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Dear Future Microsoft Leader:
Microsoft is pleased to offer you the opportunity to participate in our deferred compensation plan. This Deferred Compensation Plan (DCP), exclusively for U.S. based Microsoft Leaders, enables eligible employees to defer receipt of income (for a pre-set period of time) from eligible types of cash compensation, thus deferring your federal income tax liability. The contributions are deferred pre-tax, grow tax-deferred while in the Plan, and are taxed at the rates in effect at the time of distribution. The program provides you the opportunity to increase your flexibility in financial and tax planning, and offers a select number of deemed investment choices across the risk spectrum. 
As an eligible new hire or acquired employee, you may elect to defer from 0-90% of your signing bonus at the time you accept your formal Microsoft offer. Should you elect to defer any portion of your signing bonus, your hardcopy enrollment form must be received by Microsoft by 11:59 pm (Pacific Time) on the day BEFORE your start date. Some restrictions may apply for rehired employees. If you have questions, send an email message to MSDCP@microsoft.com.
Once hired, you will also be eligible to defer other types of cash compensation such as your base salary and your annual/executive bonus. You can make these elections during the next possible Enrollment Periods which occur during the months of November for base pay and May for bonus.
The DCP handbook provides additional information about the Deferred Compensation Plan. Please take the time to review the DCP handbook to gain a better understanding of the benefits and risks of the Plan. Microsoft strongly encourages you to consult with your personal financial/tax advisor to determine if participation in this Plan is appropriate for you. 
If you elect to defer part of your signing bonus, there are three decisions to make:
1. Deferral Election(s):  You decide how much compensation you wish to defer.
1. Investment Election(s):  You decide how you want to have your contributions deemed invested. The program offers a variety of deemed investment alternatives across the risk spectrum. You have the flexibility to direct your investments and reallocate your contributions on a daily basis.
1. Distribution Election(s):  You decide when and how you wish to have your balances (contributions + earnings) paid to you. You may elect to receive your distribution in lump sum or in annual installment payments (over 3-15 years in one-year increments). There is a minimum deferral period of one year. The Plan allows for unlimited redeferrals while you are an active employee – an election to push out the distribution date for at least five additional years. The election to redefer must be made at least 12 months prior to the originally elected distribution date. Note: A redeferral election takes effect 12 months after the election is made. For a redeferral election to take effect, you must remain a current Microsoft employee throughout this 12-month waiting period. If your employment with Microsoft or its subsidiaries terminates (for any reason) prior to the end of this 12-month waiting period, the prior distribution election will remain in force.

[bookmark: _Hlk480182576]Please note, the elections you make on the enrollment form will apply to all payments of your signing bonus. Again, electing to defer any portion of your signing bonus (up to 90%) must be done using the enrollment form, and must be received by Microsoft no later than 11:59 pm on the day BEFORE your start date. Completed enrollment forms should be scanned and sent via e-mail to MSDCP@microsoft.com. Please email MSDCP@microsoft.com should you have any questions regarding this program. 

Sincerely,
Kristen Roby Dimlow 
CVP, Talent Acquisition, Rewards & Insights
Microsoft Corporation


Microsoft Corporation is an equal opportunity employer.
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