
Personalized Retirement Plan Change 

Notification 

Date: [Insert Date] 

To: [Employee's Name] 

Address: [Employee's Address] 

Dear [Employee's Name], 

We hope this message finds you well. We are writing to inform you about some updates to your 

personalized retirement plan that will take effect on [Insert Effective Date]. After careful 

consideration of your current situation and future goals, we have made the following changes: 

• Contribution Rate: Your contribution rate will be adjusted from [Current Rate]% to 

[New Rate]%. This change aims to enhance your retirement savings. 

• Investment Options: We have included new investment options that align with your risk 

tolerance and long-term objectives, including [List of New Options]. 

• Retirement Age: We recommend considering a target retirement age of [New 

Retirement Age], which will help maximize your benefits. 

We encourage you to review these changes and to reach out if you have any questions or need 

further clarification. Our team is here to support you in achieving your retirement goals. 

Thank you for your attention to this important matter. We wish you the best as you plan for your 

future. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


