared/pdf/publications/handbook-plan-1.pdf
https://employers.varetire.org/media/shared/pdf/publications/handbook-plan-2.pdf
https://employers.varetire.org/media/shared/pdf/er-manual-purchase-of-prior-service-credit.pdf
https://employers.varetire.org/media/shared/pdf/er-manual-purchase-of-prior-service-credit.pdf


Understand which disability program applies
A Plan 1 or Plan 2 employee is eligible for disability retirement if they are:
•	 An employee of a local school division.
•	 An employee of a political subdivision.
•	 A state employee hired before January 1, 1999 who retained eligibility to be considered for disability 

retirement instead of opting to transfer to the Virginia Sickness and Disability Program (VSDP) and who did 
not elect to transfer to the Hybrid Plan.

•	  An employee covered under the Judicial Retirement System (JRS) or a member of the General Assembly.
A Plan 1 or Plan 2 employee is eligible for the Virginia Sickness and Disability Program (VSDP) if they are: 
•	 A state employee, including a member of SPORS or VaLORS. 
•	 Full- or part-time faculty at a Virginia public institution of higher education who participates in a VRS defined 

benefit plan and who elects VSDP coverage.
Review the Disability Retirement chapter or the VSDP Benefits chapter of the Employer Manual for details.

Share life insurance information
Most employers participate in the VRS Group Life Insurance Program, although some political subdivisions do not 
offer this benefit. For details about coverage, refer the employee to the Handbook for Members for VRS Plan 1 or VRS 
Plan 2. See the Group Life Insurance chapter of the Employer Manual for more information.
An employee is automatically covered by Basic Life but can also purchase Optional Life coverage for themself, as well 
as their spouse and children. 
•	 The employee must purchase coverage for themself in order to purchase coverage for their spouse and/or 

children.
•	 To enroll in Optional Life, the employee completes the Enrollment Application for VRS Optional Group Life 

Insurance (VRS-39) and forwards it to the employer, who completes Section 6.
•	 The employee may apply for Optional Life at any time. However, coverage is guaranteed without evidence of 

insurability if the employee enrolls within 31 days of employment.
An employee uses myVRS to manage life insurance coverage and beneficiary designations.

Share long-term care insurance information
All state employers and some school divisions and political subdivisions offer COV Voluntary Group Long-Term Care 
Insurance.
•	 Employers can view the COV Group Voluntary Long-Term Care Insurance chapter of the Employer Manual for 

more information.
•	 An employee can view the Genworth website or the VRS website for more information.
If the employer offers the program, an employee or their family members can purchase long-term care insurance. The 
coverage provides a monthly allowance for long-term care expenses in a nursing home or at home.
Coverage is provided by Genworth Life Insurance. An employee who leaves or retires from their position may 
continue their coverage.
An eligible employee can coordinate long-term care insurance with the applicable VSDP or VLDP benefit to maximize 
coverage.
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https://www.varetire.org/benefits-and-programs/programs/disability/
https://www.varetire.org/benefits-and-programs/programs/disability/vsdp/
https://employers.varetire.org/media/shared/pdf/er-manual-disability-retirement.pdf
https://employers.varetire.org/media/shared/pdf/er-manual-vsdp-benefits.pdf
https://www.varetire.org/media/shared/pdf/publications/handbook-plan-1.pdf
https://www.varetire.org/media/shared/pdf/publications/handbook-plan-2.pdf
https://www.varetire.org/media/shared/pdf/publications/handbook-plan-2.pdf
https://employers.varetire.org/media/shared/pdf/er-manual-group-life-insurance.pdf
https://web1.lifebenefits.com/content/dam/form/grp/enrollment-application-009643_56050.pdf
https://web1.lifebenefits.com/content/dam/form/grp/enrollment-application-009643_56050.pdf
https://myvrs.varetire.org/
https://employers.varetire.org/media/shared/pdf/er-manual-cov-group-voluntary-ltc-insurance.pdf
https://cov.groupltc.com/learning-center/login.html
https://www.varetire.org/benefits-and-programs/programs/long-term-care/voluntary-long-term-care/


Help an employee get started
Advise the employee to call VRS at 888-827-3847 for individual help with their plan or to call 877-327-5261 for help 
with their COV 457 or Virginia Cash Match plan.

Register for myVRS:

The employee will receive a welcome letter from VRS and uses the information in the letter to register for myVRS.

After retiring or separating from employment, the individual will still use myVRS to manage their defined benefit 
information so they should register using a personal email address, rather than a work email address.
The employee uses myVRS to:
•	 Designate beneficiaries for their defined benefit and life insurance.
•	 Initiate a purchase of prior service.
•	 View compensation and employment history.
•	 Create retirement saving plans.
•	 View annual statements, such as the Member Benefit Profile and, if applicable, tax documents.
When the employee retires, their myVRS member account will automatically transition to a retiree account.

Register for a DCP Account:

Voya Financial is the third-party administrator for the VRS defined contribution plans. For assistance with these 
accounts, the employee logs in or contacts Voya, rather than VRS.
A new employee will receive a welcome letter from Voya Financial and uses the information in the letter to register 
for a DCP Account.
After retiring or separating from employment, the individual will still use their DCP Account to manage their 
investments so they should register using a personal email address, rather than a work email address.
The employee logs into their DCP Account to:
•	 Designate beneficiaries for the COV 457 and Virginia Cash Match plans.
•	 Manage and learn more about investment options.
•	 Manage or change their voluntary contributions.
•	 Access planning and educational materials.
View the VRS member website:

The employee can visit the Education and Counseling page for details about their plan and access to webinars and 
counseling appointments. 

The employee can use other pages on the VRS website to access:
•	 The myVRS Financial Wellness program, powered by Enrich, which provides information on money 

management, financial best practices, credit, insurance and taxes.
•	 The myVRS Retirement Planner, which helps the employee anticipate expenses and add outside sources of 

income to more accurately project retirement income.
•	 The Benefit Estimator, which allows an employee to enter various retirement dates and payout options to 

estimate their benefit.
•	 The Retirement Readiness Checklist, which helps an employee set up and follow a retirement plan.

Questions? Call VRS at 888-827-3847 and ask to speak with your employer relationship manager.
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https://www.varetire.org/dcp-login
https://www.varetire.org/dcp-login
https://www.varetire.org/financial-wellness/
https://www.varetire.org/financial-wellness/
https://calculators.varetire.org/estimate/index
https://employers.varetire.org/media/shared/pdf/publications/retirement-readiness-checklist.pdf
https://employers.varetire.org/employer-hub/contact/
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