Notification of Benefits Program Changes

Dear [Employee Name],

We hope this message finds you well. We are writing to inform you of some important changes
to our benefits program that will take effect on [Effective Date]. These changes are designed to
enhance the offerings available to our employees and to better meet your needs.

Changes to the Benefits Program

o Health Insurance: [Detailed explanation of changes]
o Retirement Plans: [Detailed explanation of changes]
o Paid Time Off: [Detailed explanation of changes]

We understand that you may have questions regarding these changes. Our HR team will be
holding a Q&A session on [Date and Time] to address any concerns you may have.

Thank you for your attention to this important matter. We appreciate your commitment to
[Company Name] and look forward to continuing to support your needs.

Sincerely,
[Your Name]

[Your Title]
[Company Name]



