
DEFERRED COMPENSATION PLAN
LOAN CHANGE FORM
Deferred Compensation Plan,  Bowling Green Station, P.O. Box 93, New York, New York 10274-0093
(212) 306-7760  •  TTY (212) 306-7707  •  (888) DCP-3113 (Outside NYC)  •  nyc.gov/deferredcomp
please print - black ink preferred

do not write in this box

agency payroll code

instructions on reverse side

I. THIS IS A CHANGE FOR MY (Check all that apply.) q 457 Plan Loan q 401(k) Plan Loan

II. TYPE OF CHANGE
q Agency Payroll Code (complete sections III, IV & VII) q Payroll Frequency (complete sections III, IV & VII)
q Employment Status (complete sections III, V & VII) q Return from Leave (complete sections III, IV & VII)

III. PARTICIPANT INFORMATION 
partIcIpant Id or last four of ssn date of bIrth (mm/dd/yy) area code home telephone no. area code work telephone no.

/ /
last name fIrst name mI

home maIlIng address - number and street      q check here if this is a new address apt. no.

cIty state zIp code + four

+

IV. PAYROLL INFORMATION
agency name (not dIVIsIon)

payroll frequency (check one)

q Weekly q Bi-Weekly q Semi-monthly (Department of Education agency payroll codes 742 and 744 only)

q Other (specify) (Department of Education agency payroll code 746 only)

V. EMPLOYMENT STATUS AND BILLING OPTIONS

Instructions: Complete section A if you are on, or will be going on, leave without pay.
Complete section B if you are on, or will be going on, military leave without pay.  
Complete section C if you have severed, or will be severing, from City service.

A. Leave Without Pay Start Date: / / Anticipated Leave Without Pay End Date: / /

Check one: q I will be on Leave Without Pay for more than 1 month but no longer than 12 months.

q I wish to suspend my payments and have the loan reamortized upon return to active payroll status.

q I wish to be directly billed while I am on leave.

q I will be on Leave Without Pay for more than 12 months.

q I will be directly billed while I am on leave.
Please note:  You must complete a new Loan Change Form upon return from leave in order to resume payroll deductions.

B. Military Leave Without Pay Start Date: / / Anticipated Military Leave Without Pay End Date: / /

Check one: q I wish to repay my loan in a lump sum payment. (Attach money order or bank check for balance due.)

q I wish to suspend my payments and have the missed loan payments reamortized over the remaining term of the loan.
q I wish to have the missed loan payments extended by the length of the military leave of absence.

C. Payroll Ceased Date:

Check one: q I wish to repay my loan in a lump sum payment. (Attach money order or bank check for balance due.)  See reverse side.
q I do not wish to repay the balance of my loan and understand that the Plan will treat the balance owed as a taxable event.     

I further understand that I must complete a Loan Offset Form.

VI. RETURN FROM LEAVE STATUS
Please indicate the date that you returned to active pay status:

VII. SIGNATURE

I wish to effect the changes noted above in the Deferred Compensation Plan. I affirm that all information I have provided is true and correct.  I 
have read all the pages of this form.

/ /
partIcIpant sIgnature date

3



SECTION IV
PAYROLL INFORMATION

If your payroll frequency changes, the interest rate and term of the loan will remain the same.  However, the PAYMENT 
FREQUENCY and PAYMENT AMOUNT will change.  A new amortization schedule will be sent to you and to the 
appropriate payroll department.

SECTION V 
EMPLOYMENT STATUS AND BILLING OPTIONS

If you are on a leave of absence for one year or more and are not on an active pay status, the Plan Administrator shall 
send a request for payment directly to you at the address on file with the Plan.  You are required to make loan payments, 
in accordance with your loan payment schedule, directly to the Plan via either personal check, bank check or money 
order.  Failure to make loan payments directly to the Plan will result in the loan defaulting and the balance being a taxable 
distribution with any applicable penalties.

If the leave of absence is due to military leave, upon submission of the appropriate documentation, you may suspend 
your payments and have the loan reamortized upon return to active payroll status.  During military leave, the rate of 
interest charged shall not be greater than 6% compounded annually.

If you wish to prepay your 457 loan, you may pay off your loan with a certified check or money order made payable to 
the City of New York Deferred Compensation 457 Plan.  

If you wish to prepay your 401(k) loan, you may pay off your loan with a certified check or money order made payable 
to the City of New York Deferred Compensation 401(k) Plan.  

Contact the Plan Administrator prior to submitting any prepayment to confirm the total amount due.

Notes: Direct billing occurs while a participant is on leave without pay only.
 Interest continues to accrue during all leaves.

do not 
write in 
this box

initial date payroll document# effective paydate (mm/dd/yyyy)
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dcp database / / / /

payroll / / / /


