
Annual Retirement Contribution Summary 

Date: [Insert Date] 

[Employee's Name] 

[Employee's Address] 

[City, State, Zip Code] 

 

Dear [Employee's Name], 

We are pleased to provide you with your Annual Retirement Contribution Summary for the year 

[Year]. This document outlines your contributions to the retirement plan, as well as the 

employer's contributions made on your behalf. 

Contribution Summary 

Item Amount 

Your Contributions $[Insert Amount] 

Employer Contributions $[Insert Amount] 

Total Contributions $[Insert Total Amount] 

 

This summary is intended to assist you in understanding your retirement savings. Please keep it 

for your records and review it carefully. 

If you have any questions regarding your retirement contributions or the summary provided, 

please feel free to contact our HR department at [HR Contact Information]. 

 

Sincerely, 

[Your Company Name] 

[Your Name] 

[Your Position] 


