
Pension Plan Enrollment Notification 

Date: [Insert Date] 

Dear [Employee's Name], 

We are pleased to inform you that you are now enrolled in the [Company Name] Pension Plan. 

Your enrollment becomes effective as of [Effective Date]. This pension plan is designed to help 

you save for retirement and provide you with financial security in your future. 

Here are some important details regarding your enrollment: 

• Enrollment Type: [e.g., Automatic Enrollment, Voluntary Enrollment] 

• Contribution Percentage: [Insert Percentage] 

• Vesting Schedule: [Insert Vesting Schedule] 

• Plan Administrator Contact: [Insert Contact Information] 

If you have any questions or would like to make changes to your contribution rate, please do not 

hesitate to contact the HR department at [HR Contact Information]. 

Thank you for being a valued member of our team. We are committed to helping you secure your 

financial future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


