
Completing the 403(b) MetLife Enrollment form: 

 

1. You only need to print out the first 9 pages of the form.  The rest of the form is for your 
information only. 

2. On pages 2 -9  -  put your name and social at the top of each page.  MetLife is very picky about 
this and will return the forms to us if this is not on each of those pages.  (This is a standard form 
from MetLife and they want to make sure they are receiving all of the pages for each enrollee). 

3. On page 1 – fill out the top portion with your information.  This is how MetLife enrolls you in 
their plan. You have to fill your driver’s license information and attach a copy.  Under Payroll 
Information  - decide if you want your contributions to come out pretax or Roth (after tax).  You 
can do a combination of both if you chose.  The amount you enter is the per payroll amount you 
want coming out of your check each payroll.  It has to be a dollar amount.  At this time we can’t 
do percentages.  Don’t fill in Payroll Effective Date or Hire Date, Division Name or Division 
Number.  We will automatically enroll you with the next available payroll.   When filling out your 
contribution amount(s) keep your contract matching in mind.  You will only get a match if you 
are contributing for that payroll.  Most contracts - you are eligible for a district match after one 
year of district service.  If you are enrolled in the 403(b) plan before the match starts – it will 
automatically start the match when you are eligible.  You would have to do nothing.   There is 
also an IRS limit rule for the plan.  If you are under the age of 50 you can contribute up to 
$22,500 per CALENDAR year (per new 2023 IRS rules) to the plan without penalties.  This is  for 
pretax or Roth and any combination of these.  If you are 50 or older you can contribute up to 
$30,000 per CALENDAR year without penalties.  (The calendar year you turn 50 – you are 
considered 50.)  

4. Page 2 is where you decide how you want your contributions invested once they get to MetLife 
– Asset Allocation Model.  You would either choose one from group (A) or choose group (B).  
Group (B) is where you don’t want to utilize the models MetLife offers and want to choose your 
own.   You enter percentages in for the funds you want to include.  The total has to equal 100%.  
If you are doing group (B) then you also need to choose an option in the Additional Feature 
section – Rebalancing Program.  (You do not want to fill anything in here if you are choosing 
from group (A).)   You also must choose Primary Beneficiary(ies).    

5. Page 3 is optional.  You can list Contingent Beneficiary(ies), but you don’t have to.    FYI – you 
can change your Beneficiaries at any time.  There is a form on the district website under 
Retirement that has a form to change them. 

6. Page 4 – You don’t have to do anything on this page UNLESS you fall into this category: 
You are married and your spouse is NOT listed as your primary beneficiary.  If this is the case you 
have to fill out this page and get it notarized. 

7. Page 5 – Reading for you.  Lists the Allocation Models and how they are broken out. 
8. Page 6 – you need to Sign and date this page. 
9. Rest of the pages – you just have to fill out the top line – but you don’t have to do anything else. 
10. Turn it into Payroll for processing with a copy of your driver’s license – it is requirement by 

MetLife. 
11. Once MetLife processes your paperwork – you will receive a couple of mailings from them for 

your information.  You should also receive quarterly statements from them going forward. 



  


