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HOW TO ENROLL AND MAKE CHANGES TO EMPLOYEE
CONTRIBUTIONS TO THE 457 DEFERRED COMPENSATION 
PLAN – ALL CITY EMPLOYEES

HOW TO NEWLY ENROLL IN THE DEFERRED COMPENSATION PLAN:

There are three ways to enroll in the City of Tacoma’s Deferred Compensation Plan:

Download the mobile app for the City’s plan provider (MissionSquare Retirement) from the App 
Store or Google Play

Log in to the secure MissionSquare Retirement website from a computer or tablet at 
http://www.missionsquare.com

Call the MissionSquare Retirement customer service line at 1-800 669-7400

You’ll need your Social Security Number, and the City of Tacoma plan number 302010 to create your 
account. 

During the log in process, you will be sent a one-time verification code via text message to the phone 
number used to set up your account to verify your identity - so have your cell phone available.

See more details below on next steps after setting up your account to make election decisions.

HOW TO MAKE NEW ELECTIONS OR MAKE CHANGES TO CONTRIBUTIONS

NEW ENROLLMENTS: After following the new enrollment steps above to open your account,
follow the step-by-step instructions on the following pages to finish your account set up and make your 
elections. An employee who will be age 50 or older at any time during the plan year or ages 60 to 63
will automatically be enrolled in the Age 50+ or Age 60-63 plan deferral option allowing contributions at 
the higher respective limit.

EXISTING ACCOUNT CHANGES: If you already have an account, open the app, or go to 
http://www.missionsquare.com to log in 

From the homepage, click LOG IN

Enter your username and password.
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Click on View Accounts 

 From the My Account button, click or choose Contributions and click on Change Contribution 
Amount to get started. 

 Select My Account > Contributions > Change Contributions Amount. 
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 Toggle to switch to indicate a flat amount or a percentage contribution election (see below).  

 

 Keep in mind, deductions are taken in each pay period (26 or 27 pay periods) of the year. 

o If you choose a percentage of pay as your contribution for example, electing 100% will 
result in your entire paycheck going to your Deferred Compensation account. 

 An employee who will be age 50 or older at any time during the calendar year, or age 60 to 63 
at any time during the calendar year, will automatically be eligible for the higher annual deferral 
option allowing contributions at the higher annual limit. 

 You can also choose the auto-increase option to automatically increase your contribution each 
year. If this box is checked, the following screens will appear. (You are not required to choose 
this option) 
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 Be sure to confirm your elections, then click, Continue. 

 If you need to make further changes, click the Make Changes button. 

 If you are happy with your elections as shown, click the Submit button. 

 

REMINDER: Once you have finished, please close your browser, especially if you are using a shared 
computer. 
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ADDITIONAL INFORMATION ABOUT CONTRIBUTION CHANGES:

Deferral changes can be made at any time and are effective the beginning of the pay period in which 
you complete your new enrollment, and/or the date you make a deferral amount change.  

NOTE: If you reach the IRS maximum contribution before the end of the year, no additional employee 
deferrals, or employer-match contributions (if applicable) will be made for the remainder of the calendar 
year. If you are eligible for an employer match/contribution, please do not include the amount of the 
employer match/contribution in your deferral election, but be sure to consider that amount when making 
your annual contribution decisions. 

PRE-RETIREMENT CATCH UP DEFERRAL OPTION 

 A pre-retirement catch-up option is available for employees who are within three (3) years of their 
expected retirement date (you are not eligible to participate in the same year as you retire). The 
plan allows you to catch-up missed deferrals from prior years of your employment if you did not 
contribute up to the IRS maximum election amount. 

 To enroll in a Deferred Compensation Plan Pre-Retirement Catch-Up option, a paper form is 
required. Please contact the Benefits Office for more information. Catch-up contributions are 
limited to the lesser of the regular annual contribution limit, or the amount of your prior years’ 
missed contributions. 

FOR QUESTIONS AND ASSISTANCE 

Contact the Benefits Office: benefits@tacoma.gov, or call 253-573-2345 

Contact the MissionSquare Deferred Compensation Provider or Retirement Plans Specialist: 

MissionSquare Retirement (All City Employees) 

David Lloyd, Retirement Plans Specialist https://www.missionsquare.com/ 
dlloyd@missionsquare.com 1-800 669-7400 
202-962-8257 or 202-536-7866


