Retirement Plan Benefits Overview

Date: [Insert Date]

[Employee’'s Name]

[Employee’'s Address]

[City, State, Zip Code]

Dear [Employee's Name],

We are pleased to provide you with an overview of your retirement plan benefits as you

approach this significant milestone in your career. Below, you will find key details regarding
your retirement plan:

1. Retirement Plan Options
e 401(K) Plan

e Pension Plan
e Roth IRA

2. Contributions

You have the option to contribute up to [insert percentage] of your salary to your retirement
plans. Our company matches contributions up to [insert company matching percentage].

3. Benefits Vesting
Your vesting schedule for employer contributions is as follows:
o 0% vested after 1 year

e 50% vested after 3 years
e 100% vested after 5 years

4. Distribution Options
Upon retirement, you may access your funds through the following options:
e Lump-sum payment

e Installment payments
e Annuity options



5. Contact Information

If you have any questions or would like to discuss your retirement plan benefits further, please
feel free to reach out to our HR department at [HR Phone Number] or [HR Email Address].

We appreciate your contributions to [Company Name] and wish you all the best in your
upcoming retirement.

Sincerely,
[Your Name]
[Your Position]

[Company Name]



