Beneficiary Pension Payment Adjustment
Procedures

Date:

To: [Beneficiary Name]
[Beneficiary Address]
Dear [Beneficiary Name],

We are writing to inform you about the procedures regarding the adjustment of your pension
payment. Please find the necessary steps outlined below:

1. Submission of Request

Please complete the attached request form and submit it to our office by [Submission Deadline].

2. Documentation Required

Ensure to include any supporting documents such as:
e Proof of income

« Identification documents
e Any other relevant financial information

3. Review Process

Your request will be reviewed within [Review Time Frame]. If further information is needed, we
will contact you directly.

4. Notification of Adjustment

You will receive a notification regarding any adjustments made to your pension payment via
mail by [Notification Date].

Contact Information

If you have any questions or need assistance with the process, please do not hesitate to contact us
at [Contact Number] or [Email Address].

Thank you for your attention to this matter.



Sincerely,

[Your Name]

[Your Title]
[Organization Name]

[Organization Address]



