
Government Pension Scheme Retirement Planning 

Date: _____________ 

To, 

[Recipient's Name] 

[Recipient's Designation] 

[Department/Organization Name] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Retirement Planning under the Government Pension Scheme 

I am writing to request guidance regarding the retirement planning options available under the 

Government Pension Scheme. As I approach my retirement date of [Retirement Date], I would 

like to ensure that I have all the necessary information to make informed decisions regarding my 

benefits and entitlements. 

Specifically, I would appreciate details on the following: 

• Eligibility criteria for pension benefits 

• Estimated pension amount based on my service record 

• Options for lump-sum withdrawals 

• Available post-retirement health benefits 

• Any necessary documentation required for processing my pension 

I would be grateful if we could schedule a meeting or phone call at your earliest convenience to 

discuss this matter in detail. Thank you for your assistance and support during this important 

transition. 

Sincerely, 

[Your Name] 

[Your Designation] 

[Your Department/Organization Name] 

[Your Contact Information] 


