
Retirement Benefits Inquiry 

Date: [Insert Date] 

To: [HR Department Contact Name] 

Human Resources Department 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [HR Department Contact Name], 

I hope this message finds you well. I am writing to inquire about the retirement benefits 

insurance options provided by [Company Name]. As I approach my retirement, I want to ensure 

that I am fully informed about the benefits available to me and any necessary actions I need to 

take. 

Specifically, I would like to ask the following questions: 

• What retirement insurance plans are available to employees upon retirement? 

• Are there specific eligibility criteria that I need to meet? 

• What documents or information will I need to provide to access these benefits? 

• Whom should I contact for further assistance should I have additional questions? 

Thank you for your attention to this matter. I appreciate your help in providing clarity on these 

benefits as I prepare for my transition into retirement. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


