
Retirement Plan Status Update 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Update on Your Retirement Plan 

Dear [Employee Name], 

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

of your retirement plan as of [Insert Date]. 

Your current account balance is [Insert Amount]. As you may know, your contributions have 

been consistently matched by the company, providing a robust growth potential for your 

retirement savings. 

In the past few months, we have made several adjustments to the investment options available 

within the plan. We encourage you to review these options during our upcoming annual 

enrollment period, scheduled for [Insert Date]. 

If you have any questions or would like to discuss your retirement plan further, please do not 

hesitate to contact us at [Insert Contact Information]. 

Thank you for your continued commitment to our organization. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


