Hardship Application Request Form

Step One - Enter Your Name and Information.

Last Name: First Name Mi Company You Work For
Address - Number and Street Daytime Phone Number Social Security No.
City State Zip Code Email Address

Step Two - Explain Your Hardship

I am applying for a hardship disbribution from my 401(k) Plan. The reason for my request is as indicated below. You must provide supporting documenta-
tion for all areas checked. Applications received without the supporting documentation will not considered for approval and will delay the
processing. Please fax supporting documents along with this application to 703-802-2317.

[] 1. Medical Expense not paid by insurance. Amount needed $
[] 2. Payment of Tuition and related fees for participant or dependents for next 12 months Amount needed $
[ 3. Purchase of Primary Residence for Participant. Doesn’t include mortgage payments. Amount needed $
[] 4. Eviction or Foreclosure of primary residence of participant. Amount needed $
[] 5. Other immediate and heavy financial needed. Amount needed $
Total of immediate hardship (add lines 1 through 5). Subtotal $
ANSWER THE FOLLOWING:
[ Yes [] No 1. Can the hardship be relieved by reimbursement or compensation by insurance or other means?
[J Yes [ No 2. Can the hardship be relieved through liquidation of assets (if the liquidation would not cause a severe financial hardship)?
[J Yes [ No 3. Can the hardship be alleviated by canceling your contributions to the plan?
[J Yes [] No 4. Can the hardship be relieved by other distributions, loans from your 401(k) plan or by borrowing from commercial sources?
[J Yes [] No 5. Does the amount requested exceed the amount required to satisfy the hardship indicated above?

If this Hardship Withdrawal is approved, | understand that:

1. A20% federal income tax will be withheld and sent to the IRS.

2. Elective deferrals (contributions) to all defined contribution plans must be suspended for at least six months. Your employer will cancel all employee deferrals to deferred
compensation plans administered by WCS. It is my responsibility to cancel other deferred compensation plans | may be participating in, [i.e. 403(b)] with my employer.

Step Three - Short Term Redemption Policy (if not selected we will wait until redemption fees are eliminated)

[] Process the Hardship Now (I understand that I may pay a fee of up to $49.99 for each fund liquidated that I have held less than 90 days)
[ Wait until all Redemption fees are eliminated before processing the loan.

For an estimate of your hardship payment date, enter your email address here:

Schwab’s short-term redemption fee will be charged on redemption of funds (except Schwab Funds®, which may charge a separate redemption fee) bought
through Schwab’s Mutual Fund OneSource® service (and certain other funds with no transaction fee) and held for 90 days or less. Please refer to the loan
terms and conditions and Schwab’s Short Term Redemption Policy.

Step Four - Certification and Signature

| certify that the information provided on this form and on any attached forms is true, correct, and complete to the best of my knowledge. | authorize represen-
tatives of Wellington Consulting Services, Inc. to verify any or all the information submitted. | acknowledge and agree that any false or misleading information
submitted on this form may subject me to personal liability. Furthermore, Wellington Consulting Services, Inc. may exercise its rights against me if damaged by
false or misleading information | submit. | also certify that | am eligible for distribution of funds from the Plan. | am aware this distribution will increase my taxable
income for the year. | further certify that this withdrawal is necessary to satisfy the hardship described, that the amount requested is not in excess of the amount
necessary to relieve the financial need, and the financial need cannot be satisfied from other resources reasonably available. | have read all the forms regarding
the tax implications and penalties involved in taking a hardship wthdrawal.

(Participant Signature) (Date) (Plan Administrator Signature) (Date)




Hardship Instruction Form and Special Tax Notice

We want to help you with your hardship withdrawal. However, we must adhere to IRS regulations. Please review
the following information before completing the front of this form.

1. IRS regulations allow hardship withdrawals only from employee contributions. They are not allowed from
earnings or from employer contributions.

2. A hardship withdrawal is allowed only if the employee has an immediate and heavy financial need and
can only be made after all other reasonably available resources have been exhausted. An employee’s
resources shall include: savings and checking accounts, loans from any plan in which you participate,
including your 401(k) Plan, and assets of your spouse and minor children that are reasonably available.

3. You must certify that the need cannot be relieved: through reimbursement or payment by insurance or
other means, by reasonable liquidation of assets if the liquidation itself would not cause an immediate
and heavy financial need, by stopping deferrals under the Plan, or by other distributions or loans from the
Plan, other plans, or by borrowing from commercial sources on reasonable terms, unless loan payments
would cause a heavy financial need.

4. IRS regulations provide for hardship withdrawals if they are made on account of an immediate and heavy
financial need of the participant for the following reasons: payment of medical expenses not paid by insur-
ance for the participant or dependents; payment of tuition and related education expenses, for the next
12 months of post secondary education for the participant or dependents; purchase of the participant’s
primary residence (does not include mortgage payments); payment of amounts necessary to prevent the
eviction of the participant from the participant’s primary residence or foreclosure on the mortgage of the
participant’s primary residence; or other immediate and heavy financial needs.

5. The distribution requested cannot exceed the amount needed to meet the immediate and heavy financial
need. The amount needed may include amounts necessary to pay federal and state income taxes or pen-
alties resulting from this distribution.

6. If your hardship withdrawal is approved: You must stop elective deferrals to all deferred compensation
plans for six months. It is your responsibility to cancel other deferred compensation plans in which you
may be participating. Withdrawals are treated as taxable income and are subject to federal and state
taxes. The funds may also be subject to a 10% federal penalty if you are less than age 59%. A 20% fed-
eral income tax will be withheld and sent to the IRS.

7. Hardship withdrawals are not eligible for rollover.

Any questions should be directed to your employer.



SPECIAL TAX NOTICE REGARDING PLAN PAYMENTS

This notice summarizes only the federal (not state or local) tax rules that might apply to your payment. The rules described are complex and
may contain many conditions and exceptions that are not included in this notice. Therefore, you may want to consult with a professional tax
advisor before you take a payment of your benefits from the Plan. Also, you can find more specific information on the tax treatment of pay-
ments from qualified retirement plans in IRS Publication 575, Pension and Annuity Income, and IRS Publication 590, Individual Retirement
Arrangements. These publications are available from your local IRS office or by calling 1-800-TAX-FORMS.

Definition of tax deferred plans used in this notice:

An IRA or traditional IRA refers to an individual retirement account set up through a financial institution.

Roth IRA’s, SIMPLE IRA’s and education IRA’s are not traditional IRA’s.

An eligible Plan or Plan refers to an employer qualified plan (401 (a) or 401 (k)), 403(b) or 457 plan, as specified in the
Economicowth and Tax Relief Reconciliation Act of 2001.

You can have all or any portion of your Plan payment either: (1) Paid in a”’Direct Rollover”or (2) Paid to you.

(1) Direct Rollover:

= Your payment will be made directly to another eligible plan that accepts your rollover. A direct rollover is a tax deferred transfer of your
funds to a traditional IRA, qualified plan (401 (a) or 401 (k)), 403(b) or 457 plan. Note: Rollovers consist of taxable money which will be
subject to taxes when you withdraw it from the new Plan. It is important to be aware that the rollover funds may be subject to the rules
and regulations governing the new plan. Therefore, when taking a distribution from the new plan, you may be subject to restrictions
and tax consequences which are different from those of the original plan.

m  If you choose to have your payment made directly to a traditional IRA or an eligible retirement plan, contact the IRA sponsor (usually
a financial institution) or Plan sponsor to find out how to have your payment made as a direct rollover to that institution. However, in
choosing an IRA or new Plan, you may wish to consider whether the IRA or Plan you choose will allow you to move all or a part of your
payment to another Plan at a later date, without penalties or other limitations.

m In eligible plan is not legally required to accept a rollover. If your new employer’s plan does not accept a rollover, you can choose a
direct rollover to a traditional IRA.

m Itis the member’s responsibility to make arrangements for the rollover in order to insure that the receiving plan will accept the funds.
For example, in order for a 457 plan to accept rollovers from a 401 (k), 403(b) or IRA, the 457 plan administrator must agree to account
for such rollovers separately since the previous funds may be subject to the 10% early withdrawal penalty tax.

Payments That Cannot Be Rolled Over:

You cannot roll over a payment if it is part of a series of equal (or almost equal) payments that are made at least once a year and that will
last for your lifetime (or your life expectancy), or your lifetime and your beneficiary’s lifetime (or life expectancies), or a period of 10 years or
more.

m  You cannot roll over a hardship distribution of pretax salary reduction contributions from a § 401 (k) or 457 plan. Beginning in the year
you reach age 701/4, or have separated from employment (whichever is later) a certain portion of your payment cannot be rolled over
because it is a “required minimum distribution” that must be paid to you.

(2) Paid to You (distributions eligible for rollover):

You will receive 80% of the payment because the Plan administrator is required to withhold 20% of the payment and send it to the IRS as
income tax withholding to be credited against your taxes. For example, if your eligible rollover distribution is $10,000, only $8,000 will be
paid to you because the Plan must withhold $2,000 as income tax. However, when you prepare your income tax return for the plan year, you
will report the full $10,000 as a payment from the Plan. You will report the $2,000 as tax withheld, and it will be credited against any income
tax you owe for the year.

m  If you have an eligible rollover distribution, you can still decide to roll over all or part of it to a traditional IRA or another eligible plan
that accepts rollovers. If you decide to roll over after you have received the payment, you must make the rollover within 60 days after
receipt. The portion of the payment that is rolled over will not be taxed until you take it out of the IRA or the eligible plan. You must find
other money to replace the 20% that was withheld. If you roll over only the 80% that you received, you will be taxed on the 20% that
was withheld and not rolled over. For example, if your eligible rollover distribution is $10,000, and you choose to have it paid to you,
you will receive $8,000, and $2,000 will be sent to the IRS as income tax withholding. Within 60 days after receiving the $8,000, you
may roll over the entire $10,000 to an IRA or employee plan. To do this, you roll over the $8,000 you received from the Plan, and you
will have to find $2,000 from other sources (your savings, a loan, etc.). In this case, the entire $10,000 is not taxed until you take it out
of the IRA or eligible plan. If you roll over the entire $10,000, when you file your income tax return, you may get a refund of the $2,000
withheld. If, on the other hand, you roll over only $8,000, the $2,000 you did not roll over is taxed in the year it was withheld. When
you file your income tax return, you may get a refund of part of the $2,000 withheld. (However, any refund is likely to be larger if you
roll over the entire $10,000).



Additional 10% Tax If You Are Under Age 59 1/2 for 401 (k) distributions (457 plans are not subject to this tax). If
you receive a payment from your 401 (k) plan before you reach age 59 1/2 and you do not roll it over, then in addition to the regular
income tax, you may have to pay an extra tax equal to 10% of the taxable portion of the payment. The additional 10% tax does not ap-
ply to your payment if you meet one of the following: (1) paid to you because you separate from service with your employer during or
after the year you reach age 55, (2) paid because of approved disability, (3) paid to you as equal (or almost equal) payments over your
life or life expectancy (or your and your beneficiary’s lives or life expectancies), (4) paid to you as a beneficiary; (5) payments that are
paid directly to the government to satisfy a federal tax levy; (6) payments that are paid to an alternate payee under a qualified domes-
tic relations order, (7) used to pay certain medical expenses. See IRS Form 5329 for more information on the additional 10% tax.

Special Tax Treatment (available for the 401(k) plan only). If your 401 (k) distribution is not rolled over, it will be taxed in

the year you receive it. However, if it qualifies as a “lump-sum distribution,” it may be eligible for special tax treatment. A lump-sum
distribution is a payment, within one year, of your entire balance under the Plan (and certain other similar plans of the employer)

that is payable to you because you have reached age 591/4or have separated from service with your employer (or, in the case of a
self-employed individual, because you have reached age 591/4or have become disabled). For a payment to qualify as a lump-sum
distribution, you must have been a participant in the Plan for at least five years. The special tax treatment for lump-sum distributions is
described below.

Ten-Year Averaging If You Were Born Before January 1, 1936. If you receive a lump-sum distribution and were born
before January 1, 1936, you can make a one-time election to figure the tax on the payment by using “ten-year averaging” (us-
ing the 1986 tax rates). Ten-year averaging often reduces the tax you owe.

Capital Gain Treatment If You Were Born Before January 1, 1936. In addition, if you receive a lump-sum distribution
and were born before January 1, 1936, you may elect to have the part of your payment that is attributable to your pre-1974
participation in the Plan (if any) taxed as long-term capital gain at a rate of 20%.

There are other limits on the special tax treatment for lump-sum distributions. For example, you can generally elect this special tax
treatment only once in your lifetime, and the election applies to all lump-sum distributions that you receive in that same year. If you
have previously rolled over a payment from the Plan (or certain other similar plans of the employer), you cannot use this special tax
treatment for later payments from the Plan. If you roll over your payment to an IRA, you will not be able to use this special tax treat-
ment for later payments from the IRA. Also, if you roll over only a portion of your payment to an IRA, this special tax treatment is not
available for the rest of the payment. Additional restrictions are described in IRS Form 4972, which has more information on lump sum
distributions and how you elect the special tax treatment.

Repayment of Plan Loans. If you end your employment and have an outstanding loan from your Plan, Your employer may reduce
(or’offset”) your balance in the Plan by the amount of your loan you have not repaid. The amount of your loan offset is treated as a dis-
tribution to you at the time of the offset and will be taxed to you unless you roll over an amount equal to the amount of your loan offset
to another qualified plan or traditional IRA within 60 days of the date of the offset. If the amount of your loan offset is he only amount
you receive or are treated as having received, no amount will be withheld from the offset. If you receive other payments of cash from
the Plan, the 20% withholding will apply.

Surviving Spouses, Alternate Payees, and Other Beneficiaries. In general, the rules summarized that apply to payments
to employees also apply to payments to surviving spouses of employees and to spouses or former spouses who are “alternate
payees.”You are an alternate payee if your interest in the Plan results from a domestic relations order, which is an order issued by a
court, usually in connection with a divorce or legal separation. Some of the rules summarized above also apply to a deceased employ-
ee’s beneficiary who is not a spouse. However, there are some exceptions for payments to surviving spouses, alternate payees (if a
spouse or former spouse) and other beneficiaries that should be mentioned.

If you are the beneficiary and a surviving spouse of a deceased participant, or alternate payee who is a spouse of a participant, you
are entitled to have the funds paid to you. If you have the payment paid to you, you can keep it or roll it over yourself to another eli-
gible plan. You can also make arrangements for a direct tax-free rollover from the Plan to another eligible retirement plan that accepts
rollovers. If you are a beneficiary other than the surviving spouse, you cannot choose a direct rollover, and you cannot roll over the
payment yourself.

If you are a surviving spouse, an alternate payee, or another beneficiary, you may be able to use the special tax treatment for lump
sum distributions as described above under the heading”Special Tax Treatment.”If you receive a payment because of the employee’s
death, you may be able to treat the payment as a lump-sum distribution if the employee met the appropriate age requirements,

whether or not the employee had five years of participation in the Plans.



