
Pension Enrollment Notification 

Date: [Insert Date] 

To: [Employee's Name] 

From: [HR Department's Name] 

Subject: Pension Enrollment Notification 

Dear [Employee's Name], 

We are pleased to inform you that you are now eligible to enroll in the company pension plan. 

This plan is designed to help you save for retirement and ensure your financial security in the 

future. 

Please find the relevant details regarding the pension enrollment below: 

• Enrollment Period: [Insert Dates] 

• Pension Plan Details: [Insert Plan Information] 

• Action Required: [Insert Required Steps for Enrollment] 

Should you have any questions or need further assistance, please do not hesitate to reach out to 

the HR department at [HR Contact Information]. 

We encourage you to take advantage of this opportunity to secure your future. 

Sincerely, 

[Your Name] 

[Your Position] 

[HR Department Name] 

[Company Name] 


