
Employee Benefits Package Summary 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Employee Benefits Package Summary 

Introduction 

This letter serves to provide a summary of the employee benefits package available to our team 

members for the upcoming year. 

Benefits Overview 

• Health Insurance: Comprehensive medical, dental, and vision coverage. 

• Retirement Plan: 401(k) plan with employer match options. 

• Paid Time Off: Annual leave, sick days, and public holidays. 

• Flexible Spending Accounts: Options for healthcare and dependent care expenses. 

• Employee Assistance Programs: Access to mental health support and counseling 

services. 

• Professional Development: Training programs and tuition reimbursement. 

Additional Information 

For more details regarding individual benefits, please refer to the employee handbook or contact 

HR. 

Conclusion 

Thank you for your continuous support in ensuring our employees are well-informed about their 

benefits. Please feel free to reach out with any questions. 

Best regards, 

[Your Name] 

[Your Title] 


