
Retirement Savings Contribution Status 

Update 

Dear [Employee's Name], 

We hope this message finds you well. We are writing to provide you with an update on your 

retirement savings contributions. 

Current Contribution Status 

Your current contribution rate is [X%] of your salary, which has been effective since [Date]. As 

of [Date], your total contributions to the retirement savings plan amount to [Amount]. 

Future Contributions 

We encourage you to review your contribution rate periodically to ensure you are on track for 

your retirement goals. If you wish to make any changes, please contact the HR department or 

visit [Link to HR Site]. 

Additional Information 

Should you have any questions or need assistance regarding your retirement savings plan, do not 

hesitate to reach out to us at [Contact Information]. 

Thank you for being a valuable part of our team. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


