
 
 

Rollover Instructions 
Christian Brothers Employee Retirement Savings Plan 

Plan #093260 
 

 
Step 1 Contact previous retirement plan provider to obtain applicable forms (if required) to 

initiate rollover out of prior plan (e.g. Letter of Acceptance)1. 
Step 2 Complete Rollover Contribution Request form  
Step 3 Ensure that the check(s) is made payable to: 

“Vanguard Fiduciary Trust Company” 
FBO Participant Name and Last 4 digits of SS# 

Step 4 Complete and return Rollover Contribution Request form along with your check, if 
applicable, to: 

Christian Brothers Employee Retirement Savings Plan 
1205 Windham Parkway 
Romeoville, IL 60446 
Attn:  Christine Pacocha 

Step 5 Send copy of Rollover Contribution Request form to prior provider, if required.  This 
copy does NOT need to be returned to us from prior provider. 

 If you have any questions regarding the transfer or how to complete the Rollover 
Contribution Request form, please contact Christine Pacocha at 800-807-0700 and 
enter extension 2639 (or christine.pacocha@cbservices.org).   

 
 
1Prior plan provider may require completion of their own form(s) to initiate the rollover.  Be sure 
to confirm with them what forms are needed.  Christian Brothers Services will still need to 
receive our Rollover Contribution Request form (as noted above) even if the prior provider 
requires a different form.  
 

 Do not send checks directly to Vanguard.  If you or the prior provider send the 
check directly to Vanguard, this will cause disruption in the processing since 
there will be delays in reconciling which checks Vanguard received versus which 
forms we received.  

 If the check and Rollover Contribution Request form arrive separately, we will 
not send payments to Vanguard until both the check and Form have been 
received which can cause delays in payments being deposited into the participant 
account.  Therefore, whenever possible please be sure that checks and forms are 
submitted together.  
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